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[bookmark: _Toc39594387]Executive summary 
Carrie R. Ball 2011, defined study skills to “comprise an integrated repertoire of tactics and strategies, which facilitate acquisition, organization, retention and application of new information. “Academic skills are made up of core skills such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice.” (Academic Skills Specialists, 2013). In most cases, academic skills are considered critical for success in school and for acquiring good grades while at school. Therefore, academic skills are not only important in only “achieving success on a study program but also helps a graduate to look for employment”. Study skills should be developed early enough while still at school as a way of preparing for employment. On the other hand, employability skills defined by Hillage and Pollard (1998) is the “capacity to move self-sufficiently within the labor market to realize potential through sustainable employment”. Competence–based approaches defined employability as the multidimensional process that is in development over time. (Forrier and Sels 2013). Similar studies by Peeters et al. (2019) using competence-based approaches revealed that “identification and development of knowledge, skills and attitudes” contribute a lot a big percentage to effective performance in the labor market. Hodkinson 2005, argued that “there is a great interconnection between Academic Skills and Employability skills. Therefore this report intends to explain the academic and employability skills possessed by the student.
[bookmark: _Toc39594388]Introduction
In this report, the student explains the academic skills he has acquired as a student at University and employability skills he acquired at his job as a support worker. Academic and employability skills have been derived through SWOT Analysis, evaluation of Personal Plan (PDP) and Time management tools. At the end of this report conclusions have been made from the findings and discussions while recommendations have been drawn focusing on how to improve academic and employability skills by the student.
[bookmark: _Toc39594389]Methodology 
Looked at academic writing skills class exercises and homework about Paraphrasing, summarizing, note taking and academic references
Review of written notes and homework about the Time management tools, personal development plan and SWOT Analysis helpful for Employability and Academic skills.
Read books, articles and journals about Academic and Employability skills 
Discussions with classmates (group members), family members and work colleagues to give thoughts about the matter and topics under discussion.




[bookmark: _Toc39594390]Results 
[bookmark: _Toc39594391]Illustration 01 showing Academic and Employability skills

The study revealed that Academic skills and Employability Skills are interconnected because academic skills lead to employability skills. This conclusion was made by Hodkinson in the study he made in 2005. In addition Hodkinson’s study, “Once they are part of the labor market, graduates need to continue working on their employability in order to find and keep jobs. (Akkermans et al.2013). According to further studies by Pegg et al. 2012, “Particularly since 2008, economic crisis and its effects on both public funding for higher education and graduates” struggles with funding connection to the globally competitive labor market, employability has been at the center of higher education agendas in many western countries. 
In addition to the above studies the student confirms the positive “correlation” between Academic and Employability skills because after all, the reason he is in school is to help improve his employability skills. The academic skills available include essay writing, note-taking, reflective writing, criticality, management of information and understanding assessment while employability skills include communication skills, respect for people at all levels, problem solving skills, ability to learn, team work and interpersonal skills among others. The evidence that academic and employability skills are linked is that some skills fall in both the categories namely; time management, research skills and critical thinking skills. 
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The acronym “SWOT stands for strength, weakness, opportunities and threats. The SWOT analysis is also referred to as “SWOT matrix”
SWOT analysis is a “tool used for strategic planning and self-management”. Therefore, the student exists in two environment following her strength and weakness while monitoring the external environment especially opportunities and threats to my future especially her work place.
“SWOT analysis is a simple but powerful tool sizing up an organization’s resource capabilities and deficiencies, its market opportunities and the external threats to its future”. (Thompson et al., 2007; 97) 
The strengths and weakness have been derived from my personal character following the responses from what my colleagues, family members and bosses tell me or say about me. The strengths have been derived from positive comments and praises while the weaknesses are got from complaints and negative comments.
Strengths and opportunities are helpful in the achievement of personal goals and objectives. Therefore, they are favorable towards achievement of these goals. While threats and weaknesses are harmful to achieving personal goals and these weaknesses are unfavorable.
[bookmark: _Toc39594393]Illustration 02 showing SWOT Analysis summary
SWOT ANALYSIS 



