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1.INTRODUCTION

This report is about analysing my academic and employable skills. In this report , I will be defining  skill , employability and academic skill which I use in my workplace to make me more efficient and effective. This report also explain my strength, weakness, threat and opportunity as well as my personal development plan and link it to academic goals in life. I will also be looking at referencing and plagiarism - how to use someone’s work and acknowledge the author. Most of us do not know the note taking in class is part of the learning skills and so I will be taking about it.



2.Skill.

The Chambers dictionary (10th Edition) also explain Skill as the aptitudes and competencies appropriate for a particular job.  Having the know how to do a particular of job or task. The process of personal development and learning should be continuous and should continue throughout the rest of your life. Through a number of different processes comes a developed skills (Morgan,2017). This makes it very important for us to always improve our skills for as to be unique. For instance as a breast cancer support worker , I will need a skill to be able to do my work well.




1.1. Employability skills
The term employability skills refers to those skills officially compulsory to acquire and keep a job. In the past, employability skills were considered to be mainly of a vocational or  job-specific nature; they were not thought to include the academic skills most commonly taught in the schools. (Saterfiel& McLarty, 1995)
These are skills employers look for when employing an applicant for a particular jobs. For instance being able to work under pressure, adapt and learn new skills.Having changed job as a Healthcare assistant to a breast cancer support worker, one of the things my manager like about me was being able to adapt and learn new areas or things in my current position.Being able to critically think when patient call.

1.2. Hard Skill
Hard skill is the technical abilities that fit a job (Gerencer, 2019). For instance when  I was working as a health care assistant , I was trained as a phlebotomist and again trained to do manual handling. These became a hard skill I was using at the workplace. Radiographers, medical doctor, surgeons, nurses all uses their hard skills acquired to provide service to the patients.


1.3. Soft or transferable skills
Cottrell,(2012, p31 )in her book, defines soft skills as skills such as oral communication and team work which are less easy quantifiable the academic. Managers need workers who have interpersonal skills, people skills etc. For instance I knowing how to solve conflict when I come across one at the work is a skill which I was thought at a mandatory training.
According to Shakir (2009), soft skills as incorporating aspects of generic skills which include non-academic skills such as leadership, teamwork, communication, and lifelong learning.

2.3a. Communication.
Marsh (2012 p.51) in her book explains communication as a process where information is enclosed in a package and is channeled and imparted by a sender to a receiver through some medium. In other words, communication is conveying a message from a sender to a receiver. In my work place, we use verbal , non verbal , written or visual to communicate to our patient their  treatment plan  . For example a patient rings to ask if her histopathology could be sent to her by post. I will then email the PA to her consultant to send the letter to the patient. The PA will acknowledge receipt and deal with the request accordingly.
Hamilton (2014) explains communication as the process whereby people share ideas, thoughts and feelings in a commonly comprehensive ways.

2.3b. Working with a team.
Just as the body needs its members to function properly so do every organisation needs each members or workers on board to achieve the goals of the organisation. In my department (breast cancer) for instance every Friday, we go for an MDT( multidisciplinary team) meeting to discuss about  care plan or treatment options which will be appropriate for each patient . The meeting consist of breast surgeons, medical oncologist, radiologist and radiotherapher doctor, clinical nurses specialist, support workers etc who come together to discuss about the patient and which treatment plan will be best option for them.

2.3c. Time Management
A good time management is when you are able to use your time well without being under stress or tension(Morgan, 2017).A good time management for example will help me better my grades at the university , I will be able to meet deadlines at work, have time for my basic needs, have a sense of well being as a student and in my personal life ( Cottrell 2012). For example one on my main role as a support worker is to deal with non complex task of clinical nurses specialist and one of those is to answer call from patients on their behalf, deal with it when possible and triage the others. Whiles dealing with this , I use the 80: 20 rule (Tracy, n.d) way of time management to work. The Pareto Principle is a concept that suggests two out of ten items, on any general to-do list, 2 items will be worth more than the other eight items put together.   I start the day updating the patient database which is a very important task. Now whiles updating the records , I answer incoming call and make outgoing calls along side. As I work on these 2 major task, the others fall in place as I work along.

2.3d. Conclusion 
It is not enough to have only hard skill at my workplace  but it is also very important to get soft skill and blend it to work more effectively and efficiently. Being able to communicate well with my colleagues, receive and get messages across to patients, work together with each other to achieve our goal which is keep patient safe and managing my time well to meet deadlines are great skills I will need to develop over and over again to be great asset to my organisation.

3.SWOT
The Business dictionary defines it as internal strength and weakness of an organisation and external opportunities and threats faced by it are closely examined to chart a strategy. A SWOT analysis Is a business technique used by organisation.  Below is an outlines my strength, weakness, opportunity and treats. 

	Strength 
· I am calm and this course has boosted my confidence.
· Have got good inter personal skill.
· Able to apply what I learn at the university to the work place. Eg . Communication at work, good time management etc.
· Can get on with every body. 

	[bookmark: _GoBack]Weakness 
· Not getting enough time to learning as I combine work, family, church activities and school.
(Time management)
· Have to sit for functional skills or ILETs to be able to gain admission at the university if I want to pursue to study the radiographer program.




	Opportunity 
· New training at work to help me in my role at work eg. I had the opportunity to go to the theatre to observe a surgical procedure.
· More upcoming training to equip my job and the university as well.
· Being at the university is a great opportunity to achieve my dream to become a Radiographer or a Social worker .

	Threat
· Childcare issues.
· Change of manager will affect both my job and school.
· Language barrier- understanding each becomes a problem. 



Designed by Author.

4.Personal development plan 
The Business dictionary defines it as the process of improving oneself through such activities as enhancing Employability skills, increasing consciousness and building wealth. Wanting to become a radiographer, I will illustrate my personal development plan to fit into my day to day activities for me to achieve that dream or goal.

	Objectives
	What will I do to achieve 
	Resources I will need
	What will be my success criteria 
	Target date to review and completion 

	Become a radiographer
	Taking Certificate in higher education at the university as the first step, do functional skills test, go to the university. 
	University library, text books, internet. 
	Through Assessments at the end of the program,Placements.
	By October 2024.


Created by author.

5.Research and note taking
Note is an important skill for all students to have. Note taking allows students to gather information from lectures, books, or any other situation that they will later have to memorise or use in order to success- fully complete their academic program. Note taking in class helps me to record information and to aid reflection. ( Boch & Piolat, 2005). After every class section I can go back to my notes to reflect on what I was thought at class. As I take note in class, I research on other sources like going to the school library to read book, using the internet,YouTube and many more to work on my assignments, presentation etc.

6. Referencing and Plagiarism
Biggam (2015) in chapter 3 of his book believes that ‘referencing relates to the recording of published sources of evidence such as books or ebooks ,journal and articles. There are a large number of referencing styles nevertheless the Harvard style is the one commonly used. The body of a work is referenced in different ways.  For example in text citations.’

Plagiarism is submitting someone’s work as if it is your work whether you mean it or not. Therefore you must acknowledge every piece of work irrespective of where you find it, whether written or non written form. Example; unauthorised used of ones data in completing an online assignment (Pecorari , 2013). To avoid plagiarism, cite your source in the body of your  work (Biggam, 2015). In my all my work, I have  acknowledged the work  by summarising , paragraphing or quoting.

7. Conclusion 
Having soft skills, hard skills , employability skills as well as study skill are all important skills that prepares students for the job market. All these skills are teachable and transferable and they can be developed as time over a period of time. Due to the competitive nature of the job market, I will need to learn and upgrade myself with the above skills.


8. Appendix (in class work)
Attached is my in class exercise.
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