


Certificate of Higher Education in Skills for the Workplace:

Broadening Horizons/ Changing Live



  

	Student Name:                   
	Saguira Laguiab

	Student Number:                
	1714252

	Module No:                          
	BMSK4001

	Module Title:                        
	Academic and Employability skills                                       

	Lecturer:                               
	          Peter Allien








[bookmark: _Toc533457380]Table of contents
Table of Contents
Table of contents	2
Introduction	3
Academic Skills	4
Employability Skills	5
The Module’s impact on improvement of Skills	6
Skill Gaps	8
Personal SWOT Analysis	8
Personal development Planning	11
Personal Action Plan	11
Conclusion	15
References	16




[bookmark: _Toc533457381]Introduction
Now the organizations are focusing on employable graduates to gain competitive edge and excel in the competitive market. They are emphasizing on employability skills. To cope up with the competitors, organizations are preferring to employ graduates that have wide range of skills that can be utilized in the work environment. Only academic excellence is not being sought after by the organizations. They want employees with multiple skill along with the ability to handle different roles responsibly. So, graduates must possess various types of skills required by employers to join the workforce. In this paper I will showcase the employability skills needed by employers in the competitive future job market. 


[bookmark: _Toc533457382]The impact of Module on the improvement of Academic skills and Employability Skills
This module has helped me to learn about various types of academic and employability skills and their dimensions. The underlying aim of this module was to aid the students to understand research strategies and technical and soft skills to facilitate higher educational studies and workplace capabilities.
[image: ]
Figure 1: Employability Skills
Source: (Tomlinson, 2014)
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Academic skills are the myriad of study skills that helps an individual to confront the process of taking in new information, assessing information, retaining information and organizing information (Tomlinson, 2014). There are various types of study skills. The renowned ones are mnemonics, concentrative technique, effective reading, efficient notetaking, etc. In the employment sector graduates have to apply these academic skills. For example, the management team in organizations use memos, letters and complex technical reports. All of these are written materials that the graduates will come across in their workplace (Trought, 2015). They have to equipped with the academic ability to analyze these constituent documents. But most of these are not emphasized within the learning of academy classes. Besides these the graduates have to apply their academic knowledge in various situation in their work career. These skills need to be tailored to the graduate’s exact career paths. For example, URP and construction students need to understand and apply geometrical properties appropriately for designing and implementing in building blueprints (Barcham, 2011).
[bookmark: _Toc533457384]Employability Skills
Employability skills are cited as the skills that are required to acquire and retain work in the competitive environment (Lin, 2014). In present times the term employability skills describe the preparation of an individual to develop skills for specific job or career. Employability skills basically comprise of (not limited to) adaptability, problem solving, responsibility, critical thinking, brainstorming, professionalism, ethics, creativity, teamwork, Proper oral and efficient communication, interpersonal skills, and usage of technology etc. (Tomlinson, 2014).
[bookmark: _Toc533457385]The Module’s impact on improvement of Skills
The module has helped me to develop the following academic and employability skills 
Teamwork Skills: At present business organizations require more and more people to work together for accomplishing a goal rather than emphasizing on individual working ability. This module has helped me to develop my teamworking skills by making me understand that working in groups can increase the speed of the work and brainstorming assists in creating better solutions for the company (Lin, 2014). 
Communication skills: I feel that the module has improved my communication skills a lot. As communication takes place in the organization all of the time. It helps to create better relationship with bosses and colleagues. It will also help me to interact with the customers properly. It helps to create efficient communication process which makes the customers satisfied (Marsh, 2012). 
Self-management skill: The module has helped me to integrate self-management in my skillset. As the organizations require employees that can  fulfill the work by themselves, self-management plays the primary role here. It helps an individual to work alone without aid of other employees or supervisor. This helps me to do my work properly (Lin, 2014).  
Problem solving skill: Organizations face various kinds of complications in the workplace (Tomlinson, 2014). Overcoming these problems requires solutions. Employees have to constantly come up with innovative and efficient solutions to the problems to maintain organizational performance. The module has helped me to instill my problem-solving skills which can help me to solve the uprising problems in the competitive dynamic workplace (Marsh, 2012).  
Organizing skill: An individual’s capability to commence work in proper sequence and order is called the organizing skill (Knight and Yorke, 2017). The module has improved my organizing skill that helps me to properly utilize limited resources by organizing the works properly. It helps me to become more efficient and effective in the workplace (Lin, 2014).
Planning skill: To accomplish a desired goal one needs to devise proper strategy and plan. The module has exponentially improved my planning ability as now I can plan beforehand starting any work. The planned approach helps me to face less complications and makes the work efficient. It also has improved my short term and long-term orientation that benefits the organizational operations (Marsh, 2012). 
Technology skill: In this modern age technology and electronics are advancing at a rapid pace. Technologies used less than two years are becoming obsolete overnight due to the rapid upgradation of technologies (Knight and Yorke, 2017). This module has helped me to understand the value of technology in this era of modern technology. The technological skills are important for me as they make my work efficient. The usage of computer and telecommunication system has made the workplace very efficient (Personal Development eBook, 2016). 
Learning and development Skill (Adaptability): One of the most important skill is the skill of learning and adaptation and development of skill. As the technology is evolving and every system is changing, Organizations have to make necessary development to sustain in the market. So, organizations require employees that can learn adapt to the situation to keep pace with the quickly developing society. These skills will help me to keep up with the ever-changing needs of the workplace and develop my skill and knowledge through learning. My long-life learning skills will benefit the cause of the company (Knight and Yorke, 2017).
Enterprise skills: The employment market is ever changing and employees changing jobs have to adjust to these organizational changes. The enterprise skills help and employee to properly adapt to the new situation. The module makes me understand the dimension of organizational changes during job shifts. It will help me to adapt to the new job when shifting from one job to another (Marsh, 2012). 
[bookmark: _Toc533457386]Skill Gaps
The organizations require various types of skill. The academic learning and the practical uses of these skills are not same (Gravells, 2010). There is a wide gap between these two dimensions. An individual cannot integrate these skills without personal experience in the work field. The skills have to be evaluated to understand the gaps that remain (Hind and Moss, 2011). In order to find out my skill gaps a personal SWOT analysis will help to reveal the faults within   
[bookmark: _Toc533457387]Personal SWOT Analysis
After identifying the academic and employability skills required by the business organizations. I have constructed personal SWOT analysis based on my experience and self-assessment (Trought, 2015).
	Strengths

