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1. Introduction

The goal of this report to give some information to the reader about analysing my own academic and employability skills, also explain those meanings. Therefore, will be couple of methods used in this report such as SWOT analysis, PDP as Personal Development Plan. This report also helps the reader better understand certain skills, either soft or hard skills, and how these skills can be learned practically such as ability to solve various problem, ability to write and communicate verbally to others to express creative and critical thinking while handling different situation. Also, how they can fit on an individual, how they help grow personally and academically, also including class in exercise and relevant information.

2. Skills
Skills is the ability to do something well, carry out a task with a result, often within a given amount of time, energy or both. Skills can be simple, such as making a bed or more complex as playing a musical instrument. (Morgan, 2003) There are many skills what require in people’s life if they want a better-quality life.
   2.1 Employability Skills
Employability skills have been cited by employers as the skills most critical to workplace success in the 21st century economy. These skills include critical thinking, problem solving, oral and written communication collaboration and teamwork, creativity, responsibility professionalism, ethics and technology use. (Wyman, 2015)
In the 2006 report” Are They Really Ready to Work?” employability skills “dominate ranking of knowledge and skills expected to increase in importance over the next five years.
They are five top skills what employers identified:
1. Critical thinking/ problem solving
2. Information technology application
3. Team working
4. Creativity / innovation
5. Diversity
We students must be provided opportunities to gain these skills and learn. Also, during job application and interview process employers look for applicants with two skill sets which are hard and soft skills.
2.2 Hard Skills
Hard skills are teachable abilities what easy to quantify. For instance: learning foreign language, get a degree or certificate. These hard skills could be finding in cover letters or in resume.
2.3 Soft skills 
Soft skills are subjective skills that are much harder to quantify. Also, known as “people skills” or “Interpersonal skills”. For instance: communication, flexibility, leadership, motivation, problem solving, teamworking, time management etc.
I am going into a bit more detailed for soft skills and describe in a daily situation.
2.3.1 Communication- Good communication skills are important for everyone. You need skills for both communicating information to others and receiving information from others. If for example I and my employer communicate well to each other I have much better change to keep my job and could be getting a promotion. Communication skills include written skills, such as writing emails, notes or complains, verbal non-verbal skills or body language, attitude, facial expressions etc.
2.3.2 The ability to understand and give instructions- Giving clear understandable instructions might be sounds easy to do, but in real life can be more complex, especially in an office environment or in a business. Even if you talk with your kids you need to give an effective instruction to minimising problem behaviour also make sure they get the message you are trying to send. For example, be direct like “Please Sit down”, make statements rather than asking questions. Be close such as be near to your child or even at workplace to not call out your colleague across the office. Using clear and specific commands such as” please go start with your shift” at your workplace or even at home. If you also offer the other person, the opportunity asks questions he or she could understand better.
2.3.3 Teamworking- if we are talking about teamworking we need to talk two different areas: Working in an effective team is different from working in a group. When we say we work with others it means ‘group working’ such as group work assignment while employers say ‘team-working’ (Morgan, 2003) argued that groups and teams are actually nearly the same thing. Both include individuals working together to reach something. Everyone (Anon., n.d.)may have different interests, personality, demographic and different kind if abilities, but there is something that bring them together.
2.3.4 Time management- the time what is often not enough but we need to calculate our time and ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension. The time is important everywhere even if you are a mother or a businessman, they all must manage timing. Britton and Tesser says being good at time management is vital, crucial important, and so on in lots of different ways. For a student, research has shown that “being good” is more than important.

3. SWOT analysis introduction
I have used a mind tool to do SWOT analysis. However, a personal SWOT analysis may be useful if you focus on a specific goal problem that you want to address. This is because we all have lots of different goals. SWOT analysis is the examination of your situation by looking at Strength, Weakness, Opportunities and Threats. This can help me to all- round view of myself.
I can see what section I need to improve through SWOT analysis.
3.1 Process
It is very important to identify my goal first, what I want to achieve, also to be clear about timing as well. I need to ask to myself what Have my goals? When do I want to achieve them? What is my personal strength? What is my knowledge, skills or experience? What are my resources and support to have available? I must identify my personal opportunities to be able achieve my goal, also able to take advantage of when I have achieved it. Opportunities in the environment and around me like events or someone going to maternity leave at the workplace or someone just got a chance to do something new.  I need to know my threats, otherwise that can prevent me to achieve my goals or taking the advantage of the benefit.
Finally, we always review and prioritise your analysis. Asking question like Is this recognisable me? Is anything else what I need to add? Which area are most important in each category in the analysis? Highlight one or two important things from each of strengths, weaknesses, opportunities and threats what you think is most important gives you those area is your priorities for action. (Anon., n.d.)

