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                                                        INTRODUCTION

According to Merrian-Webster dictionary, skill could be defined as the ability to use one’s knowledge effectively and readily in execution or performance. It could also mean a learned power of doing something competently: a developed aptitude or ability.
What is striking in the definitions above is that skill is learned, developed and used to carry out a task or do something effectively and competently.
Skills are categorized under 2 main headings- Hard and or Soft 
Hard skills are abilities we acquire specific to a job relating to industries. They are technical skills we acquire in formal education, certificate programs, trainings, apprenticeship etc. and are usually teachable.
Examples include operating certain equipment or machinery, foreign language, accounting etc. (indeed.com)
Where Soft skills are abilities that is applicable in any job. They could also be referred to as ‘people skill’ or ‘social skill’. Examples include time management, communication, customer services etc. (indeed.com)
Academic and employability skills as part of hard and soft skills are vital in preparing us for the future.

                                                      ACADEMIC SKILL


These are skills we acquire in formal education specifically in the university to become effective learners, success in our academic performance and to enhance our future careers. Examples include making presentations, preparing for assignments, researching and evaluating information, avoiding plagiarism as well as submitting our ‘own’ academic work to the tutors.
Academic skills also include time management, effective communication and problem solving.


TIME MANAGEMENT: time management is simply the effective and efficient management of time. It involves planning, organizing, taking decisions, prioritizing, being focused, setting and actualizing set goals. These are crucial because time is limited and when time is under control, tasks and goals are often achieved with less efforts, stress level is reduced, better decisions are made as things are thought over thoroughly (appointmentplus.com).
In the academic parlance therefore, managing time effectively helps us to plan for and submit our assignments within deadlines, always punctual to class and never missing lectures or group meetings, not missing doctor’s appointment or job interviews.
In a nutshell, it is one of the keys to successful completion of certificate program in the university.


EFFECTIVE COMMUNICATION: communication is all about interpersonal interactions, which could be verbal, written, non-verbal cues such as body language, tone of voice, hand gestures, facial appearance and mode of dressing, physical appearance etc.

Communication always involves a sender, a receiver and a medium through which the information or message is transmitted.
Verbal communication therefore is the combination of our words and verbal fillers e.g.um, like and verbal messages are created through language.
Effective communication therefore is the accurate interpretations of others verbal messages as meaning is cocreated.
(http://edge.sagepub.com/quintanilla3e.)

Nonverbal communication otherwise referred to as body language involves other ways we interact and send messages without using words of language. Effective communication therefore implies that the receiver understands and responds appropriately to our nonverbal messages.

Effective communication in relation to academic skills means the student can hear and understand the language spoken by the tutor. The student can discuss issues effectively with classmates and group mates using language and body gestures. It also means the student can read, understand and respond to emails and written letters sent by the school authorities etc.

It is all these skills we carryover to the workplace environment after graduating from the university. Another important academic skill required for us to be successful in our future careers is problem solving.

PROBLEM SOLVING SKILLS: this is the ability to analyze situations from unusual perspectives and making good and timely decisions (Peter. M, 2017).
As university students, we are faced with a lot of problems each day ranging from academic work like assignments, group discussions on case studies, preparing for and writing examinations to personal problems like health issues, transport to and from school, family issues etc. 
In all these cases, a solution needs to be found for all of them. This is what problem is all about. In solving problems, the following process needs to be followed and includes:
-Problem identification
-Establish the cause of the problem
-Generate the options for solving the problem (creativity)- this is applying     technique to the information gathered to solving the problem
-Making a balanced choice among many options.  Whatever choice is made, it must be capable of addressing the identified problem without creating bigger problem (Peter. M, 2019: pg. 302).

As a group member in a university class, you must be able to manage your time effectively and efficiently, communicate effectively with group members, tutors and university authorities as well able to proffer solutions to real life problems as well case scenarios in class.

However, the following question do arise: how do I know the academic skills I have and don’t have and how do I acquire them as well as improve on my poor skills? The above question could be resolved by carrying out a SWOT analysis.

