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1. Summary 
[bookmark: _Hlk39252150]An account of academic and employability skills, using the author’s situation as a case study. Making the reader aware of existing specific skills which are helpful to improve progress in higher education and any professional field.

2. Introduction 
The following report will focus on analysis of academic, employability, and transferable skills. The main purpose is to show understanding and importance of skills areas that we need to succeed in the workplace and personal life. I will briefly identify personal skills that I have using methods such as PDP, SWOT, Eisenhower, and other Time Management skills.               Oxford dictionaries explain skill definition: ‘‘Skill is ability to do something well’’ (Oxford Learner’s Dictionaries, 2020). 	     	

3. Academic skills
According to Morgan (2017, p. 22) ‘’academic skills are set of specific skills such as:
· time management, 
· critical thinking, 
· essay writing, 
· research and library skills, 
· quantitative, 
· analytical skills, 
· group working, 
· reading, 
· self-awareness, 
· work independently, 
· resourcefulness, 
· communication, 
· presentation, 
· IT’’. 									
Those skills are required for study to become successful learner in higher education. Having those skills extend our knowledge and help us to accomplish study that reflect full academic potential you got after completed University (Gallaher, 2010). I am going to briefly review skills that were pointed out in-class exercises.

[bookmark: _Hlk39357852]3.1 Research
According to Wilson (2014) research is a process where information had to be collected, analysed, recorded, interpreted accurately. He believes that questions can be answered through gathering information and doing analysis. We can develop knowledge about chosen subject while collecting required information (Morgan, 2017). Research skills are important if need to find out correct material from various sources, select information for appropriateness and good worth (Morgan, 2017).

3.2 Paraphrasing and Summarising
Bailey (2011) was useful source of information. Paraphrasing is essential skills required to avoid plagiarism and to show accurate interpretation of original source.  It is writing the same information in a different way without changing the meaning.  Bailey (2011) suggest change the language from the original where possible. There are techniques for paraphrasing such as:
· Use synonyms to change vocabulary,
· Change the wording class,
· Change the wording order.
Bailey (2011), summarising is when you provide a brief form of someone else’s idea and putting into your own words. It is always shorter and include only main ideas from original text. Both techniques simplified information or ideas. Using both skills you avoid plagiarism.



3.3 Referencing
Using referencing convention, such as Harvard referencing style is another essential skill required to avoid plagiarism. There are several reasons for that: 
· Always referencing the sources, you used when writing assessment,
· To get more academic credibility,
· To present the range of research you collected,
· To make easy for a reader find the information you used in assessment.


3.4 Academic Writing
According to Cottrell (2003) the two main formats of academic writing is essay and report. The standard structure is different for both styles. The author suggests that the structure we are going to choose depends on the purpose of the task.

3.5 Note Taking
Cottrell (2018) introduced note taking method as active strategy for study, very useful to complete assignments. Author described:
· note taking on text,
· nuclear style, 
· linear,
· pictorial or spider gram if preferred. 
Writing notes by hand help to memorize information by summarizing core concepts using own words. It is the practise of organizing, recording, and selecting materials taken from different sources (Cottrell, 2018). Notes-taking can be time saving tool, when ideas are expressed using symbols and abbreviations (Lynch, 2004).



4. Employability Skills 
Employability skills are set of certain skills which are essential to achieve success in employment market in all sectors (Bovée and Thill, 2016). Those skills are developed through time and life experience. According to Bovée and Thill (2016, p. 50) there are some ‘’set of skills that every employer expecting from us:
· Professionalism. Components of being professional: 
•	be the best,
•	dependable,
•	team player, 
•	respectful,
•	ethical,
•	positive’’.

5. Transferable Skills
There are specific abilities and skills that can be defines as transferable skills (Skills You Need, 2020). Those skills belong to academic and employability areas. They are useful and important to achieve success in both fields, as well in personal life (Morgan, 2017).  Improvement of transferable skills increases during individual’s educational field (Skills You Need, 2020).                        In-class activities provided by Timothy Hopkins we reviewed several transferable skills. One of them is mentioned in this report note-taking method placed in academic skills.  Another suggestion is time management described in next section.

6. Time Management
In terms of managing time this skill is important for both areas. According to Morgan (2017) time management is important and crucial. If we have many tasks to accomplish in limited time, we need to select the most important and urgent. Morgan (2017) described good time management is ability to controlling time to spend on daily activities. It is a process of planning, organizing of using time to maximize productivity to achieve future objectives. Morgan (2017) was useful source of information. He noticed that the key to success in academic and employability field is to take life under control by developing discipline of time managing. There are several ideas and practice:
· Prioritisation  
· Focus
· Using a diary
Another time management skill is decision making, goal setting, problem solving, strategic thinking, scheduling, delegation, multi-tasking (Mind Tools, 2020). These skills define into categories:
· Daily to-do list
· Weekly to-do list

7. Personal Development Plan
Process of developing skills required some steps that need to be taken (Morgan, 2017). It is necessary to identify the differences in the levels of skills we have currently and those we want to achieve (Morgan, 2017). In-class exercise provided by Timothy Hopkins we created a Personal Development Plan. It was useful to identify my individual goals and intended desires that are important for a life and employment sector. 

