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1. Introduction
[bookmark: _GoBack]In this work I would define skills, show how skills are needed at my workplace and write about Academic and employability skills. The skills used in my workplace such as hard skills and soft skills. This will lead to the discussion of how necessary communication, time management, teamworking, leadership and problem solving are at work to achieve our aim. Skill acquired through education for instance, how to avoid plagiarism, the purpose of SWOT and personal development plan. 
2. Define Skills
Talking of skills, it means whatever we learn which help us to make certain work. They are self-assured and self-governing in life and are vital for success. It might take willpower and performance.  Skill can be developed or improved. Set yourself realistic expectations and goals, get organized and get learning. 
3. Employability Skills:                                                                                                                                             3.1 Soft Skills and Hard Skills
Apart from education and experience acquired which helps me to secure a job there are other skills which are needful to be developed. Some of these are soft skills which can be used in any sector in the workplace.  The soft skills like being able to get along with other people in the workplace and perform well with others is highly recommended. To be reliable, ready to know and welcome different principles or accept unusual terminologies are equally demanding in which every organisation like ours wants to see. The ethics and manners as well as time management which make an employee an employable are of great value in my work field. Sometimes due to the workload, some supervisors do not have enough time to explain every bit of task but expects the right thing to be done in due time with less supervision.  Base on good interpersonal skills I can perform well with team even though some did not like my initial approach. I had to ignore some personal tactics and consider that of others before helping them to understand other strategies which I consider useful. At the field value is place on being able to look around and see what needs be done and then do it. This requires some skills, mostly personal rather than interpersonal. I must lean much to develop my academic skills as fast as I can due to some consequences I am experiencing in the workplace. (Skillsyouneed.com)                                                                                  By contrast, hard skills are the specific skills. For instance, a skilful taxi driver may need some specific skills to drive a public bus. The use of a specific tool or some electrical appliance which is meant for a specific work are usually what the employers are willing to explain.  
3.2 Communication
At work, it is expected to communicate effectively with all at all levels. Just as I want the manager and other close team workers to have a successful working life, effective communication cannot be overlooked.   Communication which is a means of exchanging information in the workplace, through which massage such as opinion, ideas, reports and values are transmitted from one person to another.  According to Berlo’s Theory, communication cannot be considered complete until the receiver of the information provides a feedback. It could be either verbal or non-verbal signal. We use words, whether person- to- person or in writing such as text message, electronic mails and letters in the workplace. We communicate also through body language and the use of para-linguistic behaviours is also necessary. To accomplish the due duty, listening carefully cannot be overlooked and questions for clarity are useful in our place of work. 
It is academically viable to acquire information needed for employability. Academic studies require effective communication between students and lecturers. The recent deadly virus “covid-19” is promoting distant education where one must stay home to receive tuition. Communication by using social media such as Zoom, Microsoft team has become relevant in our academic studies. Research from books and internet has contributed a lot to the information needed to get through academically.  (Fielding, M. 2006) 
3.3 Time Management
[bookmark: _Hlk38462820]Time management is one of the needful employability skills. It is how we arrange and prioritising our time to achieve maximum output without feeling stressed. The fact that we are busy does not mean being effective. If time spent produces nothing meaningful then that time is wasted. According to Mind Tools ‘Being busy isn’t the same as being effective’ Tools, M. (2020)                                                                                                                                                 Having worked with many different leaders I have seen that managers feel comfortable if I am able to anticipate their next move. It is not easy to read the mind of another person, yet it is refreshing and saves time. In the production sector, when the work is in progress it needs time managing skills to determine the next re-order level of materials. Poor timing at times makes some of the production machines perform abnormal.                                                    I am a university student, Pastor of a church, an employee in a company, a husband and a father of two children of different sex. All the above mention position requires a quality time management to satisfy each. I have in my study room a written weekly timetable in my daily which have all activities for each week for a period of three months. From the timetable drawn as propose by Stephen Cover d in his ‘Time Management Matrix’, I can deal with my priorities as set in accordance to their importance and urgency. One of the activities for the last day of every three months is to prepare a timetable for the proceeding three months. There is another book which contains every detail of my day to day activities. Usually evaluate my accomplishment at the of each week.  Cover.S, (1989)                    
 	3.4 Teamwork 
When a team of people freely unite their effort to achieve a shared objective it is known as teamwork. This idea can be practical wherever a group of people liberally, through trust and hard work share their individual competence for a common goal. Teamwork is something that is present in different areas of all organizations over the world. In fact, a business cannot succeed without an efficient teamwork. But effective communication is a key point for an efficient teamwork, in fact it allows us to easily share information’s which makes the team achieve our goal efficiently and effectively. We usually have time at work to discuss the project, how to deal with it which leads to more ideas from the team members. This helps us to find solutions to certain problems. At work, sometimes it becomes clear that people with different culture have the problem of mingling with different race. This has great impact on teamworking because of that some communication rules and standards have been set to avoid certain behaviours to allow the team to work effectively disregarding whatever background one may have. 
Getting to the end of first semester in the university, an assignment was given to be accomplish on group bases. In our group the work was shared, knowing where each person interest and strength is, we proceeded on to build a communication platform from which information concerning the project can be shared. We set up a time where we can share our discoveries, ideas and worries this allowed us to have a discussion and find out how things are moving on and how to improve the work quality. We had fast innovation from how we tackled the problem. Fortunately for us, our project was all about McDonald’s and to ensure the high quality of the work we agreed to have a lunch at McDonald’s. Moreover, we had this group outing to increase the trust and personal relationship between each member of the group. The group held a meeting which we all accepted the fact that we all have common purpose as we know from “Katzenbach and smith 1993.” The achievement of our goal depends on the effort that everyone put in the project.  We never stop to celebrate and praise each member’s accomplishment. We had a healthy and strong working relationship. Though we managed to encourage and support ourselves to bring the project into success but there were other groups who could not promote good working relationship, so some were reluctant to put in their efforts which brought delay and misunderstanding. 
3.5 Other skills: - There are many more skills needed and are useful in the workplace which time will not permit to write about. Skills like problem solving, leadership, application of IT, numeracy, decision making, critical thinking, research skills and analytical skills cannot be overlooked. (Morgan. P, 2020)
4. Academic Skills:
4.1 Plagiarism      
To talk about Plagiarism opens a door of many taught. There were a lot of academic practices I did not consider as part of this. How come that if I copy my own old project work save in my personal computer becomes a problem for my personal use. From the studies in the university I now admit that ability of an individual to avoid plagiarism is part of every person’s academic skill by using paraphrasing, summarising and referencing. Plagiarism occurs when a person work is taken and presented as our one without recognising the person that did initially the work. There are many ways in which plagiarism can be done for example: lack of references, self-plagiarism incorrect in text citations and references. If we fail to avoid plagiarism it will affect our academic progress and our results. But if we succeed to it, we will prove academic integrity, honesty, responsibility and respect nevertheless by developing our study skills and academic writing, this can help us to avoid such offence. ( Wong, 2011) 


