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Introduction 

The present module will be concluded by an evaluation in which we have been tasked with writing the present report. The aim of this module was to create a better understanding around certain concepts such as academic and employability skills as well as testing our abilities of implementing these in the way of self-analysis. 
The assessment for this module includes a written part as well as the feedback we received after in-class exercises. 


Literature review 

In compiling the present report, we have used information which was made available to us in-class, such as the book written by Peter Morgan, The Business Student’s guide to study and employability. We also consulted a number of online sources which we found relevant to the subject, such as business articles, relevant for the area of HR. This information has been cited and referenced using the Harvard referencing system, according to the principles we learnt in-class about referencing. 

Key-concepts defined 
Before I proceed in addressing the requirements of the present assignment, I thought it would be beneficial if I would start with providing more information about myself and my educational and professional background. 
I am a young man original from Romania, where I spent the first part of my life. I then decided to try my luck in UK, where I have been living for the last 5 years. My educational background is in Automotive; I gained a qualification equivalent to NVQ level 3 as an automotive technician. However, I have always been attracted to cooking and I spent the majority of my spare time in the kitchen, trying to prepare different dishes and trying to combine different ingredients in an innovative way. 
I decided to make a change in 2014 and come and live in the UK. Since then, my life has changed for the better and I believe I gained important life experiences since then. I had to face a number of challenges, like the need to improve my verbal English, so that I can improve my working relations. I have been involved in the restaurant industry since I came to the UK and I have had different roles within different businesses. At the moment, I am working as a grill chef in a Turkish restaurant. 

In order to address the assignment’s tasks, I will start by defining key-concepts. 
Skills can be defined as “particular category of knowledge, abilities, and experience necessary to perform a job. Specific skill set areas include human relations, research and planning, accounting, leadership, management, and computer skills.” (Alison Doyle, 2019)
Basic skills – skills which are vital for a person in charge of doing a task/job. Examples of basic skills: communication skills, computing, numeracy skills, understanding others (customers, superiors, etc.) (MBA Skool-Study.Learn.Share, 2019)
Thinking Skills: mental attributes that are used in processing information:
1. Analytical thinking skills
2. Critical thinking skills 
3. Creative thinking skills 

1. Analytical skills are the skills though which analysis takes place, after information has been collected. They appear in situations where patterns are observed and information is gathered, with the aim of making decisions, based on multiple options. These skills can be put towards finding solutions to different problems, in a personal, academic or professional context. (Alison Doyle, 2019)
2. Critical thinking skills – these skills are used in information analysis and judgement processes. Critical thinking is done through evaluation, observation, research and concluding. (Alison Doyle, 2019)
3. Creative thinking skills: work as opposite to critical thinking skills and basically mean a more open and approach to situations. 
Both analytical and critical thinking skills play an important role in the academic study. Most of the assignments from year one will require students to use evaluations of materials, synthetize of evidence and information, check the accuracy of information. (Stella Cottrell, 2019)
Reflective thinking was defined as “Active, persistent, and careful consideration of any belief or supposed form of knowledge in the light of the grounds that support it and the further conclusion to which it tends" by Dewey. (Dewey, 1993) the definition gained a lot of popularity and it is still in use. 
Reflective thinking is used in academic study as most discipline are based on real-life scenarios and work-roles. Some of the benefits of reflective thinking are
· Ability to question situations and scenarios 
· Identify and work on areas of improvement 
· Address new situations and challenges 
· Ability to generalise and conclude 
Reflective thinking is based on observations, reflections, planning and actions. 

Skills can also be: 
Soft skills – cannot be quantified and involve personal abilities and capabilities. Examples: communication skills, analytical thinking, empathy, problem solving skills. 
Hard skills – can be taught or learnt through training, formal or informal. Examples: mathematics, accounting, use of different computer programs, etc. 
A distinct category of skills are the employability skills. 
As part of studying for Higher Education, we will gain skills which will increase our chances of being considered for roles with organisations. Most employers are looking out for potential employees who can demonstrate:
1. Resilience 
2. Solid communication skills 
3. Good organisational skills, including time management and team playing skills 
4. Planning skills, ability to undertake research work
5. Strong inter-personal skills (Rachel Swain, 2019)
SWOT investigation is a tool mainly used for business purposes but the recent developments in the area of HR have seen increased number of benefits in using the tool for personal career assessments, by taking a look at Strengths, Weaknesses, Opportunities and Threats. It has been utilized by organizations for a long time as a key arranging device, since it gives you an inside and out perspective on the association. SWOT examination are notwithstanding, similarly valuable on an individual level as an approach to distinguish zones for improvement, and as a feature of profession discourses. Its basic organization, and simple to-apply structure imply that it tends to be utilized in all respects effectively without help.
Analysis of my own skill, according to the SWOT framework:
Strengths
· Creativity, problem solving skills and capabilities of seeing the “greater picture”
· Good communication skills 
· Team-playing skills 
· Can work under pressure and to meet strict deadlines
· Ambitious nature 
Weaknesses
· Impulsive nature 
· Tend to take longer to organise myself 
· Tendency to overthink 
· Poor presentation skills 
· Limited command of written and verbal English 
Opportunities 
· Studying with the University of Wales is a great opportunity for me to improve myself on different levels and to gain formal qualification 
· Opportunity to learn new things about other cultures as a result of interacting with colleagues from different countries
· Opportunity to advance at my workplace 
Threats
· Limited spare time which I could use towards further reading and studying 
· Great competition at work and within the industry 
· Threats caused by a potential No-deal Brexit, which will have a negative impact on the food and restaurant industry 
· Threats from the same no-deal Brexit which can have a negative impact on my student finance 
· Unforeseen circumstances 

The above analysis has allowed me to develop a personal development plan. I will present this to my tutors with the aim of receiving guidance towards creating a better one. 
A personal development plan can be defined as “the process of setting up goals, based on analysis and reflections upon the findings of analysis, as well as a critical evaluation of skills and improvement areas” (Smith J, 2012)
	Goal 
	Objective
	Resources required
	Measurement
	Date targeted 


	Gain better command of verbal and written English 
	Finish the current academic year without any fails in my exams 
	Time 
Money 
Support 
Ambition 
Patience 
	Feedback for exams from my tutors and assessors
	End of the current  academic year


	Improve presentation skills 

	Gain more confidence in both public speaking and delivering presentations 
	Information 
Knowledge 
Practice 
Patience 
Support 
Commitment 
	Feedback after each presentation delivered 
	Beginning of the next academic year


	Improve academic skill-set 
	Improve overall academic performance 
	Time 
Commitment 
Further reading and research 
 
	Feedback from University representatives 
Self-assessment
	End of current academic year

	Improve understanding of Food and Restaurant Industry in the UK
	Get a better position at my workplace
	Training 
Time
Ambition 
Luck 
Support from friends and family
Commitment 
	Feedback from managers at my workplace 
	Spring 2020




The above PDP has been elaborate with the help of an online template. 
The SWOT analysis tool and the PDP I compiled above will help me identify a strategy for achieving my goals and objective. 
In his book, “The Business Student’s Guide to Study and Employability”, Peter Morgan, indicated that the most important skills in achieving success in the academic life are:
· Time management skills – ability to prioritise tasks 
· Critical thinking skills 
· Presentation skills, ability to work with others
· Leadership skills and ability to take initiative 
· Solid communication skills (Morgan, 2017)
[bookmark: _GoBack]Time management skills: The concept relates to the ability to prioritise and organise oneself in order to allocate the right time resources to the right activities. Time management skills involve planning, setting up goals and objectives, delegating responsibilities to others as well, prioritising, etc. (Prachi Juneja, 2019)
The skills listed above are extremely important for a good performance in both our academic and professional life. Effective communication skills are interlinked with teamwork, in reaching organisational goals and objectives. These skills contribute to creating and developing a positive work environment, which is found responsible for a boost in productivity and overall performance. 
In reaching this, managers play an important role, as they are usually the ones to define and set goals and objectives. They also enforce accountability, such as personal and team responsibility. Communications needs to be clear, so that employees are not confused about what and when needs to be done. In achieving clear communication, employees needs to also use active listening skills. Information transmitted needs to be consistent and usually, examples need to be given from the top. 
In terms of team performance, team members need to feel encouraged to express their opinions and thoughts, but only in certain ways, which promote a respectful and positive work environment. Team-building activities support the communication between team members as well as allow diversity and create partnerships. (TeamBonding, 2019)

Conclusion 
The present module has been very useful for us as it introduced new concepts and knowledge to us, which we will use in both academic and professional matters. I feel more empowered now towards making decisions, which will now be more informed. I feel that the areas of improvement I detailed above are important for my further development as a student but also my professional experience. As a result of elaborating the present assignment, I understood that I possess skills which supported my progress to date. I also need to create a development plan where these skills will be taken into account as continuous development does not mean only achieving new skills but also improving the existent ones. I will work closely with my tutors in finding a strong development plan, which will support all my endeavours, as well as review this periodically, in order to ensure its efficiency. 
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