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1. Introduction


This assingment will discuss in depth on the topic of academic and employability skills.
II will be discussing on how it relates to higher education, and to my own future employability prospects and career development.
Achieving a relevant grade will not make you employable against a group of people that holds the same degree. Your employability will depend on your unique set of skills, abilities and personal  qualities that you have, those  will be the ones that will make you stand out from the crowd.
Your career is likely to involve many different roles and employers. Developing your skills will help you in any situation or employment and can be transferred.


2. Skills 
The definition of a skill is a talent or ability that comes from training or practise. Skills are the expertise or talent needed in order to perform a job or task.
Job skills are the ability that one has to perform on a specific job and life skills help you navigate everyday chores.
In my case, i have over 15 years experience working in the hospitality business, my roles over the years have been varied and ranged from food runner, receptionist, waitress, bartender to supervisor.
In this line of work practising is very important and most of the times requires a lot of trial and error and learning from one’s mistakes.
Having years of experience does give an advantage, however, I have seen many people with little to no experience take on the job really well, therefore it isn’t only about practise, but also due to one’s ability to learn quickly and have the right drive and attitude.






3. Academic Skills
These skills are essential to succeed at school, achieving grades, and acquiring knowledge throughout life.
Academic skills are methods relevant to learning. They are vital to succeeding at school, indispensable for obtaining good grades, and convenient for learning throughout  one’s life.
Study skills are a set of skills that enable you to organise, memorise information and complete assessments.
 In my own personal experience on my academic life, I have always struggled with Mathematics and no amount of extra classes seemed to make a difference to my proficiency.
I , however, excelled in subjects such as Foreign Languages, History and Art.
I will continue to try to improve on those skills that seem particularly harder to retain such as computing skills.


4. Employability Skills

These comprise a set of skills that someone must possess to make them a desirable and employable candidate. The requirements of the employer vary according to the position, these requirements are the array of skills that they believe the employee must possess to perform at their role at their best ability.
Being employable relates to showcasing the set of skills you possess, your attitude and drive, and how do you use them to your advantage.
Based on my own experience, while seeking a job and attending interviews I realised that you must also learn from experience on how to read the interviewer, working in a front of house position at a restaurant for many years has been very helpful on this topic. Being employable means different things to different people, based on what the employer might be looking for, you must adapt each time to present yourself as a desirable candidate.

      
  4.1 Hard Skills 
These are skills that can be quantified, like being proficient at writing, reading and programming.
In my case, I speak 4 languages fluently, and I am especially  proficient with grammar.


  4.2 Soft Skills

These skills are less quantifiable and more subjective. They are also known as interpersonal skills or people skills. They relate to personal traits such as being patient, flexible, being a good leader, or being a good team player. Basically, they have to do with the way you interact with other people.
In my case, I am determined and well organised, very good at communicating with people while being very open, emphatic and honest, I have a positive attitude and view problems as a personal challenge.
       
    
       4.2.1 Communication
Communication can be described as an exchange of information between human beings. It requires a shared understanding of a system such as language or symbols.
Communication is more than just words that one hears, messages are conveyed also by the body language, closeness and tone of voice.
To communicate appropriately and effectively with an audience you must learn to adapt your language, listen intently, present your ideas in a clear and concise manner and be a good team player. 
Good communication skills are not only useful for employment purposes but also in a persons personal life. A good communicator will understand others and be understood at ease.
Communication has always been a subject of great interest to me, it started when I began learning English at school at age 7, that interest followed me on my adult life and drove me to take on learning also French, Portuguese and Italian.
Communication isn't only about being proficient on a chosen language, it is a complex mix of integrating spoken language, body language, cultural background and social customs into understanding and getting your point across.
 It is a cultural and social exchange fundamental in our society.


      

        4.2.2 Working with a team 

To work effectively within a group there a certain dynamics that one should be aware of, such  as the level of familiarity one has with said group.
Team working is when a group combines their individual skills in pursuit of a goal.
Teamwork is an essential part of any business, as colleagues must pool their efforts and work well together to achieve success.
In the hospitality business teamwork is crucial to the success of running a restaurant. Teamwork also  increases staff productivity, raises staff morale and motivation and generally makes any work setting friendlier and more welcoming.