  	4.2 SWOT-Analysis
	Strengths
	Weakness

	1. Communication
2. Dependable
3. Active listening
4. Adaptability 
	1. Time management
2. Not fluent in English
3. Academic writing 

	Opportunities
	Threats

	1. Have a university enrolment  
2. Use of social media 
3. Free public library 

	1. Local competition
2. Social distance 
3. Capital



4.3 Personal Development Plan
	Job
	Objective
	Current Ability
	Target 
	Action to achieve
	Evidence of achievement  
	Target date

	Pastor
	Time management 
	I exceed the time given to preach 
	Being able to use the time giving to me without exceeding
	Keep the clock within the range of my sight, practice my speech multiple times. Keep academic studies serious 
	Finishing my preaching in the desired time. Academic studies in progress
	Six months 

	
	Development in English language 
	Not fluent in English 
	Express myself fluently in the language 
	Attend library, attend social classes, attend university for academic skills 
	Bei
ng enrolled in a university, access to Internet, increase my knowledge of English vocabularies
	One year

	
	Digital skills 
	Basic knowledge of modern technology  
	Development of my technological skills and knowledge 
	Putting into practice the lectures, completing assignment 
	Able to use Modern technology confidently 
	One year 



5. Future Aim
My future begins from now since I am a Pastor and I want my church to be bigger than what it is now. From SWOT above shows my strength and weakness. Communication is my main strength in my profession as a Pastor. Preaching the gospel every day to win souls for kingdom building and I have been effective. Time management serves a great drawback to me. Most of time I rush in the pulpit to bring the sermon to a completion. Since English is a second language to me, most of times I lack vocabularies to express what I have to say so I must go around before I get to where I want.                                                                                                                                                                                                I communicate fluently in my first language and people who come to me with their marriage and personal issues have considered me dependable. They could count on me on how I handle what bothers them. Using Active listening skills like verbal signs to proof sympathy or understanding by nodding, eye contact and the use of short verbal backing such as “oh” “ okay” “I see” “ oh my god” and showing concern have a great impart in career. 
The traditional means of winning people for Christ in the church has changed. Now the use of social media has taken over. I am studying digital skills and research methods to overcome this setback.




6. Conclusion
At the beginning I had the same problem as most students, I did not even know we hard and soft skill. It was almost impossible in managing my time since I did now about it. After studying skills for the workplace, I have seen the necessity of effective communication teamwork and leadership. The introduction of SWOT and Personal develop were something new which have contributed to the development of my future pastoral project.  I found it difficult to understand how to avoid plagiarism, how to use sources or what methods I can apply to finish my work. But after I completed this term now, I find it easier as the methods were explained in class as well, I find a lot of resources that helped me to understand this process.
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