	
        PERSONAL FACTORS
· STRENGHTS
· WEAKNESSES 
· 
EXTERNAL FACTORS 
· OPPORTUNITIES 
· THREATS 












[bookmark: _Toc39594394]Table 01 Summary of SWOT Analysis
	Strengths 
	Opportunities 
	Weakness 
	Treats 

	Team work
	Job 
	Poor planning
	Limited Time 

	honest 
	Working a support worker
	Weak time management
	Language barrier

	Good listener
	Resilience 
	Spending much time on social media
	Covid 19

	Kind 
	Work experience
	mathematics
	

	Patience
	Chance to work in teams
	
	

	Trustworthy 
	
	
	

	Dedication 
	
	
	



[bookmark: _Toc39594395]Time management tools
Lay 1993, defined Time management as “clusters of behavioral skills that are important in the organization of study”. According to Mc Kenzie 2004, effective time management is associated with greater academic performance and lower level of anxiety in students. From the further studies and books ready, Kelly (2002) proposed that “examining time use efficiency involves three primary assumptions: an awareness of time, an awareness of the elements that fill time, and positive working habits. The study also showed that awareness is developed through self-regulation and development of goals and action plans and can lower students’ feelings of anxiety. 
It is important to control the time spent on each activities especially to increase effectiveness, efficiency and productivity. Therefore, the student divides his time to various demands especially those connecting to family, work, social life, hobbies and other personal interests. 
Time management strategies 
· 4 D’s time management tools
     -delete it
    -delegate it
     -do it
     -defer it
· Plan the day in advance
· Find the productive zone
· Eat the Frog method
· Take regular breaks 
· Do not multi-task 
· Scheduling 

[bookmark: _Toc39594396]Personal development plan 
Like any other human being hoping to grow academically and professionally, the student has goals to be achieved in both categories. These goals are short term, mid-term and long term goals. 
Short term goals those goals that need to be achieved within three months or less.
[bookmark: _Toc39594397]Table 02 showing short term goals.
	 Short term Goals 
	Skills to be achieved 
	How to get the skills 

	Academic goals
	· To improve my report writing skills
· To improve my reading skills
· To get more school friends for academic purposes 
· To understand the module more

	· Practice more and engage my lecturers
· Reading more books and  novels 
· Engaging in more group works and discussions
· Constant checking of the module and reading the ideas on the module

	Professional goals
	· Apply my academic skills
· Adjusting my time management skills
· Paying more attention to the job
	· Making a time table
· Doing my job with more confidence
· Spending less time on social media





Mid-term goals that should be achieved within six months
[bookmark: _Toc39594398]Table 03 showing the mid-term goals to be achieved 
	Mid-term Goals 
	Skills to be achieved 
	How to get the skills 

	Academic goals
	· To improve my research skills
· To improve essay writing skills
· To be able to complete all home works and assignments 

	· Practice my research skills by reading more of the literature 
· Applying research methods like questionnaires 

	Professional goals
	· Being a supervisor 
· Gaining more experience in patient care.
	· Show more determination at work
· Show more seriousness 
· Improve leadership skills



 Long terms goals are those goals to be achieved in a year or more
[bookmark: _Toc39594399]Long terms are summarized in table 04.
	Mid-term Goals 
	Skills to be achieved 
	How to get the skills 

	Academic goals
	· To get a certificate of higher education
· To be a successful reflective writer
· To be a critical thinker


	· Practice my research skills by reading more of the literature 
· Applying complete all assignments and pass all the exams 

