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Introduction
Currently, the implications for readiness in career and college life raise concerns and national debates in the education and corporate world. Most importantly, preparation in career and college life entails primary skills broadly categorized into academic and employability skills. The capacity to apply these skills in real-life functions and situations calls for hard and soft skills, which help in developing a distinct career path. Studies conducted by Cottrell (2015) consider these skills as being important in providing career growth opportunities and building foundational academic knowledge that helps students in pursuing higher learning. Mostly, employers look for these skills while considering the potential candidates that will be selected in different employment opportunities (Cottrell, 2015, p. 8). This paper proceeds to extensively define academic, employability, hard, and soft skills that help in improving the working environment and developing career opportunities. 

Skills
By definition, skills refer to the ability of doing something well and to perform an action with determined results often within a given amount of time, energy, or both. 


Academic Skills
Cottrell (2015) defines academic skills as a core competence that helps in advancing higher learning because these skills uncover ways through which learners can become more productive, observant and result-oriented. These skills include problem solving, communication, and research-based knowledge that help students to apply their academics within career development and work context. For instance, Morgan (2016) contends that these academic skills are important in attaining reflective, critical and analytical thinking skills. In business management, these skills are considered to be essential in making decisions that help organizations meet the desired business objectives.
Employability Skills
In addition to academic skills, there exist transferrable employability skills, and they involve creating the knowledge base, expertise, and attitude that attracts employers. These skills help in improving performance and productivity in the workplace. Collet, Hine & Du Plessis (2015), claim that most employers have high regard for these skills because they are hard to teach when compared to job-specific skills. The authors declare that most employers consider these employability skills to be critical in the 21st-century economy. Cottrell (2015) mentions examples of necessary employability skills that employers in management are looking for in individuals. These skills include reliability, leadership, self-management, and teamwork.

Hard Skills
Cottrell (2015) defines hard skills as teachable skills and abilities that can be easily quantified. The author claims that most employers prefer these skills because they are easy to train, unlike soft skills like patience. Examples of these skills include proficiency in language, machine operation, and computer programming (Morgan, 2016). These skills comprise of specific knowledge and abilities that are commonly acquired through training programs and formal education. In most cases, employers test candidates for hard skills to ensure that they can complete what they claim they can (Collet, Hine & Du Plessis, 2015, p. 23). Owning to this forms the reason as to why these skills are usually listed in job descriptions and postings.

Soft Skills
Unlike hard skills, soft skills are subjective and hard to quantify or impart because they involve empathy and emotional intelligence. Commonly, these skills apply as interpersonal skills, and they refer to ways through which people interact with others. Morgan (2016) supports these claims by claiming that soft skills are attributes and personality traits that influence productivity and interactions. Some of these skills include time management, motivation, patience, teamwork, and communication. Collet, Hine & Du Plessis (2015) believe these skills are necessary for defining the organizational culture because they come with beliefs, values, and perceptions that guide relations, performance, and productivity.
Conclusion
Conclusively, the paper has introduced the different skills that employers are looking for while recruiting and selecting employees for different job positions. In the current corporate world, employers are looking for hybrid skills that combine soft and technical skills. Thus, candidates with these sets of skills are becoming more competitive in the corporate world, which continually evolves. While seeking for job opportunities, it is vital to mention these top skills that employers are looking for by incorporating them in the cover letters, resume, and job interviews.













Introduction
The purpose of conducting a SWOT analysis in this paper is to identify the strengths, reduce the weaknesses, exploit the opportunities, and create a contingency plan that will help in minimizing the threat. Further, the SWOT analysis will work along the Personal/Professional Development Plan to measure my scope of reaching desired goals as well as develop the strategies for attaining my goals. By exploring the SWOT analysis and PPDP strategy, the paper will identify ways of enhancing my academic and employability skills. This paper will be guided by Gibbs's reflective cycle theory, which encourages students to think critically and systematically about the experiences they have during specific events, situations, and activities. This reflective theory has defined my experience because I learn through personal reflection. Most importantly, I have used the method to reflect on my achievements and future opportunities. 













