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This is an academic report on This is an academic report detailing my academic and employability skills. Looking at the two types of skills in turn Academic Skills are those acquired to enhance our ability applied toward studying to be able to retain and recollect information to assist in the procurement of passing exams can also be named as a “study technique”. Employability Skills are tools required to encourage your ability to make money, such skills can also be interpreted as transferable skills required by a person to make them employable. The importance of both academic and employability skills enhances our chances of survival, academic skills provides individuals with the qualifications to become employable, whereas employability skills enable individuals to maintain their chosen profession – both working in tandem. Academic skills are quantifiable and employability skills are proven. This report will help to establish why and if I have these skills and how they can be improved and developed into better abilities but understanding how these skills are best applied.    
[bookmark: _Toc28438185]Academic and Employability Skills
Sutton (2002) p.518) defined - “soft skills are so important that they are ranked as number one and extremely important for potential job hires”. In class exercises suggest: that teamwork, persuasion, negotiation, collaborative working and confidence are transferable skills that will enhance employability prospects, Moss and Tilly (1996) identifies soft skills as skills, abilities and traits that relate to personality, attitude and behaviour rather than based on intelligence and technical knowledge, whilst others believe that soft skills skills are merely individual traits and dispositions. Either way due to the influx of technology more employers are more reliant on integrity, behaviours, communication and flexibility, Zehr, (1998), rather than the ability to carry out the role intended and believe that cognitive skills are less important than soft skills such as communication, teamwork and a positive work ethics. One case study uncovered that 75% of long term job success depends on people skills, while only 25% is reliant on technical knowledge, Klaus. (2010). The purpose of this study was to determine which soft skills were essential in the recruitment process, employers want stable and socially well-adjusted employees. Social skills are interpersonal attributes that distinguishes a persons relationship with others, their likability factor, time management and organisation skills all contribute to being successful in the workplace    
Hard skills are largely associated with academic skills as they are skills which are taught and easier to quantify such as reading, writing and mathematics but also technical skills such as how to fly a plane or the study of nuclear fusion. Though there are two types of skills which are broken down above both are necessary to be successful in your role. Hard skills are concrete skills that are specific  to your position and are require for you to do your work for example if you are a politician, politics would be a hard skill or if you were an astrologer astrology would be a hard skill. Whereas soft skills are interpersonal skills or people skills. It is known that hard skills will get you an interview but soft skills are needed to help you get and keep that job, Klaus (2010). Though individuals may have the technical ability this does not necessarily mean they possess the interpersonal qualities required to remain in their role. Employing applicants that have interpersonal skills is influential to the success of an organisation. 
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Reading 
· Read – ‘noun’ look at and comprehend the meaning of (written or printed matter) by interpreting the characters or symbols of which it is composed – as stated in the oxford dictionary. 
· The ability to read in an academic context is probably the most important skill of all, as it assist our learning and development the most, by reading information and relaying it back in our own words is one of the most expressive ways to provide referencing and resources to support written context. Speed reading proves useful when reading large studying resources provided to support the learning experience. When lecturers are teaching the ability to also read and interact in class activities assists the attainment of knowledge. Most importantly of all it helps students research and build a more fruitful analysis of any topic resulting in a more in-depth evaluation.
· I have good reading skills (Appendix I) - is a class exercise which I participated in which expresses my ability to read information presented and to summarise accordingly, I was able to read this information and then to rewrite into my own word detailing the key facts in each text. 
Written English 
· Written English - refers to the English language one noticed in texts and other such materials.
· To have the ability to communicate academic capability via written assignments is how we gain intellectual notary. To have the skill to produce a clear and concise written information which supports the learning experience because is enable the reader to assess the information presented to determine the students understanding of the subject being taught. Academia is to have the capacity to be able to argue a point and by having the appropriate language skills and vocabulary suited for the formal atmosphere of academic research 
· Appendix II – is a class exercise I participated in, in which we needed to paraphrase a paragraph of written context. Though I proved I can communicate efficiently using written english, grammatically I need improvement. I am focusing on this more in my everyday environment and pushing myself to paraphrase frequently as having a larger vocabulary does greatly improve the translation of information. 
Essay Writing
· Essay writing – to be able to produce written information on a particular subject using resources to support the objective required.
· This is vital tool for a student to be able to produce a written report which is assessed. This then contributes to the overall goal of attaining the qualification pursued so the scholar can proceed in their career of choice. As mentioned earlier this is a hard skill and easy to quantify. The better your essay writing abilities are the more likely you are to gain the qualification in which is being pursued. 
· I have this skill but as I have not utilised this skill in sometime am somewhat skeptical but the overall result of this report will decide. 
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Time management
· Time management – being able to manage duties effectively to meet demand.
· This skill is useful within the working environment as it enables employees fulfill their role which they were employed to do. It helps employees to plan, prioritse and organise their workload and support their team and also the organisation. By being able to plan and set goals in a set time frame makes individuals more employable. 
· Working within the office environment for nearly 20 years and being able to manage my word load essentially has resulted in be being more employable as experience proves that this assists with the functionality for completing tasks and goals when required.
Communication
· Communication – is the exchange of thoughts, information between two of more people Griffiths, B.A and Dunham, E.B. (2015)
· If an employee could not communicate with employers or employees it wouldn’t make them very employable as they would be unable to complete tasks and duties required of them.  Communication is important in the workplace because employees have to work in teams on a regular basis. If they do not have this skill, there will be a lot of misunderstandings and confusion. Goals would not be met, and task not completed efficiently. 
· I can communicate effectively with employees and staff which I have demonstrated in my working environment whether written, oral, non verbal and electronic.  
Team Work 
· Team work – Wageman, Gardener and Mortensen (2012) define a team as “bounded and stable set of individuals interdependent for a common purpose”.
· Team work is a vital commodity to use within the office environment, being able to utilise the Bruce Tuckman (1965) theory assist in the functionality for a team to be successful being able to form, storm, norm and perform helps a team work collaboratively. 
· I have this skill which I have developed throughout my career by working for various departments over various industries to achieve the mutual purpose. 
I have both hard and soft skill for my chosen working environment, which I have developed throughout my career by working for various departments over various industries. I am an integral team player who can communicative with clarity and professionalism, I am responsible and courteous and have a strong work ethic and positive attitude. I possess the flexibility to socialise with a variety of individuals from different cultures and backgrounds.  Though this report has allowed me to identify areas for reflection and improvement such as my ability to think outside the box in a teamworking environment that lead to innovative and effective performance, Anderson and West (1998) suggests that shared vision, task orientation, participative safety and support for innovation are characteristics that encourage progressive results. I have also established my desire to take on more leadership roles and responsibilities to assist with behaviours and attitudes of colleagues and to encourage and influence collaborative performances. But also in a collaborated team working aspect to listen as individuals are more inclined to deliver a message than to receive one which is prominent in meeting rooms as emotions can run high. But also to communicate more if I want to lead colleagues, work more effectively within a team and increase my interpersonal traits and characteristics.
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[bookmark: _GoBack]Throughout this report I have been able to identify my own skills and techniques and developed them to help me become more employable and also to provide me with the tools of improvement not only in an employable context but also in an academic one too. To be able to hone my essay writing skills and acquire relevant research to support an argument is and can only get better. But also the importance of these skills for instance working as a team and to perform to a high standard is reflective not only on the team but also each individual team member the dynamics is vital – from task roles, relationship roles and individual roles all influence overall results. For example - The classic Stanford Prison Experiment (1971) enlisted 24 male students to participate in a psychological experiment they were randomly divided into 2 groups 1 consisting of mock law enforcers and the other mock prisoners during this experiment the guards become abusive and the prisoners passive and depressed the experiment to cut short due to participate becoming too invested in their roles and chaos breaking out as prisoners ran a riot and guards requirement to contain them. In this instance roles were exaggerated and dysfunctional. The aim of this project was to ensure that everyone knew their role and expected to adhere during this process but unfortunately roles became identities. In short well-defined roles helps team members execute their responsibilities competently and processes and procedures are to be endured or else chaos will give flight. Whichever career a person chooses it inevitably become part of you and shapes who we are as individuals.    