	Professional goals
	· Becoming a nurse 
	· Obtain a certificate in nursing
· Spend more time in the health and social care setting. 
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[bookmark: _Toc39594402]Strengths 
Through SWOT Analysis, I was able to determine my strengths especially through the positive comments from family members and colleagues.
Creativity: as a support worker, the job requires creativity especially while handling patients since most of them are people with disabilities. Ensuring that all patients are happy and well is my personal target and therefore I come up with games, funny stories and hand signals to ensure that all of them are enjoying my presence.
Good listening skills: being a good listener has taken far as far as employment is concerned. The job of support worker requires having good communication skills especially applying listening skills. I always ensure that I do 80% listening and 20% talking while interacting with patients. This has helped in the improvement of my employability skills by assisting me to effectively understand my patients and their special needs.
Team work: being a team player is a strength that has helped me to keep my job without finding problems. This is because the work I do requires one to be a good team player because we work in teams of support workers and nurses and therefore we have to work together to ensure that patients receive quality care.
Patience: I am patient while at work and at school and this has improved my employability skills as a support worker. This is evident because I work all night monitoring the patients without losing interest or getting bored. Even at school, I always ensue I finish my lectures without complaining and this has helped to improve on my academic skills.
Determination: I am a very dedicated worker because I believe it is the main driver of success. I have proven this strength by being able to work very many hours a week and many being able to balance school, family and work concurrently while completing tasks.
[bookmark: _Toc39594403]Weaknesses 
Poor planning: unfortunately, due to many responsibilities, I have not yet become a good planner and that’s why I struggle to finish my homework and assignments in time. Sometimes, I find myself forgetting a few activities on my do-to do list and this is a sign of poor planning. However, I am trying very to have a timetable and to ensure that all activities are done in the allocated time. Within time, I confident I will perfect my planning skills
Too much time of social media: I have realized that am most of my free time is spent on social media especially facebook and what sap instead of attending to most urgent and important activities like completing assignments
Too much kindness: to a larger extent, this is good for me and the people around especially colleagues and family members. However, this has compromised my employability skills because it limits my ability to stick to my principles since always try to please everyone due to my kindness.
Multi-tasking: the availability of too many responsibilities has taught me to be a multi-tasker, however, doctors and psychologists told me it is bad because it cause mistakes and emotional breakdown. This is true because mistakes are made whenever I try doing many tasks at the same.
[bookmark: _Toc39594404]Opportunities 
Job: the first opportunity I have is a job that provides me with finances to pay tuition, to take care of my family and to take care of myself. This has been a great opportunity for me to work on my employability skills like listening skills, teamwork, and problem solving.
Working as a support worker: working as a support worker is a great opportunity for me. It will act as a stepping stone for me to chase a dream of being a nurse because it has and will provide me with hands on experience because I work closely with nurses.
Gaining the experience: I have gained the experience of speaking with patients and understanding them. This helped me so much in my day to day activities because I am now able to know how to handle elderly people and understanding why they act the way they usually do. This has been a great opportunity to improve on my employability skills.
Opportunity to work in teams: if it was not for teams, I would not be able to complete my tasks because working as a support worker is very tiresome and stressful. The team members have encouraged and helped me to complete my tasks and assignments in time.
Resilience: being a resilient individual has also been a skill and a great opportunity for me because I am able to work under pressure and stress by coping with difficulties and the having the ability to assess situation and take right and thoughtful actions.
[bookmark: _Toc39594405]Threats 
Threats are external factors that may hinder the objective of achieving goals and they cannot be controlled by an individual. However, threats can be anticipated and contingency plans set up.
Language barrier: dealing with individuals who are not English or from English speaking countries has threatens my communication skills and hence limiting growth of employability skills and academic skills
Covid 19: I cannot rule out the fact that Covid 19 is a big threat for my employment and academic journey. This is because schools have been closed and their no discussions, physical classes and this may stop from obtaining my academic certificate in time. The virus has also affected by employability skills because communication and interactions are limited.
[bookmark: _Toc39594406]Time management tools/strategies 
[bookmark: _Toc39594407]4 D’S Time Management Tool
Under this method, a student or employee should have a priority list of activities to be done on a daily basis starting with most important to least important ones.
Delete it
The do-to-do list may have some activities that are not urgent and therefore do not require time allocation and attention. It is very important to scan through the list of activities and delete those activities that do not matter in order to create more time for urgent and important activities. For example scan through those emails especially notifications from different applications and trash those that do not need attention. 
Delegate it
Some activities are very important but not urgent and therefore can be delegated. It is a responsibility of a supervisor or parent to delegate some tasks because there is limited time. For example, things like shopping can be delegated and time allocated to more important things like work, school and exercising.