SWOT analysis
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Strength
[bookmark: _GoBack]My professional experience in management has helped me build the analytical skills required to handle human resources and staff. Baker (2009) argues that this extensive analysis is sound to the role of assistant manager as it discovers ways of analyzing, assessing and diagnosing the whole process of seeking a creative solution. In addition, the opportunities to lead a team for a long time, given the difficulties, demonstrate my ability in managing people for a specific task.

Weakness
My poor communication skills in writing have affected my academic skills in presentation, writing, and planning. The ability to communicate concisely, clearly and concretely in writing has been a challenge so far that has extended to limit my ability to plan. I have the weakness of using good writing skills and tone of voice to express meaning in communication. This challenge has affected the clarity, conciseness, and tone of my instructions. Gürel and Tat (2017) introduce readers to ways of improving academic skills, and he proceeds to mention that this challenge can be addressed by practice and paying excellent attention to details. The biggest challenge in this module for me was time management. I've always been a procrastinator; it was and still is a struggle for me to complete tasks on time. I haven't yet come to a full solution to this problem, but I've made changes in my life to how I can manage time management.

Opportunities
I have demonstrated the ability to lead and manage people to achieve a targeted objective both in academy and the workplace. Via community meetings and ventures, I have noticed that I am a strong leader; I communicate my ideas to the group while trying to balance the ideas of others so the group can come to an agreed upon decision. Similarity to the workplace, through my experience in the hospitality management, for instance, I had to organize and promote teamwork, receive, and give person-focused feedback to staff to improve the quality of service through adequate supervision, recruitment, and training. Rao (2014) contends that this management opportunity helps in offering significant management benefits in task management, employee relations, and problem solving. Through this experience, I have been able to demonstrate the ability to use a structured approach to analyzing problems and providing a clear solution. However, I need to develop a greater understanding of the knowledge in leading internal and external business activities.

Threats
My career expectations and personal commitments rarely balance because I tend to focus much of my attention on each of them distinctly. While introducing challenges in management, Nawaz and Reddy (2013) also mention work-life balance as being one of the problems that affect the ability to manage people and resources. I plan to address this challenge by establishing a personal development plan that uses time management tools to allocate time for different professional objectives.


Professional Objectives
This plan begins by completing a Young Manager Course, which will create the opportunity for engaging in complex business project activities. Through the course, I will be able to improve my managerial skills in decision making, communication, and organizing. Weindling (2001) claims that these skills will be achieved by having accountability for cross-functional projects in management. 

Medium-Term Goals- 2 to 3 years
I will be looking for opportunities to lead and manage a bigger team of employees in support of puzzling business projects. From this opportunity, I will gain significant business exposure by engaging in support of cross-functional projects. Wye and Lim (2009) urge managers to establish and maintain productive and collaborative teams by taking advantage of excellent communication and positive working relations. 

Long Term Goals- Beyond 3 years
Gaining the support of the employees to advance promotion to a higher level of management. This opportunity will give rise to the responsibility of venturing in prospects of becoming the Head of the department in management. This long-term goal aims at executive roles in management by defining ways of implementing procedures and policies towards set goals. 

Setting Goals
	Areas of Improvement
	What needs to be done
	Support and Resources needed
	Measuring Success
	Target date for Review


	Academic Skills
	Completing a comprehensive academic writing course
	Training resources
	Course assessment

Appraisal reports will assess potential and performance 
	After completing the course

	Greater understanding of the knowledge in leading internal and external business activities
	Build the confidence and trust of my team

Identify training opportunities 
	Advice from Line managers

Team Feedback
	Formal, informal and self-appraisals
	Bi-annually

	Improve planning and decision making skills
	Gain deeper experience in business analysis process 
	Use training opportunities 
	Mentoring and
Performance appraisal
	End of the training session



Conclusion
Other than the career development plans identified, I plan to use Gibbs reflective cycle theory to improve on my personal goals. This theory helps in applying what was learned in classroom during term 1 and organization in improving my personal aspirations. For instance, the experience from planning and decision-making will help me to set expectation and communicate constructively when these expectations are not met.  I strive to improve on my ability to organize activities in a way that the set guidelines are achieved within the limit of the available resources like money, time and labor. This approach will help me to formulate a set of actions which are needed in pursuing and achieving certain goals. In the organizational setting, this insight will help in setting achievable strategies and outlining schedules on how the goals set will be achieved. 
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5 Practice nunn&mnE

B Find synonyms for the words underlined.