[bookmark: _Toc28438189]References

Anderson and West (1998) ‘Introduction to Teams’ C.H.E: Education for the Workplace Student Yearbook, 2012, London: Sage Publication. P.10
Griffith, B.A and Dunham, E.B (2015) ‘Communication’ C.H.E: Education for the Workplace Student Yearbook, 2012, London: Sage Publication. P.47
Klaus, P. (2010) ‘Communication Breakdown’ California Job Journal, 28, 1-9. Cited: ‘Executive Perceptions of the Top 10 Soft Skills Needed in Todays Workplace’ C.H.E: Education for the Workplace  Student Yearbook, 2012, London: Sage Publication. P.513
Klaus, P. (2010) ‘Communication Breakdown’ California Job Journal, 28, 1-9. Cited: ‘Executive Perceptions of the Top 10 Soft Skills Needed in Todays Workplace’ C.H.E: Education for the Workplace  Student Yearbook, 2012, London: Sage Publication. P.519
Moss, P. and Tilly, C. (1996) Skills and race: An investigation of black man’s employment problems. Work and Occupation, 23(3): 252-276. Cited: ‘Soft skills and employability: Evidence from UK retail’ C.H.E: Education for the Workplace Student Yearbook, 2012, London: Sage Publication.
Sutton, N. (2002) ‘Why can we all just get along?’ Computing Canada,28(16), 20. Cited - ‘Executive Perceptions of the Top 10 Soft Skills Needed in Todays Workplace’ C.H.E: Education for the Workplace Student Yearbook, 2012, London: Sage Publication. P.518
Wageman, Gardener and Mortensen (2012) ‘Introduction to Teams’ C.H.E: Education for the Workplace  Student Yearbook, 2012, London: Sage Publication. P.5
Zehr, M. A. (1998) ‘New office economy putting greater demands in schools’ Education Week, 17(23), 7. Cited: ‘Executive Perceptions of the Top 10 Soft Skills Needed in Todays Workplace’ C.H.E: Education for the Workplace Student Yearbook, 2012, London: Sage Publication. P.512




[bookmark: _Toc28438190]APPENDIX I



Academic and Employability Skills (ACE) Term 1 
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In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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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 your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for exampie, believed that he would ace his first leadership role. Then, he held

his first major staff meeting, an empioyee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;

they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential sclution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could I do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.

Lecturer’s signature: o Date: ‘R_U_Z/ 20 I_j

1|Page