Do it
On the list, there are always activities that are very important and at the same time very urgent. These are activities that should be done immediately there then. These activities need immediate attention cannot be deleted, delegated or even deferred. For example, time for eating food should be respected and need attention there and then because it is urgent and important to eat food. However as we attend to urgent activities, other activities also can be done. For example, one can eat for as they warm the car engine instead of doing the activities at once.
Defer it
Activities on the list that are not urgent can be scheduled for another date. In addition, tasks that cannot be completed in a day or do can be deferred. Activities that not urgent may be including things like booking for holidays, going to visit friends. These activities can wait for weekends or days where there is no school and work. 
[bookmark: _Toc39594408]Other time management strategies 
Plan the day in advance: it is important to have a plan of the activities to do throughout the day and allocate time to each of the activities starting with the most important and urgent.
Find your productive zone; some people are more productive at different times of the day or night. For example I am very active at night and prefer do important activities during night hours and therefore every individual should find their productive zones and make use of them.
Eat the frog: this method suggests that an individual should do most important tasks first. Mark Twain said “If it is your job to eat the frog, do it first thing in the morning and if it is your job to two frogs, it is best to eat the biggest one first”.
Take regular breaks: while at work, at home or at school, regular breaks are very important to avoid mental breakdown, stress and bored. That is why I take breaks and attend to social media messages and chat with friends as a way of relaxing my mind while at work.
Multi-tasking: I used to think that multi-tasking is good but it instead damages the brain. The study conducted at Stanford University revealed that “when they are (multi-taskers) in situation where there are multiple sources of information coming from the external would or emerging out of memory, they are not able to filter out what is not relevant to their current goal. That failure to filter means they are slowed down by the irrelevant information”. 
[bookmark: _Toc39594409]Academic journey
I learned how to paraphrase because the module encouraged me to explore through the paragraphing steps by exercising and practicing using the examples provided in class.
I studied the role of referencing in academic writing. For example the module and lectures introduced me to Harvard referencing techniques using the 2018 Harvard referencing guide and this has assisted me in the essay writing and report writing while completing my assignments.
I learned how to write different reports and to also differentiate between a report and an essay.
I also learned how to use micro soft office particularly power point and Microsoft word, and this has helped me improve on my public speaking through class presentations and group discussions.
Communication skills have also improved through presentation by understanding the role of body language and how to attract the audience while speaking.
However, throughout this term, I have found learning to be stressful and important. For example, in academic writing I always thought understanding grammar, vocabulary and other stuff on the module was way too much for me and thought would never understand them.
At the end of this course, I hope I will be able to do the following very well
· Being able to write a research project in a short period of time 
· Being able to acquire and practice Research skills
· Critical thinking, reflective writing and Analytical Thinking
· Speaking and writing with improved Grammar, Vocabulary, Sentence structure and body paragraphs with references 
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According to books, articles, and consultations made among the peers and classmates, conclusion has been made that employability skills and academic skills are interconnected. Academic skills should be developed at early stage of school ranging from elementary school to University because it is these skills that make one employable. A combination of academic skills with talents, skills all lead to employability skills like reflective writing, research methods, time management and critical thinking. Therefore, every individual should work towards improving their employability skills to make them more competitive in the labor market. If the academic skills are still lacking, then it is advisable for one to attend short courses at University in order to obtain these skills that add value to an individual looking for employment.
[bookmark: _Toc39594411]Recommendations 
Students should adopt and maintain a “positive mental attitude”. That’s to say, a student should remain positive even when they attain poor grades because in all circumstances, there is room for improvement when more efforts are added. A student should never do something crazy such as committing suicide because of failure putting in mind that it’s always possible to stand up after falling.
In order to achieve and maintain good academic skills, a student should interact consult with the teachers. That’s to say through doing so, the teachers are able to part in the academic journey of the student. The teacher is able to help the student to draw or come up with a plan for academic- improvement. Advice and follow up by the teacher is also vital for the student.
The students should organize their lives. That’s to say one should draw plans that will enable them achieve their goals/targets in life. For example, the student should draw a time table that enables them to do the right thing at the right time and in the right place. The student should attend lectures at all times when they are scheduled without fail. Report to work on time and be able to deliver their best at work and school respectively.
Employees should always take up training every chance they get. Training among the employees enable them to attain new skills and improve the already attained ones thus improving productivity at work. They get to attain a lot of skills during training such as presentation skills, computer skills, building and improving self-esteem and many more.
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