(a) The growth of the car industry paraliels the development of
modern capitalism.

Example: The rise of the automobile industry matches tha
progress of contemporary capitalism.
(b} It began in France and Germany, but togk off in the United
States, PTARTED ;| AUEARESTED

(c) There Henry Ford adapted the moving production line from the

Chicago meat industry to motor manufacturing, thus inventing
mass production.

MODTHED; ASE MBLY AfMpmm./\

6 Practice exercise: mson.& class /

M Change the weord class of the underlined words, and then rewrite the
senfences.

(a) Inthe 1920s Alfred Sloan’s management theories helped
General Motors to become the world’s dominant car
company.

Example: In the 1920s, with help from the managerial theories
of Alfred Sloan, General Motors dominated the
world's car companies.

(b) After the Second World War the car makers focused on the
stvling of their products, to encourage more frequent model

R bhe inchuat ey wap ceitisired

(c) From the 1970s there was criticism of the industry due
to the inefficiency of most vehicles, which used petrol
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defanded their members’ jobs.

{(a) Atthe same time, trades unions became increasingly militant
in defence of their members’ jobs.

(b) H.%a% A_ao industry owns some of the most famous brands in to improve and grow. For example, the first digital cameras,
e woria. g H " v DI ]y
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now & niche market.

..__.. _“_ m AIRNIRUEHE T I _m” A @moém_. and Christensen introduced the term ‘disruptive
. technology’ in 1995, to characterise a new technology which
2 Stages of summarising sold well enough to enter the market, and could then be
B s ' . , developed further. The digital camera, for instance, was
Summnacsing i & ol Gk Tow g mec 4,10 give @ onc-sentence originally expensive and had low picture quality. However, its

synopsis of an article, or to provide much more detail, depending on your
writing needs. But in every case the same basic steps need to be followed
in order to meet the criteria listed above.

M Study the stages of summary wrifing below and complete the £aps i
with suitable words (one word per gap). L 2, (c) Digital cameras are a good example of a disruptive technology,

a term used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initially wins
enough market share to survive and develop. These cameras

significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

(a) Read the original text carefully and check any _
vocabulary.

(b) Mm.mmlll the key points by underlining or at first produced inferior pictures, but had the advantages of
highighting. | showing the photo instantly, and allowing the user to

(c) Make NOTES of the key points, paraphrasing where download the image. In a few years they became dominant in
possible. _ the camera market, while traditional film cameras were almost

from your notes, re-organising the redundant.
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Paraphirasing means changing the wording of 2 text so that it is
significantly different from the original source, without changing
the meaning. Effective paraphrasing is a key academic skill needed
to avoid the risk of plagiarism, and to demonstrate your
understanding of a source. This unit focuses on techniques for
paraphrasing as par: of the note-making and summarising process.

Paraphrasing

1 The clements of effective paraphrasing

Parap d summarising are normally used together in essay writing,
but while(Summarisingjaims to reduce a source to an appropriate length,
jattempts to restate the relevant information. For example, the
following sentence:

Refers There has coo:ghpﬁ_ﬂ,&muoﬁ the reasons for the

B industrial revoiution happening in eighfeent-céntury Britain,

- has a different structure to the criginal
has mainly different vocabulary
retains the same meaning

- keeps some phrases from the original that are in common use
~ e.g. ‘industrial revolution’ or ‘eighteenth century’

O profitable because amployers were able to economise on

2 Practice exercise: Paraphrasing

M Read the text below, and then decide which of the three paraphrases
{a-C) is best.

