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INTRODUCTION


Academic skills are important to acquire in- order to obtain the necessary skills required in a work place . The purpose of this report is to outline the relevance and importance of academic standards and skills that are mandatory to succeed within an academic environment and how this links with employment skills. This report will be based on academic skills and how this is associated to employability skills and reflect upon my own skills.
The report will be sectioned by numbers and a sub heading these titles will consist of effective literature research, academic sources, reflect upon personal academic research skills, effective presentation skills, reflect upon personal presentation skills, identification of core academic skills, academic skills associated to employability skills, association to a specific career path and a conclusion.
The report will also demonstrate the extend of what I have learned so far about how to identify my own skills and the academic writing ability I have gained at this point.










SKILLS

Employability skills


Core employability skills build on and strengthen skills developed through basic and technical education. They enable individuals to constantly acquire and apply new knowledge and skills and are, therefore, critical to lifelong learning .
Some of the key employability skills are:
· Team work 
· Leadership 
· Problem solving 
· Decision making 
· Self management
· Technology use 
· Communication 
· Time keeping 

The employability skills are an essential for every individual in order make them employable when applying for a job. Having the above skills would increase the chance when it comes to selecting the suitable applicants for a job or else.









HARD SKILLS


Hard skills are work-related skills that are specific, clearly defined and measurable. Examples of hard skills include a college degree, industry certification, typing and mathematics. Because these skills are all specific, clearly defined and measurable, they are considered hard skills.

Hard skills are learned abilities acquired and enhanced through practice, repetition, and education. Hard skills are important because they increase employee productivity and efficiency and subsequently improve employee satisfaction. However, these skills alone don't translate into business success as employees also need to employ other skills, such as soft skills, that contribute to customers and employers satisfaction. Julia Kagan(June,2019).

Hard skills examples:
· Proficiency in a foreign language.
· A degree or certificate.
· Typing speed.
· Machine operation.
· Computer programming.







SOFT SKILLS


Soft skills include any skill that can be classified as a personality trait or habit. Interpersonal skills and communication skills are more specific categories of soft skills that many employers look for in job candidates.
There are many soft skills that you could list on your resume or cover letter. Some of the most sought-after soft skills include:
· Effective communication skills
· Teamwork
· Dependability
· Adaptability
· Conflict resolution
· Flexibility
· Leadership
· Problem-solving
· Research
· Creativity
· Work ethic
· Integrity

Soft skills play an important role in resume writing, interviewing, and finding success in communicating with people at work and in other areas of your life. For example, as you look for jobs, you may find that many employers list specific soft skills on their job posts in the “required” or “desired” sections. A job posting for a Human Resources associate may list “attention to detail” as a desired trait, while a job for a Marketing Specialist could list “leadership” and “great communication skills”.
Soft skills are often transferable across careers and industries. As a result, you may find that you possess many of the required traits even if you don’t match the exact profile in a job description. As you search for jobs, pay special attention to posts calling for candidates with soft skills or traits you possess. Even if the job title isn’t a great fit, you may find that the description makes sense for you. As you progress through the job search process, keep your resume updated to reflect soft skills most relevant to the jobs you’re applying for.
You may also find it helpful to consider how you might showcase your soft skills in an interview. While you can display some skills like good communication, you may consider weaving others into your answers to interview questions. For example, you might talk about your problem-solving skills when answering a question like, “Tell me about a time you overcame an obstacle.” If the employers prompts you to provide references, think of those that can speak to examples that verify your soft skills and other strengths.


Effective communication skills will be helpful through the interview process and in your career overall. The ability to communicate involves knowing how you should speak to others in different situations or settings. For example, when working with a team on a project, you may need to communicate when you believe an idea or process ineffective. Finding a way to tactfully and skill fully disagree with others on the job without creating conflict is an important skill that employers value.
Related communication skills:
· Active listening
· Confidence
· Conflict resolution
· Organization






SWOT Analysis 



SWOT analysis is a structured planning method used to evaluate the Strengths, Weaknesses, Opportunities, and Threats involved in a project or in a business venture. A SWOT analysis can be carried out for a product, a place or a person. It involves identifying the objective of the business project or project and identifying the internal and external factors that are positive and negative to achieving that objective. The technique is official due to Albert Humphrey, who led a convention at the Stanford Research Institute in the 1960s and 1970s using data from Fortune 500 companies. In my case I am going to perform swot analysis for each of the nine groups of employability skills that I mentioned above. I am going to highlight the strengths, the weaknesses, the opportunities and the threats for all the groups of skills that I have mentioned before. Study Moose(2016).


















