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[bookmark: _Toc39309798]1-introduction:
In this assessment, I will explain all that I know about skills. I will be defined what is skills, which types of skills we have, what is an employability skill, why the employability skills are divide by two such as soft skills and hard skills. Also, I will discuss which employability skills are important for me, to be able to develop my job.
This report also I will include what is an academic skill, what I have learned in this term as an academic skill and why they are important for my studies. Also, I going to include my swot analysis and my personal development plan. 
 
[bookmark: _Toc39309799] 2-what is a skill:
 Skills are all the abilities and capacities that one person can develop in their whole life for do a determinate task. The skills we can divide by two, Academic Skills and Employability Skills. 

[bookmark: _Toc39309800]3- Employability Skills:
 as the name said are those ones abilities that you need to be a person “employable”. We can divide employability skills in two such as soft skills and hard skills.
Soft skills: They are a combination of social capacities that make us different from other people for example Leadership, problem-solving, communication, adaptability, teamwork, and time management.
Hard skills: Are those ones technical abilities that we get through specific academic training or work experience such as Digital skills, Foreign language, and Programming skills.
In the next paragraph, I will discuss three essential soft skills that we need for our life.
[bookmark: _Toc39309801]Communication:
Communication can be defined as the process of sending any information or message. Communication skills are one of the most necessary and important skills that we need to do any job because with good communication we are able to understand and explain any situation to anyone.
For example, have a good communication skill, in reality, is very important for me, because I work as a waitress, and if I cannot communicate good with the client, I do not be able to bring good service to them, with bad communication I cannot developing my job good because I can make mistakes during I take the order. 
In my academic studies the communication is very important because if I have not the ability to understand what the teacher said them, I will not be able to complete any task or any homework.  
 
[bookmark: _Toc39309802]Team Work: 
 It is the ability that we have to work well with other people, no matter the culture or the background of them, we find the way to combinate our abilities to be stronger and finish any task together. In my opinion, team working is an important skill because in almost all de types of job people have to work together.
In my personal experience, team working is an essential skill for developing my role as a waitress in my workplace. A perfect example of that is when I take an order of the client of food or drink and one of my colleagues delivery the food and the drinks that I was ordering before.
To my academic studies, teamwork is important because we need to do many project and assignment as a group and if we are not able to work with others, we cannot finish an assignment successfully.

[bookmark: _Toc39309803]Time Management: 
this is the ability or process that we have to divide our time and thus this be able to complete a different task successfully in a determinate period of time. Time management is not a simple skill because for you to have good time management you will need the others skills such as organization, decision making, prioritization, and planning.
Time management is an important skill because that can help us in our daily life and of course in our job.
In my actual job is essential to have good time management because as I said before I work as a waitress and during the busy time, I can do around twenty-five and thirty clients at the same time, and I have to bring excellent customer service to all of them. Thus, that is vital that I know how to organise and to prioritize myself to do a good job.
In my studies I can say that time management skill is needed because if I do not manage my time good, I will be not able to finish any homework on time. 

[bookmark: _Toc39309804]4- My own employability skills:
On the first hand, I have to say that my work experience is not too long I have just five-year working. In all those five-year I worked in hospitality and I learn a lot about some important employability skills such as communication, time management, teamwork, flexibility, organization and adaptability skill. 
I know that for my dream job I have to improve some of the skills that I already have and also, I have to learn others such as analytical ability, proficiency in IT, and numerical skill.

[bookmark: _Toc39309805]5- Personal Swot analysis: 
	Strengths: 
· Good time management skill 
· Good teamwork skills 
· Good personal presentation skill 

	Weaknesses:
· Bad writing skill 
· Bad public speaking 
· Bad digital skill


	Opportunities:
· Good university programs 
· Many different courses 
· Good support of the university 
· Many internships program 

	Threats:
· Finances 
· Combinate work and studies 
· Home far from the university 




[bookmark: _Toc39309806]6-Personal Development plan:
	
	My goals 
	Skills and knowledge to be learned 
	Next step 
	Resource 
	Time schedule 

	Short time 
(nine months/ one year)
	Finish my course
Certificate in Higher Education 
	Academic skills such as paraphrasing,
Citation and referencing, and digital skills.
How to do a business plan 

	Going to class,
Study at the home.
Analysing my own skills and try to develop more 
	University Wales Trinity Saint David, with the program in Higher Education: Skills for the Workplace 
	Already started in February 2020
Finishing in February 2021

	Long time 
(three years)
	Finish my degree in Accounting and Finance 
	Academic skills such as numeracy, problem-solving, decision-making.
 How do a tax return, how to analysis account and, business plan. 
	Doing the assessment, 
In-class exercises and doing homework.
	Any University of London with the program in Accountancy and Finances.  
	Start in February 2021 and finishing in February 2023






[bookmark: _Toc39309807]7-Academic skills:
 Academic skills are those ones that we need to developing well during we are in the university or college; with the right academic skill we be able to finish our studies successfully. They are many academic skills that every student need such as effective reading, note-taking, digital skill, listening, citation and referencing, paraphrasing, presentation, writing skills, and many more, but in this assessment, I will discuss just three of them.
 