SWOT ANALYSIS

	STRENGHT
· Strong leadership skills
· Experience in carer service
· Able to take changes easily


	WEAKNESS
· Improve academic skills
· It can be difficult 
· Limited technical knowledge


	OPPORTUNITY
· Explore and learn more culture to help understanding their background.
· Attending more workshop and exchange skillset
	THREATS
· Training/ education Obstacles
· Limited ability to improve



Source: Created by Author

3.2 Conclusion
 SWOT analysis helped me finding problem where I should improve myself in the future, also to be known where to start with a goal, useful way of ordering my thinking and giving me a different perspective on the problem.
4. Personal Development Plan (PDP)
I have used the SWOT  analysis above which helped me to find my particular issues what I have to improve therefore I will go further and use a practise known as a Personal Development Plan what is true to say that” The harder you work, the luckier you get” Attributed to golfer Jerry Barber in 1960.

	1.Where I want to be and what I want to do in 5 years?
Clear vision of where I want to be and why?
· Be successful in my work
· Have respect for my work
· Successful businesswoman

	2. What skills I need to develop and why is important?
· Language skills
· Academic skills
· To get more confident if I have the above skills

	3. What standard I need to achieve and how different that is from my current standard?
· Learning language fluently by listening to foreign radio, language tuition
· Work hard
· Know my time management. (calculate my time)

	4.  What is my priorities?
· Know my skills
· Get qualification
· Schedule my time in a right way.

	5.How to get from where I am now for each skill to where I want to be?
· Study hard
· Get a degree
· Will be some savings 




Source: Created by the Author


5.  Research and note taking
When you do not know something for example:  how to travel to the university you do research. Gathering information also helps you improve your knowledge in a certain way. The other way you could expand your knowledge is to use note taking techniques, by writing down key points also a part of research process. Also, the effective note taking have a purpose, should be organised and can be a time saving skills as well. As Rowntree described (1976)” taking notes will help you to extend your attention span.



6. Referencing and the avoidance of plagiarism
There is another skill what I must mention is the referencing, because it is important in a student’s academic assignment, I will be expected to acknowledge other person’s work by referencing them in recognized and consistent format. It is important also to provide details of the resources I have read for my assignment. The reason of this skills is necessary because this how I could demonstrate the breadth of research what I have undertaken, also enable readers to find sources I have used in my work, therefore avoid accidental plagiarism. (UWTSD, Guide 2018)

7.  Paraphrasing and summarising
I must talk about these skills as well as important as the above-mentioned skills. Paraphrasing means communicate the same meaning of the original text by using different words than original text.  Bailey 44 says “Effective paraphrasing is a key academic skill need to avoid the risk of plagiarism, and to demonstrate your understanding of source. This unit focuses on techniques for paraphrasing part of the note making and summarising process. (Bailey 44).
Like in the everyday life the people use different words to understand each other but the meaning will be the same at the end.
Summarising should be clear to someone who has not read the original, also must be a good paraphrasing structure by following the same order. If you want to do a good summary for example when you do an assignment you need to do lots of activities such as note taking , paraphrasing, using most of the information from the original source without changing the meaning of the original.

8.  Conclusion
The aim of this report was to make who read this assignment to give an idea by analysing my own academic and employability skills how is important to improve these skills if you want to succeed in life also shaping the person individually.
I recommend the class in exercise as often as it can be, because of this reason, you will know where and how to develop your academic skills also understanding the importance in workplace.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
The boss _has  aprounced Yo ‘\bx\p wall Le o CL"\&fV‘}the office.
s

Yere
2) He doesn't write to me as frequently as | wanted.
|

N
( W
Twish ke ""Weiley wuey, 4o w o uoally o 3 U .

3) We were concerned about her health
We had some _wevening  aboud boy Leatils. \;\&i‘

Concerwars® Ao (oin C [\gmere RS
4) You weren't careful, so you made so many mistakés. (had)

e i
If _sew Lad  coukiou (SIS ¥ 50 many mistakes.
@ d N,
5) The council cut funding so we could not provide free parking. }/// : /.
Because of _{iuoueial toouen  we could ue lonel” give |ree kg

6) His proposal was a failure as it was too theoretical. (relied)
His proposal __woos  yelied  an - woy {0 conee P&«QQ.

7) It was Mary who stole money.

-3
He accused Ndjtj

dealivng woniy s
S <
s

8) He seems well-educated. é;owever, he's not very bright. (although)

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).
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LONDON Term1
In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: LUTAL H_FOBIL student 1p: (4023 4%

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, assaciated with romance and
celebrations. Therefore in 2001, revelations that the production % cocoa in Ivory Coast.involved
child slave labour deeply shocked chocolate companies, c‘gﬁ%fx%;:s ar:aeg';vemments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was aroduced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to‘limit abusive practices.
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Re-read the text ‘Personalised learning” on previous page. Naw summarise the text i your own

words. Write about 175 words
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