SWOT ANALYSIS

SWOT stands for strength, weakness, opportunities and threats. It is designed to identify an individual strength, weakness, opportunities and threats. Personal SWOT analysis is a tool to assess yourself and to plan your career. It can also be used to compare yourself against your peers and to also find career growth opportunities. It also helps individuals to action towards opportunities and reduce your weaknesses.

The major reason for a SWOT analysis is to build on your strengths, improve on your weak areas, head off any threats and exploit every opportunity in the environment.
My strength, weakness, opportunities and threats are analyzed under the following SWOT analysis model.


	STRENGHTS:
-can communicate effectively with course mates (good interpersonal relationships)
-listens attentively in class to my tutors
-always punctual to class
-team working
	WEAKNESS:
-Lack confidence standing in front of others (presentation)
-difficulty in solving case scenarios
-poor knowledge in computer skills like word, PowerPoint, excel and all digital related tasks on computer.
-Working under pressure


	OPPORTUNITIES:
-completing my certificate course in health and social care
-eligible to apply for level 5 and 6
- get an NHS job with the certificate
-eventually qualify to be social worker in future.









	THREATS:
-change in government legislation on bursary and maintenance grants can hinder my future career growth.
-my kids and their school
-health
-my job and location.
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                                                        EMPLOYABILITY SKILLS

Employability skills are basically the skills we need to and must have in order to be successful in the workplace after graduating from the university, college or school (academic environment). The skills should be a combination of both soft and hard skills because every workplace is different so are the skills required to succeed in that workplace. Some industry will require more of hard skills than soft skills whereas; others will require more of the soft skills than hard skills. However, knowledge and acquisition of both will do a lot more good than non at all.
Recent researches have shown that employers seem to focus more on recruiting applicants with soft skills rather than those with qualifications and technical knowledge specific to the job advertised.
According to Moss and Tilly (1996:253), soft skills are skills, abilities and traits that pertain to personality, attitude and behavior rather than to formal or technical knowledge. In other words, employers seek employees who ‘look good’ and ‘sound right’ and can best either embody the brand or appeal to the senses of the customers specific to the retail industry.
Lewis et al., 2008 in support of the above view that there is relatively lack of demand for qualifications among interactive service work by employers as there is a strong recognition that front line service workers in retail industry require soft skills to get and do jobs. Examples include sales and retail assistants, retail cashiers and check out operator jobs because they centered on self presentation, verbal communication and interpersonal and team work skills (Bunt et al., 2005).
Hard skills otherwise referred to as knowledge based and technical in nature are acquired after so many years in formal education, training and experience. Jobs that require hard skills include accountancy, engineering, architecture, banking, pharmaceuticals, IT and telecoms, pilots and traffic control, web design and development, medicine and surgery etc. the above jobs require complete knowledge and technical know how to be able to function effectively in any organization. In a nutshell, qualifications and work experience make up the hard skills. 
However, Paul Redmond (2010) developed the graduate jobs formula, which is:
E=Q+WE+SxC 
Where:
E=employability
Q=qualifications
WE=work experience
S=strategies
C=contacts

WORK EXPERIENCE: Redmond (2010) argues that work experience is now the key to employability as students who are on work placement are more marketable than those that don’t.

STRATEGIES: Redmond emphasizes the need for graduates to take advantage of technological developments in writing CVs, Internet hints on attending interviews and getting support through job assessment centers.

CONTACTS: Redmond asserts, “Who knows you” play more significant part in being employable than “what you know or who knows you”.
According to Science, Technology, Engineering and Mathematics Network (STEMNET) report, 10 skills are identified as top on the list by all the companies asked and they include:
1. Communication and interpersonal skills
2. Problem solving skills
3. Using your initiative and being self motivated
4. Working under pressure and to deadlines
5. Organizational skills
6. Team working
7. Ability to learn and adapt
8. Numeracy
9. Valuing diversity and difference
10. Negotiating skills 
     (https://www.exeter.ac.uk>general)

These are transferable skills that most employers would require from potential employee as it can be applied in all jobs. For the purpose of this report, 3 of it will be briefly talked about and they are teamworking, valuing diversity and differences and organizational skills.

