





  

Academic and Employability Skills
[image: ]Student Name: Samanta Skroblaite
Student Number: 1814061
Module No: BMSK4001_LON
Module Tittle: Academic and Employability Skills 
Lecturer: Sylvia Hoffmann 


Due to technical issues I couldn’t provide referencing skills. All references are wrote by hand. I am apologize for any inconvenience.!

[bookmark: _GoBack]













  Table Contents 
  1. Introduction..........................................................................................................................p.3
  2. Discussion about the Employability skills......................................................................p.4 
     2.1  What skills do employers want?...............................................................................p.4
     2.2  Basic eight employability skills.................................................................................p.5-6
     2.3  Soft vs Hard Skills........................................................................................................p.6-7
   3. Personal SWOT analysis?..................................................................................................p.7
  4. Personal action plan............................................................................................................p.8-9 
      5.1  Skills to be improved for becoming a Police officer?......................................................p.8-9
  6. Conclusion..............................................................................................................................p.9
  7. References..............................................................................................................................p.10











   Introduction
    In this report I will be discussing about Employability skills, what skills do employers want and
     why the companies wants these skills. In order to win their competitors in fierce competition,
     employers want graduates who have a wide range of the skills to bring into workplace 
     environment and also the employees who  multi – skilled to fill many different roles.
     To make ourselves become more competitive in the future job, first we should find out 
     what employability skills the employer  want from their  graduate employees, also will be       discussing  what is soft and hard skills.
     Then according to employability skills, I will present a personal SWOT analysis and I will discuss 
     about my action plan  also I will explain what requirements and what academic and Employability 
     skills do I need for becoming a police officer.





















  Discussion about the employability skills
  ‘’ Employability skills are defined as the transferable skills, which is needed by every individual 
     to make them employable’’( Mark Wardle 2012).
     With good technical understanding and knowledge employers often looking for the skills that they 
     want from the employee. These skills are what they believe will help the employee to do their
     role for the best of their ability. 

     What skills do employers want? 
    Employers asking for a lot of requiring on finding candidates with the right skills and 
      competencies for their organizations. It depends on each individual career sector and 
      profession we choose to work, there is could be very specific skills depends on ability and
      knowledge to do the job. For example, I work in the pub as a shift manager and my 
      responsibilities includes maintain the highest consistent standards of CQSMA* 
      (Cleanliness, Quality, Service, Maintenance and Atmosphere),* on every shift achieve the 
      company’s expected standard or above, proactively managing any results which fall short
      of expectations. Be accountable for all cash, product delivery and stock management including 
      checking, counting, storage, reconciliation and loss investigation. Carry out any reasonable 
     instruction given by any member of the pub Management team including carrying out other 
     or additional duties I am asked to do, to meet the needs or requirements of the business. 
     My skills I already gained is excellent customer service, working in teams includes to be a 
     good  team player have good relationships with all members of the team, always seeking a 
    feedback and investing time in personal development, supporting and encouraging my team. 
     Excellent communications skills between my customers and team  members. 
     Also I have to analyze and use knowledge to solve problems between staff or customers 
     and make a decision. 
    However, the employability skills is the skills that make us effective and successful at our 
    career. Through a wide range of researching, the result of what the employability skills needed
     for the companies and can be divided in eight basic skills: ‘’ Communication skills, teamwork skills,
     problem solving skills, self – management skills, planning and organizing skills, technology skills, 
     initiative and enterprise skills ‘’. (Target Jobs 2019).
     
