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[bookmark: _Toc28522012]Introduction
In the below report, I am going to write about the skills that individuals need for work, study, and every-day life. Including, employability, soft, hard, and academic skills, but there will be more skills under those sections to make it light the outcomes of the article. It will contain my personal (PDP) – Personal Development Plan, SWOT analysis and an example from Mind Tools Analysis to help the reader to know me a little better. My point of view is that some skills we have been born with which came through genes, but we also have other skills that we improve from childhood to adulthood, during exercises, studies, tasks, sports, facultative programs, and works. The shortage of essential skills can cause different types of issues and difficulties when we apply for a job, willing to go to university or college, but even in social life as well. To understand the advantages of having knowledge and experience for those skills can make our life more comfortable and much more successful.

[bookmark: _Toc28522013]What is a skill
Although there is more definition about this question, but the following description can cover in high percentage and gives for the reader an appropriate meaning. A skill is a capability or aptitude to perform a job, piece of work, or exercise with set results, which often limited by time and energy or both. Most of the skills are need specific environmental inducements and different kind of circumstances to be able to evaluate the level of them. To integrate into the modern economy, individuals need a wide range of skills. There are three wide categories to methodize the skills, and these are human, technical, and conceptual. (Wikipedia Contributors, 2019). 
According to the above section, I would like to share my own experience. When I encountered difficulties, tasks or new challenges that were over to my limit, I had to use different methods and techniques to find solution and resolve them. It means those skills that related to the situation were increased automatically.



[bookmark: _Toc28522014]What are employability skills
Employability skills are those skills that make a candidate for the most suitable person to a vacancy. Employers are seeking job applicants with supposed soft skills and hard skills. There is no doubt that experience and education can increase the eligibility for a job application, but nowadays employers looking for skills that we can use in any job or employment sector which skills go further than qualification or knowledge. These are the building blocks in any career, and transferrable to any sector, the so-called "soft skills " or employability skills. (c) Copyright skillsyouneed.com 2011-2019, 2011). 
According to the above definition, my primary employability skills are my professions, such as Security Officer and Chef (cook). These hard skills supported me to get a job in those fields. But I also gained soft skills during the years, and these abilities assisted me to get better positions. These are creative and critical thinking, leadership, working with a team, communication, decision making and time management. I will keep practising and continuously improve those skills. But there are more that I am willing to increase because these are my weaknesses, such as empathy, body language, can-do attitude, assertive communication and self-confidence in some situation. I also planning to change my profession to the business or finance sector. 

[bookmark: _Toc28522015]What are hard skills
Hard skills are those abilities that we obtain through previous training, study, online course, and experience for a specified work or job role. These skills are mostly occupation-related, and it can be relatively assessed by exams, trial or interview. But there is no exact proof for it. These specific skills are commonly described in a job advertisement. The below sectors are only some of the other hundreds, but the professions are coming out from these areas usually. For example, accounting, analysis, computer, bookkeeping, data, design, engineering, medical, technology, software, science, and so on. (The Balance Careers, 2019)



[bookmark: _Toc28522016]What are soft skills
Soft skills often call transferrable skills are those experience or knowledge that employers usually seeking and brings to the forefront when considering amongst applicants. Those skills typically are not technical or job-related. A broad range of skills belongs to this list, but the following line will contain only the most important ones. They include communication such as (speaking, writing, listening, reading), decision making, working with a team, time management, self-motivation, leadership, creativity and problem-solving, conflict resolution, and critical thinking skills. (c) Copyright skillsyouneed.com 2011-2019, 2012)

[bookmark: _Toc28522017]Academic skills
Academic skills are those abilities that we start to gain in school, college and university. These mostly start with communication which including writing, speaking, listening, and reading skills. Also, team working, time management, taking and retaining information, concentration and assessment writing techniques and effective note-taking. But there is more on the list, and it was only some example. There are many teaching methods that we can use to maximise the level of skills that we acquired during the academic years. If we are continuously improving these skills as a lifelong process, it can be very valuable and beneficial in the future. (En.wikipedia.org, 2019)
Regarding to the above article, I would like to share my own academic skills that I learned and gained in secondary and high school. Such as listening, reading, writing, team working, time management, self-motivation, positive attitude and usually I am very organized. I am good at listening and note-taking techniques, but my weaknesses are writing and reading skills.  I can take and save more information by listening and watching than reading.  The main difficulty is that English is not my mother language, but I will focus on studies to become an advanced learner.