E THE CAUSES OF THE INDUSTRIAL |
| REVOLUTION

| Allen (2009) argues that the best explanation for the British
location of the industrial revolution is found by studying
demand factors. By the early eighteenth century high wages
and cheap energy were both features of the British economy.
| Consequently, the mechanisation of industry through such
m\ inventions &s the steam engine and mechanical spinning was |

labour by spending on coal. At that time, no other country

had this particular combination of expensive labour and |
abundant fusl. ®

1A C Dt AT

{a) A focus on demanc may help explain the UK origin of the

industrial revolution.@t that time workers’ pay was high, but
energy from coal was inexpensive. This encouragead the

development of invantions such as steam power, which
enabled(bosses to save money by mechanising production
{Allen, 2009). i

{b) The reason why Britain was the birthplace of the industrial /\
revolution can be understood by analysing demand in the O\ EFERSNT

early 1700s, according to Allen {20097, He mainteains that,

uniquely, Britain had the critical combination of cheap energy
from coal and high labour costs. This encouraged the adoption

of steam power to mechanise production, thus saving on
wages and increasing profitability.

(c) Allen (2008) claims that the clearest explanation for the UK
location of the industrial revolution is seen by examining
demand factors. By the eighteenth century cheap energy and
high wages were both aspects of ths British economy. As a
result, the mechanisation of industry through inventions such
as the steam engine and mechanical spinning was profitable
because employers were able to save money on employees by

spending on coal. At that time, Britain was the only country
with significant deposits of coal.

88.%%
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.

a. 25% of babies are born to mothers who are adolescents.
One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.

c. A quarter of adolescent mothers gives birth when their first born is two.

d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.

b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.

40% of the country's wealth is in the hands of only 1% of Americans.
99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.

c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.

a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.

b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves. '

c. Women who were abused as children are more likely to abuse their own children.
Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
Martha feels that writing about adolescent problems is worthwhile.

C.  Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.
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Carlotta Cantone
SWOT Analysis

Strengths

e Background in administration and
management

e People skills

e Curious nature

Opportunities

e Work experience
e Position in management
e Attending university

Weaknesses

e Poor academic writing skills
e Procrastination

Threats

» Work-life balance

e Not managing time effectively

* Not being able to attend face to face
lessons due to covid 19 situation
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LINKERS | crss exeras
1 Identifying linkers 2 Practice exercise: Using linkers
B Underline the linkers in the following sentences. When reading a text, linkers are a kind of signpost to help the reader
X ] - follow the ideas.

(a) Afew S<m::o:?gm_msmmo? have had a major

impact on everyday life. B Read the paragrach below and underfine the linkers, then decide what
E; In addition)a large volume of used cars are sold through their functions are (i.e. types i-vi above).

dealerships.

{c) The definition of motivation is mBuo;m:ﬁEz is the cause of
some disagreement.

BIOFUELS I

{d) The technology allows consumers a o:Qo@@Soama:m _
their sense of satisfaction. | Newly published research examines some m3vo§3._ﬂrm |
(e) Four hundred people were interviewed for the w:_‘<m<.E:m questions about the growing :mo of biofuels, mc.o: as ethanol |
results were analysed. made from maize. The production of these has increased _

sharply recently, but the replacement of food crops with fuel |
crops has been heavily criticised. Although initially seen as a _
more environmentally-friendly type of fuel, wm..‘:m research shows |
that producing some biofuels, for instance biodiesel palm oil, ||
is more polluting than :mmz,n no:<mm=m:m_ oil. The ethanol _

(f) @m:oﬁrmq body of opinion associates globalisation
with unfavourable outcomes.

There are six main types of linker.

B Match each of the types below to one of the senfences above. Fro g :moxqm,._m%m, SN ROWDVOL, SAN haws neRI
. g ® emissions, In_ot m_._s\omw%ﬁmxm:m carbon dioxide from the _
(i) ~ Addition ) atmosphere instead of adding it. Con mrm_»m.ﬂzﬁ itcan be seen ||
(i) Result D that the situation is rather confused, and that biofuels are _.
% (il Reason ) neither a magic solution to the energy problem, nor are they '_
. el the environmental disaster sometimes suggested. _
(iv) Opposition (P DRI LW . b e T et
(vi Example ()

vi) Time =]









