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My name is Oana Cristina Ilau and on this report the topic I will be discussing is  Academic and Employability skills, my understanding and my personal skills analysis .
A skill is the ability to do something well, to be capable to do something well. Skills can be used in many forms as capability, aptitude, competence, cleverness, etc.
Skills are classified as three types :
1. Transferable/Functional
2. Personal traits/Attitudes
3. Knowledge based
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                                                                    (Globalstep,2018)

Transferable skills are also called portable skills and they can be taken with you from job to job. Many people already have portable skills like strong communication or organizing and those can be strengthen or used to make new ones.
All the transferable skills can be an advantage on a job research adventure
Having good communication skills is very important as  employers are looking for (Yate, 2018)individuals that have good communication skills as it is  a benefit for their Organizations in order to be able to speak  and write in many contexts, how to read body language and how to talk in different ways.
Personal traits/ Attitudes are personality characteristics that are developed in childhood or through life experience as being patient, diplomatic, results-oriented, independent, etc.
Knowledge based are information of specific subjects that was accumulated during education, training or on job experience (Yate,2019)


Employability skills are abilities that a person need to have in order  to be employable (Central,2019)
A person employability depends on the knowledge, skills and attitudes and how to use and present those benefits to the employers.
Based on a UK Research here are some of the skills that employers are looking for (STEMNET, 2019)
1. Communication and interpersonal skills 
2. Problem solving skills
3. Using your initiative and being self- motivating
4. Working under pressure and to deadlines
5. Organizational skills
6. Team working
7. Ability to learn and adapt 
8. Numeracy
9. Valuing diversity and difference
10. Negotiation skills (Careerblog,2019)
Communication and interpersonal skills is the potentiality to explain what you mean in a clear and concise way through spoken and written language and to have the ability to listen and connect to people and to act fast on instructions.
Problem solving skills is the ability to understand a problem, finding the issues and to use your experience and knowledge to find a solution to solve the problem.
Using your initiative and being self – motivating it the potential of bringing your own ideas that can become realistic, and also to have strong personal drive and do not wait for others to tell you what to do next.
Working under pressure and to deadlines is the capability of handling stress that may occur at the work place or the pressure that a person can be exposed to during deadlines. 
Organizational skills is the ability of being organized and always on time with plans to meet targets and deadlines and to be on track with the progress of work.
Team work is the necessary ability that a person need to have in order to work with other individuals from different cultures and origins, to be able to share knowledge and information to achieve the same goal.
Ability to learn and adapt is the virtue of being enthusiastic and open minded about your work, to recognize a mistake and to learn from it, the ability to mold for every situation.
Numeracy is an important skill as it is needed in most situations in life but also a must have when you work with other people in order to use data and mathematics to support a point.
Valuing diversity and difference in the ability of knowing the concept of diversity and what is the benefit of having it, and also to be considerate about the needs that each individual may have.
Negotiation skills is being considerate about the feeling and needs that a person have and to express your requirements in a way that a person can not get emotional or to feel hurt in any way .    
All the skills that have been mentioned above are very important for an individual to have when working in contact with humans as it is very difficult to please every person that have different needs.
Being considerate and giving to people options for their circumstances is more than being a good employee is being human above anything else.
According to Doyle(2019), Soft skills are the personal qualities that a person have, communication skills and the way that a person interacts  in relationship  with other people. Soft skills are alike emotions, an ability to ” read” others
Soft skills are interpersonal skills and are very  hard to identify and evaluate as communication skills, listening skills, adaptability, work ethic, positivity, attitude, motivation, conflict resolution, empathy skills, etc.
Soft skills are beneficial for almost every employer as many jobs requires employee that interact with other individuals
Soft skills are very important specially in costumer based jobs as a person need to have soft skills when interacting with clients ,to be able to listen to them and provide that costumer with helpful and polite service
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                                                    (Popspoke,2019)


Hard skills are knowledge achieved through education such a college, course training ,certification program, qualifications and many more
Hard skills are job specific and are usually shown on job description
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                                                (Creately,2019)

Soft skills and hard skills are both very important in the workplace  to be able to achieve a successful result.