TEAMWORKING:

Team is a collection of individuals working together in order to achieve a common goal. Team working therefore is the ability to work with other people with little or no friction, cooperating with other units and departments in terms of information sharing and doing things together for the purpose of achieving a set goal. The individual must understand that individual effort is very critical and the effort of others is significant if the team is to actualize any goal. As a member of a cleaning team in my organization, I work with other people in the maintenance department, accounts departments, supplies department etc.
At the end of the day, the organization is able to actualize their set goal of profit.




VALUING DIVERSITY AND DIFFERENCES:

For an individual to be employable, he or she must be accommodating by accepting others orientations in life but focused on achieving set goal of the organization. Every potential employee must recognize that individuals are different based on religion, sex, race, language, values etc. the purpose of diversity is to overlook these and to focus on task or job at hand. Any of the above should and must not hinder an individual from work performance.
In my organization, I work with a lot of people from different ethnic backgrounds, race, gender and religious beliefs. Irrespective of their different ethnic backgrounds and languages, we are still able to carryout our tasks as well as agree together to do the job assigned to us because we know that our output is the input other departments need to do their jobs.

ORGANIZATIONAL SKILLS:

This is the ability of the individual to plan their work or task assigned to them in a methodological way such that set goals are realized and deadlines for the meeting the goals are met. For an individual to be employable, he or she must be able to analyze a job, plan how the job is to be done, monitor that the tasks are actually done and ensure it does not exceed the time. The purpose of being organized at work is to make me remain focused on the job to be done, saving your energy from being distracted, carrying out tasks based on priorities as well as increase overall productivity for the organization. 

The question that arises is how do I improve on my weakness as identified in my personal SWOT analysis? I can do this by applying a Personal Development Plan model.


PERSONAL DEVELOPMENT PLAN
[bookmark: _GoBack]

This is a process of drawing up an action plan, identifying skills that needs to be improved upon and then take necessary action to acquire the skills within a time frame so as to become more employable. The plan is usually drawn up in collaboration with personal SWOT analysis and must have realistic and achievable goals as well as time frame- short, medium- and long-term goals.
As shown in my personal SWOT analysis above, the skills identified as my weaknesses will therefore be discussed as part of my personal development plan using the following table:

 









	My weaknesses
	Action plan
	Support I need to achieve the goals
	short- and medium-term goals
	Long term goal /Completion date

	
Lack confidence in presentation




	-Read books and journals on boosting confidence in presentations.
-attend workshops, trainings and seminars on presentation skills.
-practice with my group mates and get a feedback from them
	- speak to my course adviser and tutor

	Able to prepare for and do presentation to my group and course mates without being nervous within 6-12 months’ time.
Able to do power point presentations
	Able to deliver presentation in my workplace and management team of my organization in the next 1-2 years by using power point presentation

	


Problem solving skills


	-identifying the problem from case scenarios presented
-establishing the causes
-create the options that are possible solutions.
-choose the most realistic option.
-discuss with group mates
-read journals on problem solving skills and note points
	-course tutor advise
-feedback from group and course mates
	Able to discus and solve case scenarios in class assignments, examinations 
	Able to join team in my organization to find solutions to problems in my organization I find myself in future. Making decisive decisions that impact positively on the organization.

	


Digital and computer related skills

	-Register for a training course
-attend workshop and seminar on digital skills
-practice at home following a guide online
	-access to the internet
-finance to register with a private tutor.

	Able to use Microsoft words, excel to do my assignments and coursework  
	Able to write reports in words and excel format and communicate it to my bosses and management staff.

	
Working under pressure



	-learning to remain calm in any stressful situation
-read books and journals on dealing with stress and pressure.
	-access to online trainings
-discuss with course adviser
-discuss with course mates
	-Being able to work without distraction.
Remain focused in class.
	Reassuring staff when there is pressure at work.
Remain calm and focused with set goals being achieved.