[bookmark: _Toc28522018]Communication
Communication is a complex process. The ability to communicate clearly and effectively; therefore, deliver and receive accurate information are the most important skill in social and everyday life. We are expressing, and exchanging thoughts, ideas, feelings, emotions, and knowledge with communication. The process has three parts which are the encoder the decoder and the information itself. There are other categories to differentiate communication, and these are verbal or oral, non-verbal so-called body language, written and visualized. (c) Copyright skillsyouneed.com 2011-2019, 2011)

[bookmark: _Toc28522019]Verbal communication
Verbal communication is when we exchange words or share information in spoken or written format with one another. It can be face to face, through television, social media, books, and newspaper or magazine. To understand the importance of verbal communication can improve a good relationship with others. (Cleverism, 2016)

[bookmark: _Toc28522020]Non-verbal communication
The non-verbal expression is when we convey messages through our posture, gesture, eye contact, body movement and the distance between two people. Voice tone also belongs to non-verbal transmission, but for this, we have to use the verbal or oral platform to combine them. According to some studies individuals trust more in non-verbal communication rather than verbal. The importance of it started with Charles Darwin first publication in 1872.  He was the first person who studied and put in writing the evidence about it. This was the launch of further studies and discussions on this subject. (En.wikipedia.org, 2019)





[bookmark: _Toc28522021]Time management
Time management is a prioritising and preparing method for how to share time effectively between certain tasks. When the time is short, and the stress is high, good time management allows you to do more in less amount of time, thereby reducing the interference in your activeness. (Mindtools.com, 2009)

[bookmark: _Toc28522022]Teamwork
[bookmark: _GoBack]Although the concept as teamwork has no accurate meaning, it can be defined as a group of people who has the ability to work together. Group members have to be able to encourage self-confidence, perceive and meet each other's needs in a synchronized and combined work result.  According to Mcintyre and Salas (1995), the main point of team performance is teamwork. And success highly depends on how the team behaves. There are four critical behavioural characteristics to consider to create and form group work: efficiency, control, closed-loop communication, and back-up behaviours. (Sciencedirect.com, 2019)

[bookmark: _Toc28522023]Academic specific skills

[bookmark: _Toc28522024]Referencing Plagiarism and Note taking
Referencing means when we use ideas and researches of other authors. This support can give us different concepts, but we have to respect the other writers and cite them in the article or mention them at the end of our assignment. When the source relies on public information, it means anyone knows that therefore referencing can be avoided.  Otherwise copied words from books, articles, or other sources, especially quotation we must use referencing to steer clear of penalties.  There are two types of referencing we use, the text-citation and the entry (also known as the reference list). (Owll.massey.ac.nz, 2019)
Plagiarism is an act of using or submit other person work. Including copying files, paragraphs, researches, sentences or similarly paraphrased only change a few words without corresponding permission. It can be avoided by citing and referencing the sources or put the exact words in question marks. (Owll.massey.ac.nz, 2019)
Note-taking is a process to take data from another source. It can be the same word or sentences but only the essential part. These sources usually come through oral discussion. Such as from events, lecturers or phone calls. (Wikipedia Contributors, 2019)

[bookmark: _Toc28522025]Academic writing and Research
In academic writing, following the rules to meet with regulations are required. Assignments has different structure, context and style. The purpose of academic writing to inform the reader and not tell or express another person opinion. To write a good essay or report requires essential academic skills, and we have to improve them continuously by practising and learning. Researches are those sources that we use for our essay or report, including books, websites, articles or journals.

[bookmark: _Toc28522026]Paraphrasing and summarising
To deliver and forward other person message or idea through our own words, but keep the original meaning call paraphrasing. (Study.com, 2019)
Summarising is an operation to take out the important meanings from a book or article. It can improve the understanding of the whole section that we are reading. (Mindtools.com, 2019)









[bookmark: _Toc28522027]Personal Development Plan

	
Goals
	
      Prioritising
	
                   Time
	
               How

	
     
Degree
	

3
	

            Until 2022
	With hard work and lot of study. Also continue to practice the key skills for the academic life.

	
 Own  business
	

   4
	

            Until 2023
	Set up a plan. Also using the knowledge from academic years. Can do and positive attitude.

	
Losing weight
(1 stone)
	

           2
	

          Until 2020 May
	Following my own exercise and food plan. Also look up new styles as well.

	
My own house
	
       5
	

             Until 2025
	
Good credit history
Well paid job

	Improve skills and knowledge predominantly for the University
	

       1
	

I started already, and I am doing as a lifelong process.
	

Study, courses, tasks, exercises, lecturers.






[bookmark: _Toc28522028]Swot Analysis
Swot analysis is a method to assess our business or personal situation for different circumstances. To answer for the below questions can give us a lighter picture from the current state. We can change the questions for considering with our needs. It is just an example.