[bookmark: _Toc39309808]Paraphrasing:
 paraphrasing is an important skill for our studies. Paraphrasing is when we use the idea, concept or hypothesis of other person but we use our own word but we still need to keep the name of the author. For this reason, when we are doing paraphrasing, we need to do citation too. That is why I have to said that for you have good paraphrasing skill you most to have other skills such as citation and referencing.
In my academic studies, I have to said that I learn how to do paraphrasing in my first terms of university, I just start to improve this skill now, but is it is really helpful for me during I am doing my assessment. 

[bookmark: _Toc39309809]Writing skill: 
Write is the process of putting into a paper any information, idea, stories, or opinion and that have meaning for others when they read it. This is one of the more important skill that we need to developing our studies or any job. I can say that writing skill is a part of communication skill. And for we have good writing skill we need to have good spelling, punctuation, and grammar.
During all my academic years I have been improving my writing skill, every year I learn something different. This year for me is completely different because is the first time that I study  with a different language that is not my mother language, is a bit difficult because I do not have a large vocabulary, and my spelling and grammar are not the best, but of course I am putting my greater effort to improve it. 
In my workplace, I have to use the writing skill too because I need to taking the order, and I have to send that order for the kitchen, to informed the chef what I need, for that my spelling has to be correct and like that they can understand perfectly the order. 
 
[bookmark: _Toc39309810]Citation and Referencing:
 The citation can say to the reader from where I take the idea or information. In other words, citation is what we have to use when we are using someone else idea or opinion, there are two types of citation. One is when we use quotation marks that means that we are using the exact word that the author has used. For example, according to (Ramirez, A. 2020) “citation and referencing skills are important for our academic studies”. 
The other one is when we use the opinion or idea of someone else but we use our own word, and we just need to keep the name of the author and the year of publication at the end of the sentences.
 Reference can help us to give more information about the source that we have used. The list of references we have to put always at the end of our work or report. We have many different styles to doing references. Now I will explain how to do a refences list using the Harvard styles.

Referencing a book:
1. Author name 
2. Year of published, using parenthesis 
3. Title, using ITALIC 
4. Edition
5. Place of published
6. Series and volume number if is relevant.

Referencing a website:
1. Author name or publishing organisation 
2. Year of published or last update, using parenthesis
3. Title, using ITALIC [Online]
4. Available at: URL 
5. Date information accessed, using square bracket.

In the academic studies, the use of the citation and references is important because thus we can avoid the plagiarism, and that can help us for the rest of our life. 

[bookmark: _Toc39309811]8-Plagiarism:
I can define plagiarism as the process when you take somebody work, opinion, or hypothesis without that person is consent or without doing any citation and you put this work as your own one.
According to (enago.academy, 2020) plagiarism has at least eight types that are the more important “ complete plagiarism, direct, source-based, self or auto, mosaic, inaccurate authorship, accidental and, paraphrasing plagiarism”. 

[bookmark: _Toc39309812]9- My own academic skills:
In all my academic year I learn something new I have to say that I am really grateful for that. I want to comment that in my mother language I have good writing skill but now is a challenge for me to improve my writing because is a new language. I have a good time management for my studies because I do not like to leave everything for last time, that way I always prioritize what is more important, and what I need to spend more time. I also have good note-taking, good listening, communication, maths, and teamwork. 

[bookmark: _Toc39309813]10- Conclusion:
To finish, I want to say that I put all the relevant points about employability skills and academic skills of my own experience, I developed three employability skills that I think are more important for almost all employer such as communication, time management and, teamwork. 
In this report, I also include my swot analysis and my personal development plant regarding the career that I want in the future. 
In the academic skills, I included all the skills that just learn I and think that are important and relevant for this assessment such as paraphrasing, citation and referencing and one of the academic skills that are more basic this one is writing skill. And I try to develop a bit about plagiarism.
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