CONCLUSION:


Academic and employability skills are basically the skills that individuals need to have in order to function effectively in an academic and workplace environment.
I have applied the SWOT analysis to identify the skills I am struggling with as well as apply the personal professional development plan to improve upon the weaknesses identified.



REFERENCES:
Andrew M, Michaela S and Paul K. T (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. Sage publications Limited, London UK
https://www.appointmentplus.com/blog/why-time-management-is-important/ last accessed 28/12/19
https://www.staffs.ac.uk/support_depts/library/academicskills/ last accessed 26/12/2019
(https://edge.sagepub.com/quintanilla3e. last accessed 30/12/19.
https://www.exeter.ac.uk>General. Last accessed 02/01/2020.
P. Morgan 2017 The Business Students Guide To Study And Employability. Sage publications Limited, London pg297
Redmond, P. (2010) The Graduate Jobs Formula: How to Land Your Dream Career. Richmond: Trotman Publishing.












APPENDICES:
[image: ]
[image: ]
[image: ]
[image: ]

 

[image: ]
image1.png
‘Writing paragraphs

Identifying and supporting topic sentences

Exercise 5 .
Put the following sentences in the correct order in produce well organised paragraphs.

Paragraph 1

a. For a lightweight poster or sign, you can use either offset book stock or cover
stock.

b. You'l probably have to take your publication to a commercial printer, however,
since bristol won't feed through most desktop printers or copy. machines.

. The type of paper you choose for a poster or a sign depends on how it will be
reproduced and how it is going to be used.

d. If you need to create a more durable poster or sign, or create packaging,

bristol stock is your best choice. A v
(Microsoft publisher CD deluxe companion, p. 185) Cood

Paragraph 2
| a. It's rare, but not unheard of, for mail to go astray.

tb. And many corporate mai servers have had growing pains, 0o, experiencing
holdups and the odd deletion.

6& On the whole though, you can assume email will arrive.

2,d. However during 1997, AOL and Microsoft Network - to name just the big
players - had severe mail outages resulting in the delay, and in some cases loss,
of email.

}e. In general Internet email is considerably more reliable than the postal service.
(The Internet and world wide web: The rough quide, (1997), p. 15) &, kb
Paragraph 3

a. Time may indicate the importance of the occasion as well as on what level an
interaction between persons is to take place.

b. The same applies for calls after 11:00 P.M.

<. Different parts of the day, for example, are highly significant in certain
contexts.

d. Our realisation that time talks is even reflected in such common expressions
as, "What time does the clock say?"

e.Inthe United States if you telephone someone very early in the morning, while
he is shaving or having breakfast, the time of the call usually signals a matter of
utmost importance and extreme urgency.

D:\Morming Mats & admin 2013\ Academic Writng Paragrophs Writing paragraphs.doc
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CCOHERENCE & COHESION - more exercises (Advancad Enghsh O Connol)

COHERENCE: A piece of writing is coherent if tis clearly organised and has
alogical sequence of ideas.

COHESION: A paragraph or section of text is cohesive if the sentences are
well constructed and well linked together, and there s no unnecessary
repetition

1.
Which of these paragraphs has a problem with coherence? Which has a
problem with cohesion?

A
The book | would choose to take to a desert island is a book called ‘Gulliver's
Travels' It is an amazing book about a man called Guliver who travelled to
different places. Every place Gulliver went was unusual, unexpected,
unbelievable. In one place horses could talk and think like people. People
lived like primitives. Gulliver lived with horses for a couple of months. He
leamed many things from horses. In the horses' society everyone was equal
to each other. There was justice. No one had any advantages.

B
There are many good bookshops for students in my town. If | was going to live
on a desertisland, | would take a book on wildiife. That book gives you advice
about how to survive in a desert place. It is a beautiful island with sandy
beaches and palm trees. You probably have many questions such as where
you could live, what you can eat and how. You will read a real story of 15
children who were lost on a desert island until they finally succeeded in
making a new society for themselves.

Writers use a variety of methods to make a text cohesive. These include the
use of:

* Reference words like the relative pronouns which and that, the
personal pronouns he, it, them, her or expressions like the one, the
person or the company to avoid repealing names.