      4.2.3 Time Management 
Good time management and organisation can vastly improve productivity and quality of life.
These can be sometimes a bit hard to accomplish and maintain.  A few points to focus on to manage  time effectively would be focusing on goals, being organised,  relax and delegate when possible.
For example, good time management is of the utmost importance to the running of a restaurant. If any department is not operating on a schedule or is not meticulously organised, it will impact negatively on every other department, like a domino effect. 
 

5. SWOT Analysis
SWOT represents strengths, weaknesses, opportunities, and threats. A SWOT analysis is a method for the evaluation of these four aspects.
It can be used to make the most of what you've got to your organisation’s best advantage. Chances of failure can be reduced by understanding what you lack, and eliminate hazards that might find you unaware.





The SWOT analysis diagram:

	                              STRENGTHS

What are your strengths?
What resources do you need?
What do you excel at?
	                             WEAKNESSES 

What can you improve?
What resources are you lacking?
What would your weak points be according to others?

	                           OPPORTUNITIES

What are your opportunities ?
What can you use to your advantage ?
How can you turn your strengths into opportunities?
	                                 THREATS 

What is threatening you?
What is the competition doing?
What threatens your strengths?



 This method worked particularly well on staff meetings that used to happen periodically at my workplace. It allowed us employees to express our concerns, and to get additional support from management. My own SWOT analysis:

	                              STRENGTHS

Determined and willing to learn
Positive and with a can do attitude
Good communication skills
Team player 
	                             WEAKNESSES 

Lack of computer skills 
Impatient
Easily distracted

	                           OPPORTUNITIES

Studying at university 
to complete  level 4 successfully and going on to study a Bachelors Degree
Guidance from teachers 
	                                 THREATS 

Corona virus situation 
Not being able to get as much support as with physical classes





6. Academic Skills

These are the skills and facets of behaviour that you must learn to success at a high academic level. Development of these skills will help you develop your creativity, communication skills and problem solving abilities.
They are comprised of fundamental skills such as academic writing, referencing and demonstration skills. These core skills support other more complex and more difficult to develop skills such as reflective practices and critical thinking.
 Academic skills that one acquire are subject to one’s dedication and improve with time and practise.
In my own experience, I have found it very challenging yet enjoyable being back to study after a 15 year hiatus. It is even more challenging when the language is not  your mother tongue.


 7. Research and note taking 
 Note taking is a basic activity in the academic life. According to research taking notes in class positively impacts on retaining information, making it more memorable. 
Research methods are  techniques that relate the data collection and analysis, to discover information and to aid in the better understanding of a topic.
In my own experience, taking notes really help me retain and memorise information. I like using different colours too, due to the fact that i have studied Art, as it is easier for me to remember coloured information.


8. Academic Writing
These style of writing must have formal tone without being too complex or using intricate vocabulary.
It should have a clear and concise structure and be focused on the information while showing an understanding on the subjects or topics.
academic writing should be evidenced to demonstrate knowledge of the topic and be accurately  referenced and supported by arguments.


Referencing and Avoiding Plagiarism

Referencing is acknowledging  in your own words others peoples intellectual property that has been presented to the public with the purpose of sharing the knowledge.
 Referencing is important as intellectual property can be viewed to be stolen by others, this practise also helps spreading knowledge by making it easier and quicker to access information.
Referencing traces the origin of ideas, raising awareness of who and where they were originated from. The when is specially  important, as ideas and theories are often influenced by the social guidelines and practices prevalent at the time and place of their birth. Ideas, like people, follow a developmental path and can change over time.
Authors present information in the form of claims, but claims can be disputed and put to the test.
Plagiarism allude to a calculated decision not to acknowledge the work of others. Referencing correctly will ensure you are not accused of plagiarism.
In other words, it refers to the practice of deliberately taking other persons work and passing it as your own.

Paraphrasing and Summarising 

Paraphrasing is using the ideas of authors to create a text with your own words.Two ways of tackling this task are paraphrasing and summarising.
To summarise is to produce a shorter version of the original source of information.
To paraphrase is to convert  the information into different words and sentences.
Paraphrasing is reconstructing information using different wording. As opposed to summarising, paraphrasing emphasises less on abbreviating the information. It seeks to rephrase the information by employing different words and phrases.
Paraphrasing and summarising help you to prove your comprehension and evaluation of ideas and concepts and to avoid plagiarism.
Summarising involve selecting some fundamental features and then using them to produce a abbreviated version of the author’s ideas. A summary outlines the main points of a text, its main focus is to abbreviate a text to its core ideas.
This can be  achieved by simplifying , creating different sentence structures, and reordering ideas in your own framework.
Paraphrasing and summarising both involve putting main ideas into your own words and they both have to be credited to the original source, but summarising involves incorporating only the core points, so it is often scarcer than the source text.