8. Eisenhower Method
In-class activities we practised Eisenhower method of prioritizing tasks, projects, and duties in terms of urgency and importance. According to Mind Tools (2020) this method has structure of four quadrant. First one refers to activities to be done the same day, what is important and urgent. It is called do first.  Second quadrant is called schedule. It refers to tasks which are important but not urgent. Third quadrant is called delegate                                               (Mind Tools, 2020). It refers to tasks which are urgent but not important. It is appointed to do something by someone else. Fourth quadrant is called do not do. It refers to task which are not urgent, not important. 

9. SWOT 
SWOT analysis is standard technique that can be used in personal context. Conducting a personal SWOT analysis is great for anybody who wants to develop personality and career by identify strength, weaknesses, opportunities, threads. 

10. Review employment sector
Pharma Times (2019) is the fifth in series bulletin of the Edge Foundation reports which gathers current data and analysis of skills shortages in the UK. The Edge Foundation has expressed an opinion on the lack of skills that have a dramatic impact on the NHS. Report exposed ‘’there are 41,000 nurse vacancies alone, but also problems in medicine, adult social care and particularly in mental health’’ (Pharma Times, 2019). The report predicts, there will be a shortage of 70,000 nurses over the next five years because the number of students has fallen by 4 percent compare to 2018.
Pharma Times (2019) has published another report which shows that the action should be taken immediately to raise the number of full-time jobs in nursing to reduce fatigue and develop retention. The report shows an analysis of shortages of skills in the sector of nursing, family doctor services, and community and mental health services. 
According to Andalo (2018) NHS is 5th biggest employer in the world and provide job for 1.7 million people in UK with employee across England, Wales, Scotland, Northern Ireland. Key fact is organization became largest employer in the country (Andalo, 2018). 	             Health careers was useful source of information. There are many job vacancies on this website. One of them is an occupational therapist, which I find interesting. 



11. Results and Founding
The results that I obtained while doing this report will be presented below using methods such as: SWOT, PDP (Personal Development Plan), Eisenhower method. 


WEAKNESSES:
skills shortages, lack of degree, academic language barriers, low confidence,
 


STRENGTHS:
determination, self-organisation, patience, punctuality, detail oriented, 












	
OPPORTUNITIES: 
training in developing communication skills, studies at level 4 H & SC give me a chance to find a better job, IT skills,
THREATS:
budget, competition in employment sector,









Graph 11.1 SWOT. Designed by Author. 





Personal Development Plan is demonstrated below in graph 11.2.
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Graph 11.2 Personal Development Plan. Design by Author.
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Graph 11.3 Eisenhower Method. Created by Author.






12. Discussion

Improvement of research skills have impact on my future careers. It is crucial for me to understanding how good I am at specific skills. More information I collet during research than more accurate my skills becomes. 
Spending time to find out abilities, personality and applying to SWOT structure allow me to better understand my chosen career. I have clear picture of my own abilities. A new perspective on the development of personality, skills, achievements in professional professions. Conducting a SWOT analysis was significant to identify my personal strengths, weaknesses, opportunities, and threats. I must overcome my weaknesses and strongly believe in myself that I can achieve my intended desires and dreams. 
Personal Development Plan shows me what objective I want to accomplish in short, mid, and long-term period. I realized what specific skills and knowledge I need improve.  It is obvious, I am motivated to become successful in professional field, however I need to accomplish full degree Certificate of Higher Education Skills for the Workplace Health and Social Care. As the result of the PDP plan shows I need to develop my resources to achieve my short, mid, long term goals.) Another example my academic writing skill have improved but still could be developed more (see appendices, paraphrasing exercise).
From my paraphrasing and summarising I can see improvement, but I need to work harder to get better result in my assignments in next term.
Eisenhower method improved my discipline of planning activities and prioritizing them. I developed great habit that I am going to keep for rest of my life to achieve double productivity in private life and careers.  Main purpose of this method is found out hardest, the worst things from our tasks that need to be done first.




13. Recommendation

The report indicates a need to develop my confidence. Action that needs to be taken is improve academic writing skills and time management when organizing and planning project activities and class assignment. Manage resources. Improve academic language.
Develop specific entry requirements and training to become an occupational therapist. There are as follow: interpersonal and communication skills, good organisational skills, patience and enthusiasm, creative ability to find solutions to problems, ability to work well within a team.

							Word Count: 1934
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15.2 Appendices. Eisenhower Method.
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15.3 Appendices. Daily to do list.
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LLooking at various ways to
leet work done.

ILeadership training course ,

Section 5 - Time Schedule

What is my time schedule?

By the end of the first and

ear.

lsecond term of the academic

During my first and second
ear of study.

During my third year of study.

When will | start?

AS AP

hon e

When do | expect to finish?

Section 6 - Completion

When have | completed each
step?

[}

Date Date Date
O [m] [m]

Date Date Date
O O O

Date Date Date

“Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf





