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Introductions

Academic and employability skills helpful for both professionals and non-professionals to achieve and take part in different jobs and also to further your career. In this report I would like to analyse and show the way of different skills. Also, I am going to write about personal development and achieving multiple new skills for future employment. I will also demonstrate and write about referencing that I have learnt from this model. I will use references from the internet, books, websites, journal article and more. I will write about soft skills, hard skills or employability skills and also would like to discuss about my personal development plan of my career which will help me to achieve and grow in the business industry.

What is a skill?

Since I started my University, I learnt different skills like communication skills, problem solving skills or planning skills and more. Different employability skills should be able to help me be more successful and developed for better opportunity on job sector. Academic skills are important to know how to write an essay or assignment how to use paraphrasing or communicate at an academic level. Also, I learnt in class how to use my summarising skills. 

Soft skills and Hard skills I possess:
Soft skills and Hard skills are needed to work in any type of company. These skills help create relationship with colleague and create a good atmosphere. These skills help to be more successful and achieve more in the future. I would like to show individually what is my soft skills and how can I improve better. 
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Figure: Soft skills
Some soft skills are:
Time management: This is an area within which I know I need to improve myself. I need to priorities what is important what need to be done and what can wait. This university helps me learn how can I decide different between which is important and not important. 
Stress Management: As I am working in Dental Clinic often can be stressful as we have lots of pressure on us to help patient who are in pain. Most people in pain cannot react or speak appropriately causing undue stress in my workplace. How I able to manage this stress is by explaining and giving as much information as possible to the client hopefully easing the clients stress level.
Communication: “Communication is an exchange of facts, ideas, opinions or emotions by two or more persons.” (W.H. Newman and C.F. Sumer Jr.) I can say I am good at communication as my job is to communicate with patient in the dental clinic. I believe every communication way I am able to learn more and more every day. 
International skills: The ability to work in a multicultural community for example living and working in London and speaking multiple languages myself I use these skills on a daily basis. London is a cultural hub in Europe with every nationality working and living together. 
Public Speaking: University helps to improve my public speaking as we need to do presentations and exam exercises. If I have enough time, I can say I am very good at public speaking but I need to make sure I have knowledge about the speech and topic otherwise I can go blank and not remember everything I am supposed to be speaking about.
Leadership: "Leaders are individuals who establish direction for a working group of individuals who gain commitment form these group of members to this direction and who then motivate these members to achieve the direction's outcomes.”
- Conger, J.A. ‘Learning to Lead’ San Francisco: Jossey-Bass (1992, p18)
Conflict Management: 
[bookmark: _Hlk28877836]“Present ways to resolve conflicts in the workplace, as well as their strengths and weaknesses” – Proksch, Stephan ‘Conflict Management, 2016’
Decision Making: Working and studying helps to improve my decision-making skills as I need prioritise my work/life schedule. 
Hard Skills
Hard skills are teachable and measurable abilities for examples writing, reading, math, computer software and more. These types of skills help to improve your working skills and develop your knowledge. Hard skills and soft skills are both important for any job interviews. Hard skills included the specific knowledge and abilities required for success in job.
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Paraphrasing: A paraphrase is in your own words, but you must change both the words and the sentence structures of the original passage.  In addition, a paraphrase can contain brief quotations of significant language. A paraphrase is specific and should not be selective.  Since a paraphrase normally deals with a very specific portion of a text, the paraphrase should include all the elements of that portion. A paraphrase is roughly the same length, and even sometimes a bit longer, than the original passage.
Summary: A summary is in your own words, but some key words may not be able to be changed.  However, a summary can contain brief quotations of significant language. A summary can be selective.  You can omit ideas that do not pertain to your purpose for summarizing as long as the omission is not a distortion of the meaning. A summary is much shorter than the original passage.
Transferable skills:
The reason that I applied for University is to learn and improve my transferable skill set so when I start my own company, I will be able to lead and teach my future employees. 

Communication
There are four main communication types which we use on a daily basis. These four main communication types are Verbal, Nonverbal, Written and Visual communications. Since I started the university, I can say I learnt more about communication and how necessary they are in my life. I am using all 4 communication types daily as my work place require high communication level in verbal and nonverbal way as well. 
Model of communications:
Shannon and Weavers model of communication
Berlos model of communication
Schramm model
Working with team
University taught how important to learn working with team. I used to be a handball player so for me working with team the best way to achieve and motivate myself to be a best I can be so this benefiting my team members as well. 
Time management
Similar to the concept of time, there are varying opinions amongst secondary data authors regarding the definition and role of time management. For instance, it has been noted that “time management is about taking charge, carefully, consciously, purposefully – not shrinking from difficulties, but engaging them” (Kristan, 2010, p.4).  Moreover, some secondary data authors also note that “time management is not an end itself. It is the means to an end. When linked with setting and meeting goals it provided a way of getting really high achievement out of individuals and others with whom they come into contact” (Pearson and Thomas, 2010, p.49).
Time management for me one of the most difficult skills as can be affected by environment so most of the time I have to adjust my schedule accordingly for example using public transport, traffic, accident and more. I am trying to manage to be on time mostly as I leave earlier or check before a leave so I am able to plan my journey. Not just environment can affect the time management it can be personal as well, for example Sickness. 

My own skills analysis
SWOT analysis
	STRENGTHS 
· my communication skills
· my can-do attitude 
· hard working 
· working with team  
	WEAKNESSES 
·  time management 
·  trusting in people
·  multitasking 

	OPPORTUNITIES 
· university 
· promotion in the workplace 
· self-motivated  
	THREATS 
· the language barrier 
· Brexit




My strengths are communication skills and working in a team environment, as my workplace require it. Since I started university this is the biggest opportunity as I am able to benefit and improve my workplace. My weaknesses are what I look to improve upon for example, time management and trusting people. I mean trusting people as my weakness to believe that the information I am receiving is correct and true. My threats are language barrier and also Brexit, as I am not from England so English is my second language. Brexit brings the potential for me to possibly have to leave the United Kingdom. 

Personal development plan 
Personal Development Plans (PDPs) are discussed during performance interviews and have become popular tools in structuring and organising the employee’s learning which is assumed to improve performance. (Austin et al., 2005)
My Personal development plan consist of small targets if I can complete them all I will be able to reach my goals with confidence. I believe personal development plan is very important for every person because if you would like to achieve your big dream you need to build your small targets to guide you to fulfilling the goals you set for yourself. See my personal development diagram below.

	Goal Area
	What are my goals now
	How to achieve my goals
	Support and resources to fulfil my goals
	Target or milestone to achieve my goals 
	Duration

	Education
	I would like to start an accounting course and finish my university diploma
	I already enrolled in the University and I am looking for the accounting courses
	University
	I would like to pass the university diploma and after start the accounting course.
	Maximum 5 years

	Career 
	I would like to open my own company

	I started university
	Education
	Finish my university and start to work in a company
	5 to 8 years duration

	Confident
	I am confident to achieve my goals

	focusing on my targets
	my studies
	reaching my targets, I will fulfil my goals
	5 years

	Personal life
	I would like a happy work-life ratio 
	completed my university and find job of my dream 
	my family and partner
	wait and see the outcome of Brexit
	5 years







Conclusion

From this module I have learnt useful and practical knowledge for academic and employability skills. I have done lots of research method which helped me understand and clarify academic and employability skills. These skills are important if I would like to improve myself and benefit me to find a better job and to the benefit of all future employers. I need to focus on my education to strength my weaknesses and fortify my strengths. This paper has and shows all of the skill sets within which I am able to utilize for my benefit for my future targets and goals.
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Hard skills

Learnable and presentable skills,
knowledge, and qualifications

Soft skills

Character traits; personal, interpersonal
skills

* Language knowledge
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* Communication skills
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