Communicating and Presenting Information

Possessing  good communication skills is very sought after by recruiters.
Effective communication can be summarised into three components:
 Listening skills: communicating effectively is not just about making yourself be understood, it is also actively listening intently to other people’s views while also taking them on to account. People  will listen to you if you show a willingness to listen to them also.
 Presentation skills: to be able to communicate effectively on the workplace, information must be presented clearly. A good presentation doesn’t just involve putting  slides together, it also requires  connecting with the audience.
 Adapt information to suit the audience: selecting  what information is relevant and how to best introduce it. Language will diverge in an informal meeting to that used at a presentation to a group of clients for example.
To prove to a recruiter that you have good communication skills, you must be able to provide examples of a situation where you have communicated effectively.
To structure your example properly the STAR technique might be helpful:
S      Define the Situation 
T      Identify the Task
A     Describe the  Actions
R     Show the  Result
Perfecting the way you interact with people and present information to them is crucial in nearly every  role.
Influencing and negotiation skills are very useful in many roles as is delivering effective presentations, they rely  heavily on your interaction skills.
Communicating effectively involves verbal, non verbal and visual skills.

Verbal communication refers to when information is exchanged through a verbal medium such as words, presentations or meetings. The tone used plays a very prominent role in this type of communication and it heavily influences the way  the information will be decoded by the receiver.
The importance of words and how to put them across effectively must be understood for this purpose.
Non verbal communication refers to what is commonly known as body language. Hand and facial expressions play a major role in communication and how a message is interpreted.

Visual communication refers to receiving information from signs, maps or displays. Street signs and marketing signs are also a form of visual communication and is up to the receiver to decode and interpret the message.






Personal Development Plan (PDP)

A personal development plan is a good way of organising yourself and help you focus on your aims and objectives. 
These require time and thought, it will help you identify your needs and future development plans and how to achieve them successfully with the help of a time frame chart.
Personal development plan example:










	
	
Short-Term Time Frame

What do you want to accomplish in the next 3 to 6 months?
	
Mid-Term Time Frame 

What do i want to accomplish in the next 6 months to 2 years?
	
Long-Term Time Frame

What do i want to accomplish in the next 2 to 3 years?

	

Section 1- My Goals




	

To Complete my assignments successfully  


Going back to work and to physical classes
 


	

To Complete my Level 4 on Health and social care and go to university for a  Bachelors degree 


	

Graduating university and to start working as a social worker




	

Section 2- Skills and Knowledge to be Learned
	

Computing skills


	
To find a job in the Health and Social care sector

To get more experience
	 
Bachelor Degree completed and to start a Masters degree

	

Section 3- Next steps
	
 
Apply to university  for a Bachelors degree 

Continue to practise on my computing skills 
	

To study and work part time,perhaps volunteering to gain experience
	

To continue learning and developing while working as a social worker 






	
	
Short-Term Time Frame

What do you want to accomplish in the next 3 to 6 months?
	
Mid-Term Time Frame 

What do i want to accomplish in the next 6 months to 2 years?
	
Long-Term Time Frame

What do i want to accomplish in the next 2 to 3 years?

	




Section 4 - Resources 

what resources do i need?


	


I need more lessons and support


	


Student Finance
	


Lessons and support

Student finance 

	

Section 5- Time Schedule 

What is my time schedule?
	

part time working and studying 
	
 
part time working and studying
	

part time working and studying


	

When will i start?
	

Now 
	

In the next few months 
	

Next year


	

When do i expect to finish?
	

February 2021
	

February 2023

	

Sometime in 2025

	

Section 6- Completion


When have i completed each step?
	

Date 


Date


Date
	

Date 


Date


Date
	

Date 


Date 


Date


13. Conclusion

On this assignment I have provided definitions for each topic and illustrated them with examples of my own.
I have enjoyed researching definitions in varied sources and composing my own paragraphs using the information that reading through different texts have provided me.
This assignment has been very useful to begin to understand the basics of academic skills and employability and to understand better how to make oneself more employable.
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