	After assessing my skills, I have seen that I possess great teamwork and organizing skills. My self-assessment reveals that I have good humanistic encouraging and affiliative personality (Hind and Moss, 2011). This enables me to work organized and collaborate properly in a team. I can easily work along with people and collaborate with them. Besides I can lead the team also. I can properly assign and delegate work to my team mates and ensure that they complete the task while enjoying it doing too (Cottrell, 2016). 

	My self-assessment also provides that I am good at self-management. I can properly do any task delegated upon me without any complications. I can finish the works within the deadlines and properly (Hind and Moss, 2011). I can manage my time and complete work without being bossed by anyone. I properly sort out my tasks and complete them sequentially which helps me to manage my work properly and timely (Gravells, 2010). I am also good at planning and organizing my job. Before starting any task, I strategize and work after. This helps me to work efficiently (Baukens, 2017). I am also capable in adapting to the changes in the dynamic environment. I can willingly give effort to learn skills and familiarize my skills to new situation. Apart from the module I have joined English class and assessment Centre’s mini module to improve my skills (Cottrell, 2016). The thing I am really good at is the technology skills. I am a tech savvy and always interested in the latest technologies. So, I can easily adapt familiarize myself to new technologies and easily use them. Whatever the learning curve of new technology I can easily adopt it and use it properly (Gravells, 2010).

	Weakness

	My biggest weakness is I have no employment experience. I’m a bit weak in problem solving. When faced with critical problems I cannot properly evaluate its dimensions. I cannot ponder about every side of the problem thus cannot provide good solution to problems (Barcham, 2011). My communication skills are still weak and ineffective at times. As I am an introvert I feel really shy when communicating with people. I cannot interact with others. Often conversations lead to awkward silences. I feel really shy while talking to others (Baukens, 2017).