My own skill analysis 
I believe that I have strong soft skills as I am always careful when speaking to others specially being considerate about everyone background or personal circumstances. I always treat people with kindness and place myself on other people shoes and thinking to treat them the way I would like to be treated by others because being kind and polite do not cost anything but make a major difference in humanity and specially  works as a great example for the future generation 

My hard skills are also contributing to my skills folder as I have a qualification in Hairdressing Level 2, a qualification as Nails Technician, a diploma in Science and a bag of experience accumulated from the many jobs I have had since the age of 17
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                                                     (Johnson,2016)

Personal SWOT Analysis
Strengths : 
I am a good negotiator, I am good at identifying problems and solving them or finding solutions, I am a quick thinking person
I have great skills in both soft skills and hard skills as I am always positive, dedicated, kind, polite, respectful and also my qualifications come as a matching glove with my soft skills
I am dedicated to my job and everything I do I fulfill with passion 
I am a self motivating person and I like to take initiative in my projects and I have achieved most of the time my targets .
Weaknesses :
I am not patient in some occasions
I sometimes loose track of my way
I am not always persevering
I sometimes  loose interests in something too quickly

Opportunities :
I could use my strengths to improve my weaknesses therefore my soft skills as being kind and polite could be very useful to help balancing with  my  lack of patience and also to accept that people share different opinions even if they are not always right
I could expand my qualifications by attending another course of beauty to complete my list of qualifications in this area, and also to continue my studies in business management to learn how to become able to open and manage my own business using my skills

Threats:
On this particular part of my own SWOT analysis I must mention that I also have two children and I must schedule my time according to their time and needs, therefor to achieve the success I am dreaming for could take longer that expected
I have also prescribed glasses which could become a major problem in future as I will get older and my prescription will get higher, and not at last my anxiety attacks come o the way when I am under too much pressure.

Academic Skills is all about helping an individual to learn how to become a successful learner, to help expand the researching  and studying  skills and also to bring out the full potential of a person. Academic skills are also transferable skills which can be taken to the a work place as example communication skills in  speaking and writing 
Time management is the process of dividing the time for different activities, organizing and planning the time efficiently  to make the most out of it and to achieve your goals fast .Good time management skills helps a person to work smarter achieving more work done in less time and not harder by achieving less work and working harder and longer time.
Team working  skills
· T - Together 
· E - Everyone 
· A - Achieves 
· M - More (Doyle,2018)
Team working skills is the ability to work with others, to share and accept opinions, to share your ideas and potential with others in order to achieve together a goal
Here are some good team working skills as organizing and planning skills, decision making, problem solving, communication skills, feedback skills, conflict resolution, and many more
Communication skills is the ability of communicating effectively. Communication is the act of transferring information from one person to another.
Communication can be verbal  as in person communication, presentation, speeches, and non verbal as writing (books, magazine, emails). Having good communication skills can help a person in all aspects of life from professional life to social life (Note,2017)
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SKILLS: Goal-directed, well-organised behaviours acquired
through practice and performed with economy of effort

HARD SKILLS
Rule-based
Technological/scientific
Industrial/mechanical
Tools/techniques
Specialised
Procedural/methodical
Replicable
Predictable
Tangible

SOFT SKILLS
Experience-based
People-related
Attitudinal
Behavioural
Non-domain-specific
General
Trans-situational
Non-technical
Intangible
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Personal SWOT Analysis
(use these prompts to help you)

Strengths Weaknesses
?
Wi}a? e What's not so hot?
Skills o
What could you improve?

Talents
Personality Mental blocks
Achievements Missing skills
People that can help you Personality

Opportunities Threats

With those strengths, what
could I do that I'm not doing
already? e.g

Future studies

Further/Higher Education
Career

But what could stop me? e.g
Obstacles

Accidents

Peer pressure?

Drugs?
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Soft Skills to put on your resume

® Patience
® Motivation
e Flexibility
e Drive

e Active Listening