* Linking devices like and, although, while and however to provide a
logical link between sentences and paragraphs.

* Synonyms and parallel expressions e g. people/human beings

» Ellipsis or omission -~ leaving out part of a sentence to avoid repetition
€.g. John got 98% in the exam but | only got 70. (= | got 70% in the
exam);
1did not want a big wedding, but my parents did. (= my parents did not
want a big wedding)
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2 Find three linking devices from the following lst to match each of the

headings
below:

while because although
during(that time) soasto in addition to
despitethe fact tha) since finally
owing to (the fact that) as well as whereas
in order to both...and however
on the other hand so that as soon as
Addition Concession Cause
Contrast Purpose Time

3. Now combine the following sentences using suitable linking words and
expressions
from the list above.

) Peter's going to have to leave early. He wants to get to the bank
before it closes.

iy I've gota huge overdraft. | had allthat work done on the roof last
month

fip~ Youve already had three wamings. Your work hasn'timproved.
Iv) We put out allthe picnic things. It began to pour with rai,

V) The new 600 model looks fantastic. It drives like a dream

Vi) 1 prefer classical music. My husband loves modern jazz.

4. Rowrito Toxt A using roference words and linking devices o lnk the
sentences more successfully and avoid unnocssary reporie. .
o booie A perwtd dnose 4”&7“'];1'4 o desed- ls\:;([/l\s
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(0 Gl wees Toueely' . Wb fn g
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Paraphrasing Exercises
dapted from htp://web oy cuny.edo/~esi/paraphrasing L. htm.

Which sentences ar cosest in meaning tothe five sentences below?

L 25% of adlescents who have one by have a second baby within two yearsofthe frst baby's birth
25% f babes are bor to mathers who ae adolescents
(00 0utoffour adolescant mothars has another baby befor the first baby reaches hissecond.
bithday.

& Aauarterof adolescent mothrs gives birth when thir st born s two,

- 25% ofadolescent mathers become pregnant again when thei st bables are two years old

2 1chas been reported tht therchestone percent of Americans own 40K of the country's wealth,

2. The ichest L are 40 imes a wealthy asthe res of Americans

- the gap between ich and poor continues to row ot the current ate, th rchest one
5000 0Wn 40K o thecountry's waakth

(© % the couty's weslth 1 o s of oy 16 of A,

799 of Americans own 40K a5 much a th rchast 1%,

3 The e was releved when th jury was fnlly ready to amnounce s verdict,
& When the ury announced it verdct, the judg wns raved
b, Th udge asked the jury to arie at 8 verdic
The udge wekcomed the prospectof an imminent verdict
The ury welcomed the fudge's el

4. Research data suggest tha,
Bl who did nor.

A, Women who witnessed the abur
() Women who observed th.
abuse themselves
. tuomen who were bused a5 chidre are more ely 1 abuse the own chidren

. i wh el bout materolabuse oleate abuke o s e emiy

. farha thiks hat the sue of adlescent probles s moortant o wit sbot
g Vs thnks hat dclescan 1 10 wi shout e e
©) Martha s that win out aolscen ot 1 e,

. bl a0 e of ot e ot
9. Martha thinks that adolescents can writ \bout their problems, -

WiteYour own paraphase for the following sntenc
L. Alocal newspaper clims that 75% of

8115 Who winessed materal abuse may tolerate abuse as dults more than

e ofthir mother a teensare more Iely to becorme abusive adults,
40052 f thel mothers whe they were young are more kely 1o rv

Alctoamsa IRas5 5001 51 Bk e shlesand retor o v .
el otonget clart Bl sfat YL puo gl

sudla 900 et Sy 28
2. Ronny told his aunt that » bear had. attacked him, which she \

et andﬂu(fsﬁ:\\::: beswen

3. Avone who hasever driven o

©Should abways carr s
o muar L iR N
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90 mlon cros ware taken
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4. Ofthe 138 millon acrs of b thar

e Americansowre i 1
bywhitesby 1932, ey

Awoman who was nominated by the
board of trustees
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