	Opportunities

	I can utilize the “Future” program of our institution to learn skills and enhance my skillset as well as develop my CV (Barcham, 2011). UK has a variety of job offerings that I can engage myself in. This will provide me with the work experience that I lack. This will provide me with overseas work experience which is reputable in the international  job market (Adair and Allen, 2013). The developing countries include BRIC (Brazil, Russia, India, China) have various organizations and these international organizations employ that they are more willing to employ graduates with overseas work experience. As I will gain some work experience while working in UK I can easily get employed in China as it is expected to become world’s largest human capital market in future (Baukens, 2017).

	Threats

	China already has a lot of people working there and a lot of overseas student and graduates are returning to china which might saturate the job sector and make the job market really competitive (Adair and Allen, 2013). Rapidly increasing technology is making the workplace efficient by implementing technology, but it is reducing the work of people. As a result, organization require less workforce than before. This might create scarcity of job posts in the future (Barcham, 2011).
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Personal development Planning
[bookmark: _Toc533457389]Personal Action Plan
After concluding the SWOT analysis I can understand my current position among other g and feel my situation (Adair and Allen, 2013). This analysis makes me realize that there are lots of skills that I lack, and these skills are really necessary in the workplace. So, in order to improve my skills, I make an action plan based on SMART (Personal Development eBook, 2016).
Personal Action Plan
	Skills to Improve
	Specific Actions
	Resources
	Measure
	Target Date

	Communication Skill

	Participating in the social activities of the institution. 
Making friends and interacting with them more frequently
Initiating in building relationships with acquaintances 
Overcoming nervousness while talking to strangers by engaging more with strangers

	English Club Programs, Interpersonal skill development Workshops.
	I can improve my English speaking, writing, listening and reading skills by engaging myself in the English club and also by enrolling myself in IELTS. 

	Christmas holidays

	Problem Solving Skill

	Engaging in business competitions and problem solving in idea generation competition more often.
I will apply to the opportunity for volunteer provided by the “Future” program which will help me to develop my problems solving skills through problem and assignment solving (Personal Development eBook, 2016).

	Assignment and competitions that offer problem solving and idea generation
	Successfully Analyzing the institution assignment requirements.
Accomplishing the required criteria of teachers in assignments.

	Deadline of Assignments

	Enterprise Skills

	Engaging in part-time jobs in school or voluntary organizations
Working in voluntary organizations
Becoming a volunteer

	Engagement in organizations that offer part time or voluntary work.
	becoming a trainee for any organization for 2 to 3 weeks.

	2 months to search and conduct the part time or voluntary work.

	Teamwork Skills

	Collaborating with other students to solve group assignments (Personal Development eBook, 2016).

	The group assignment and tasks given in the program. 
	completing the group work assignment.

	completing before deadline of group assignment


	Planning and Organization Skill

	Working in groups and planning before starting group work.
Arranging group study sessions
Organizing daily activities of the group work assignment

	Group works within the program. Delegated responsibilities in part time work.
	making plans every day and the completion of tasks

	Every Other day

	Self-Management

	Reflecting on own work after completion and evaluating and matching it with the teacher’s evaluations of particular skills (Personal Development eBook, 2016).

	Own tasks and responsibilities
	focusing on every task and using potential skills at its fullest to improve performance.

	at the end of semester.

	Learning Skills 
	Attending courses to learn new skills.

	Every organizational task.
	Engaging in various clubs and workshops for successful mastering of unique skills.

	Throughout the second semester


	Technology Skills
	Researching about the changes in technology and adapting my skills to the new technological skill demands (Personal Development eBook, 2016).

	Technological skill learning programs like photoshop, premiere pro, Adobe illustrator, Excel courses etc.
	Learning technological skills like photoshop or database or excel

	Throughout the second semester and Holidays
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Conclusion
 A good degree helps an individual to find good jobs is a common pigeonhole among the masses. But this trend is changing exponentially as the organizations now require people with multiple skills that aid the organizations benefit. Now a degree is not enough as the employers demand more skills from their employees. They just don’t require the academic skills, they also demand skills which are labeled as employability skills. In this paper we have showcased the academic and employability skills. These skills are the most important in the organizations. All of these 9 skills that I have presented I this paper play major role in the organizational workforce. 
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