             
	                      Strengths
What do you do well?
What uniqueness you draw on?
What do you or others see as your strengths?
	                 Weaknesses
What could you improve?
Where do you have fewer resources than others?
What are others likely to see as weaknesses?

	                     Opportunities
What opportunities are open to you?
What trends could you take advantage of?
How can you turn your strengths into opportunities?
	                    Threats
What treats could harm you?
What is your competition doing?
What treats do your weaknesses expose to you?






                                                                         


                    
                   Idea and example questions were taken from, (Mindtools.com, 2019)

[bookmark: _Toc28522029]Conclusion
In this report I demonstrated through examples what are the most essential skills which are profitable for our career and advantageous in academic life. Success never comes easy, but the good news is all the skills are acquirable if we spend enough time and make effort to learn them.
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Communication Skills — self Assessment Inventory

Communication Skills Self Assessment

J&0 3414

Please tick the box under the score wi yich you
feel best describes

1.1 am open minded and am willing to change
my viewpoint based on the valid opinion of

others

2.1 prepare for all communications and think N
things through before 1 speak
3. 1 always tailor my message to suit the
person(s) I am talking to
4. 1 find it easy to listen to what other people
have to say without interrupting
5. 1 am good at making eye contact with
people when I.am talking to them
6. 1 am not intimidated by situations where I
must communicate with difficult employees
7.1 am confident when I talk to people and
speak clearly without mumbling
) .- 8. 1 am good at getting my point across in a
clear, concise manner without waffling
9. 1 find it easy to concentrate on what others
are saying and don't lose my focus
10. I don’t start planning my response whilst
the other person is talking
11. 1 don't think that my opinion is the most
important in the room
12.1 only speak up if I have something
valuable to contribute to the conversation and ><
1 avoid talking just for the sake of it
13. I make a conscious effort to match my
body language to the message
1 want to convey
14. 1 am good at reading the body
language of others
15. T can keep my cool when talking to other
people even if I feel angry about what they say
16. When other people in the group are quiet,
1 encourage them to contribute
17. 1 don't shout and point at people when we
have a heated conversation
18. When group discussions get heated, I am
N~ good at keeping everyone calm and 3 >(
on the point
19. I feel comfortable
holding meetings
20. 1 am good at summarising the key points
of conversations which I have with people
Column Score (number of ticks x rating)
Overall Total (five column scores added)
Result:
76 -100 : You seem to have good communication skills
51 - 75 : There is a good foundation there
- You have a lot of work to do to develop your communication skills
?

wKR R AXK XX

e

Not like
all
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On a separate sheet of paper, summarise your strengths and areas for improvement with regard to
your ability to communicate. Look particularly at your fower scoting answers and this will give you
some indication as to what aspects of communication you need to focus on.
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In-class exercise 1: Paraphrasing (Oct 2019)

student Name: _POZBRRT IJEME S studentip: AA03IAL4L

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolWrs four
years to limit abusive practices. Ao .
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

%A&W
1) There will be a few changes around in the office. (announce)
The boss _OAASAM ¢ ¢ _Ala sk 4o il (e Bowme adbeqehonin the office.

2) He doesn't write to me as frequently as | wanted. /
Iwish be woull (ke ko wie maore O,S,J‘CV\

3) We were concerned about her health. /\”) ¥
We had some_uomce A obren % Qo (Polon bt ug‘ “,\,6_2&52_/
Wo~y 44 i ;)MQ/
4) You weren't careful, so you made so many mistakes. (had)

If Yo WG bod WRem. wiong cwd«,& IS=IN wouldd mot Mo many mistakes.

5) The council cut funding so we could not provide free parking.
Because of 1&,{, echn e L w+ Gued +ou Faomel ol ddopordd, voe cotld ust
e foer T
6) His proposal was a failure as it was too theoretical. (relied)
His proposal 82¢edh. o & GowA 4y omiico & D‘QQ:QJY&Q Lok Cn uo&q L\)M e
JRMMH@L&VWM N\
7) It was Mary who ole mOongy:
He accused Mowes lo be Sholoin MA-ON.M.)\

) Il d\\d/oke %{mwb ht. (although)
8) He seems well-educated. However, he's not very bright. (althou M
S M/%fi

A%\kﬂt\ by Oy mot bMMf\' fe Loods Ulhe @idrenos

9) Universities place the burden of understanding plagiarism and ttr\d ution conventions onv

students.

The responsibility for ’:*wd.u\}ﬁ \J> (Axo\nw\r’l'a wndan> a.mo( MWW 0-«0[
Al Qo klow of AN bnf o -

10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby's birth. (third) /
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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