  Basic eight Employability Skills?
Communication Skills  -  When you get into an interview for the job you really want, the most        important thing what your hiring manager will look for is how you communicate.
Therefore, it is more likely to be hired for candidate with strong communication skills, than the one who lacks in this area, and even if they are more technically skilled. Regardless, on how technical and insular your position might be, in order to really understand what is being asked and to get the ideas across, you should be able to communicate with your colleagues and the managers. 
Teamwork Skills  -  A ability to work well  in teams can make a difference between loving your job and finding it frustrating and it can cause un- enjoyable. Building a good and maintain relationships with your team can make every day activities more pleasant, which is then reflects the quality of your work produced. After all happier workers are more produced. Recent study of the UK’s University of Warwick found out that around  twelve (12) percent of employees are more productive, which is great for wanting to help out to the colleagues no matter what.  Keeping friendly and approachable demeanor it will help you to work comfortably and effectively with your co- workers. Being a team player can also earn your colleagues trust and to cover any shift they cannot do by themselves for specific reasons. For the hiring managers it also can save the time as they don’t want to spend their time on dealing with  conflicts as they prefer to lead happy and productive team. According to Morgan, ‘’For team to work together effectively to get succeed they have to support and encourage each other, put their egos aside for the good of the team’’(Morgan,2017).
Problem solving Skills -  It will be much easier if we could solve problems without difficulty, but unfortunately some problems cannot be solved in easiest way. Planning and structuring it will help problem solving process more likely to be successful. A lot of work in problem solving involves understanding the issues of what the problem really are, but not the symptoms. The employee who dealing with the customer complains should be asking first what it caused for the customer to complain, and if the cause of the complain can be fixed then the problem is solved.
Problem solving and decision making are closely related skills and making decision is important, because it is the part of the problem solving, as it the employee often  faces the various options and alternatives.
Self management Skills -  Self management skills helps an employee to take a responsibility of their own actions, and do the job as well as they can. It explains that employees are able to organize by them selves and offer the ideas to their employer. 
Self management is being the boss of yourself not of the team or company. It is very good skill to develop for life and workplace. 
There is three keys included in self management: 
< Initiative  It is being able to work without being told what to do, taking a action and thinking for yourself.
< Organisation   It is being able to plan and organize things, taking a priorities and making sure to complete what it should be done first, and what will take more time to do so.
< Accountability  Accountability and responsibility are similar, but does not  mean they are the same. You have a task to complete, but you find an excuse to blame someone if things goes wrong, you do not want to put an effort, because you don’t care about the results.
Planning and organizing skills -   planning and organizing skills are some of the most important transferable skills, it helps to set capabilities and achieve the best results. Staying organized saves money for the company, and also organizing skills are for multitasking and keeping business running smoothly and successfully. Employees with good planning and organizing skills are able to organize their schedule, be productive and prioritize tasks that have to be completed immediately.
Technology skills -  technical skills are very important for the hiring employer, the right candidate with strong programming, technical writing, project management are more likely to get the job if the candidate has the skills employer looking for, many technical skills require training and experience, technical knowledge, and this is the skills  the companies will look for  employees on their first job interview.
Lifelong learning Skills -  lifelong learning skills defined as learning activity undertaken throughout life, by improving knowledge skills within personal, civil, social and employment developments. According to Canadian educator and researcher Allen Tough (1979), almost seventy (70) percent of learning projects are self- planned. Many work arrangements discourage learning, to let alone lifelong learning, it also work situations in which significant learning occurs.
Paul Hager (2004) explains that learning is widely misunderstood ‘’ The common sense of view learning that product gives many types of learning a bad press and including learning at work and lifelong learning. ( Paul Hager, 2004).
Initiative and enterprise Skills -  initiative and enterprise skills helps the employee to develop better opportunities within a workplace.  Recognize and improve valuable skills, it makes a workplace more productive. Being enterprising means showing enthusiasm and ideas and make these ideas into reality. With initiative you can find better solutions, make an improvements on the way you work and have more effective outcome, and also knowing how to take and ideas and put them into practice shows that you are an eager of success. Having initiative and enterprise skills for the employee is very valuable skill which is helps for the business succession and  operate more effectively. 


Soft vs Hard Skills  
During the job interview application process, employers looking for the right  candidates with two set skills: Soft and Hard skills. Down below I will be discussing the difference between Soft and Hard skills, and also will set an examples of these two skills.  