Flexibility and Adaptability Skills SWOT analysis



	Strengths 
	Weaknesses 


	My strengths as far as the flexibility and adaptability skills are the processes of managing multiple assignments and tasks at the same time and working either independently or as part of a team.



	My weaknesses as far as the flexibility and adaptability skills are, that I cannot easily adapt to changing conditions and work assignments and I find it hard to set parameters.


	Opportunities

	Threats

	I have a flexible and adaptable character which is a basic element for a work in field. I aquired the ability of working either independently or as part of a team, an element which creates a big advantage for my future carrier. I love to travel so a job that includes traveling seems ideal.

	Changing work conditions and work assignments can confuse me. 
I am slow to adapt in certain situations.











PERSONAL DEVELOPMENT PLAN
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PARAPHRASING AND SUMMARISING 
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Another important aspect that I learned during the course was paraphrasing. I explored 
through the important paraphrasing steps by exercising and practicing on the examples. Most 
importantly, I studied the role of referencing in academic writing. Particularly, the lecturer taught
use Harvard referencing techniques using the 2018 Harvard referencing guide and several 
referencing exercises. In a report writing exercise, I learned how reports are written and the 
primary similarities and differences between an essay and report. I gained more skills on how to 
summarize a source through either paraphrasing or summarizing. Towards the end of term one, 
we studied how to make and deliver PowerPoint representations and the techniques to develop 
our public speaking skills. I explored the most effective ways to apply PowerPoint, the ways to 
advance my presentations, the role of body language and the things about people or audience that
the speaker must understand.
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CONCLUSION

These skills are important to develop in-order for a person to become successful at work these skills help people to work at a higher standard. Academic skills are also used in the events industry certain skills acquired form higher education will be used when at work such as organisation, meeting deadlines, time management, oral communication, problem solving and writing skills. These skills are important to develop and improve as this will help people succeed in the future. References Baldwin Wallace University,. 2012. Core Academic Skills Definitions.
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Target Action to achieve Evidence of completion Target date 



Keep up to date with • Allowing enough time for Assignment work will be 



university work and myself to complete the task completed on time and to a 



not fall behind with 
without rushing.



good standard 



Ongoing 



throughout 



study (2019-
• Practising skills learnt



any scheduled • Being organised and 2022) 



assignments. understand what is required
and when it is required



• Motivate myself to get on with
the task



Improve knowledge of • Practise skills learnt in My work in JavaScript will Ongoing 



coding for JavaScript. practical' s from home. have improved, as would of throughout first 
• Research in my own time



my grades in examinations year of study of 
• Go through exercises given



properly and ensure that I and coursework for Soft131 module Soft131 



have understood all
information given



• Purchase books outs ide of
curriculum to improve my



knowledge further



Gain experience in • Gain experience required to be • Achieve a good



industry capable in industry placement within the
2019 (Year 



of 



placement) 
• Develop contacts within industry 



industry • Exit my placement with



• Understand areas of industry impro ved knowledge and



which I desire to move into technical skills



• Develop and mainta in
good contacts within



industry after placement
is complete



Become more • Force sel f to attend all lectures • My overall grades in the



motivated to achieve and practical' s possible and to course will have impro ved



not give  in to laziness • Work completed will be
good grade in my 



• Motivate s elf to complete of a cons istently high
course work to a good standard and standard



Ongoing 



throughout 



study 



(2019-2022) 



on time • Will understand subject
• Research the subject in my sufficiently and possess a



own time greater grasp of the skills
• Become more involved in taught



course activities and group



work