 Soft Skills -  Soft skills are also known as people skills or ‘’ interpersonal skills’’. It is the way we all interact with other people. There is an examples of soft skills:
· Communication
· Flexibility 
· Leadership 
· Team work 
· Time Management 

  Hard Skills –  According to the Maund, ‘’ Hard skills are those skills which is included 
  such as education, work experience, knowledge and also a level of expertise ‘’
  (Maund,2017). Examples of hard skills like typing, writing, math, reading and ability 
   to use software programs. Down below I will give an examples of hard skills: 
   
· Knowledge in foreign language  
· A degree or certificate 
· Speed at typing 
· Machine operation 
· Computer programming 

Both of these two skills are important and required for the skill set when you making a application for a job interview. However the hard skills alone won’t be enough to help you to get the role. Both skills are very important, as employer know that way you are not only practically well – equipped to deal with the role, but also you will be able to work in teams and deal with other elements of the job.

 Personal SWOT analysis  
In my personal SWOT analysis I will try to identify my strengths, weaknesses, analyzing my opportunities and threats. I will be discussing what I have already achieved and what should I improve to achieve all my goals.
  STRENGHTS                                                     Weaknesses 
 Work experience                                                                                   Lack of education  
 Proficient English                                                                                  Easily getting distracted 
 Team worker                                                                                          Disorganized   
Opportunities                                                  Threats     
 Poor English language                                                                          People with fluent English do way
                                                                                                                                 better than me. 
Lots of chances to communicate                                         Not good at standing in a crowd 
with native speakers                                                            not good at meeting new people
Opportunity develop skills                                                   Lack of training                                                                                                            

                                                                                            
 

Personal action plan 
 In this chapter I will be discussing about what Academic and Employability skills I need, for me to
 became a Police officer and what skills I already have and skills I still need to improve before I join
 Metropolitan Police. 
  
 Skills need to be improved for becoming Police officer 
 As I have mentioned earlier on, I do have some experience working in hospitality which is the
 key if I want to be a Police officer, one of the requirements for joining Metropolitan police is 
  excellent customer skills, communication, team work skills, problem solving skills, 
  organization skills and etc. 
  
 Police officer requirements: 
 Academic Qualifications - To be eligible for recruitment as a police constable you have to hold 
 GCSE qualification in English language at the grade C or above or also a Higher level 
  academic attainment or overseas qualification.  
 Age -  For application to be successful the age had to be 18 or over.
 Business interest -  It must be declare any other employment or any business interests you 
 intend to maintain.
 Criminal records -  For ideally you cannot have a criminal convictions, but if you do it depends 
 of the age and nature of the offence.
 Health requirements  -  you must be able to cope with physical and mental demands of the 
 Job, and also the eyesight have to meet the criteria where you can see 6/12 and 6/6 and etc.
 
  Joining a Metropolitan police will give me an opportunity to develop the skills and experience 
  to become fully-fledged police constable, also it gives me an opportunity to gain Certificate 
  in Knowledge of Policing (CKP) and continue through my probationary period which is takes
  two years. It is an amazing opportunity to work with officers who have years of experience, 
  knowledge and skills once I prove I am capable to work on my own and have right skills then 
  I will earn independent patrol status and after two years of probation will be confirmed as a police constable on appointment.
   


Conclusion 
There is no doubt that academic and employability skills are very important for us to find a good job.
All those skills I have discussed in this report is the key what employers looking from the right candidate.  All employers not only want people who are good at programming or numbers, 
but also employers looking from hiring employee good communication skills, teamwork skills,
problem solving and decision making skills, organizing skills and that is what I call soft skills.
They want a right candidates who can bring benefits and success for the company. 
Through my research I summed up eight employability skills that mostly needed by the companies,
and I made my personal SWOT analysis based on employability skills and self assessment. After all I made my personal action plan and also I presented what skills I need to have and improve to become a police officer and police officer requirements. I will stick to the plan and I hope that it would help me to improve my employability skills during my study life in university and apply for police officer job once I graduate. 
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