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[bookmark: _Toc28888148]1.0 INTRODUCTION
The purpose of this report is to show how Academic and Employability affects productivity in lifestyles and in the workplace. Everyone has a special skill, no one is left out and each one of those skills has a special use in the company whether they know it or not. Some people find it easy to see these skills from others whereas some skills come from within a person; to find them is good but to develop them is hugely profitable. Most people even end up not ever knowing about a skill that they have had until it becomes too late.

[bookmark: _Toc28888149]2.0 SKILLS
Skills vary from time to time depending on what is being attempted to be done. For example: there are skills where you already know and is something done with the best of your ability; whereas there are other skills that are not there, but they can even be taught to do specific jobs. Here you will read more about this in full detail: 

[bookmark: _Toc28888150]2.1 WHAT ARE EMPLOYABILITY SKILLS?
All sort of jobs not only require experience, but they now require employees to have a skill of some sort to back up what they can do in the workplace. These Employability Skills are skills that could be transferable to any sort of job out there. For example: there are general skills that could transferable from when you are working as an events co-ordinator, hotel cleaner and a kitchen porter. This is what makes you thorough employee because managers expect most people to have employability skills flow in their lifestyle. But they do have an eye for that, so if an employee stated that he has a skill but lies, managers can see right through that due to their own experience. This splits into two different sections: soft skills and hard skills.

[bookmark: _Toc28888151]2.2 HARD SKILLS
Hard skills are included when talking about employability skills due to the fact that these skills are teachable in the workplace. But what separates it from soft skills is mainly because they are only job focused. Most recently, employers are going to consider prospect for employees with whom have the enough experience with the specific skills that are required to do the job. For example: you go to a job interview to work as an engineer, but you have only worked all your life as a waiter. No correlation in the skills of either counterparts which would not help either parties in the situation and employers do not vouch for this to happen. This will help the employers out greatly both economically and with the workflow due to no training having to be done to teach new employees what is needed to be done. So these hard skills do have a requirement which is that the more experience, the more skills could be developed for certain job roles to boost productivity and raise customer satisfaction.

[bookmark: _Toc28888152]2.3 SOFT SKILLS
Soft skills on the other hand is on the other spectrum showing that no matter the experiences that you have from work and/or school, these are transferable skills that help to get opportunities because they can be used in any situation. These skills are useful; yes in the workplace; but it is used in our everyday personal life as well. Most of it integrates within a term called Interpersonal Skills which in face is another way of saying people skills. There is a great difference between soft skills and hard skills. One of the main differences is that the other majority of employers want to hire people with aspirations as part of their staff. To decide this, managers are looking for people who they can see improving in the work environment and those who have potential in developing their skillset. All prospects need to do to gain their experience is start at home by growing in Time Management, Team Working and Communication.

[bookmark: _Toc28888153]2.3.1 TIME MANAGEMENT
Time Management is an important soft skill that is needed to be learnt in your day-to-day life. It is something that us humans do unintentionally because we were taught to manage our time from school and our parents. When to do our homework, separate time for hobbies, when we can go out to play, etc. Even our desire to be punctual to places counts towards our time management because we are using our time efficiently to be well coordinated. Things like that shows that is was always inside of us to do it, but this does not help us in our adult life; time management needs more improving because there is so much to do as an adult but so little time to do so. Which is why Morgan, 2017 states that good time management is when you can conduct our time to the point that it is done without feeling under pressure. Here is a method in which can help to manage your time (Refer to Appendix 1). This is the Eisenhower Decision Matrix. The way in which this works is that you write yourself a list of all the tasks that are needed to be completed and this is then separated into four different sections depending on how urgent and important they are. You can use this in a home situation and the other key area you can use it is at a workplace environment where you can delegate some work to people under your leadership.

[bookmark: _Toc28888154]2.3.2 COMMUNICATION
This soft skill is very different to the previous because it opens to various sections. Communication is each act of transmitting information to a person. It is another thing that we unintentionally because communication is a part of our lifestyle unless of undesired circumstances. We all have conversations be it verbally or even through instant messaging. Verbal communication is the most obvious form of communication out there and it revolves around four areas; writing, speaking, listening and reading. In a life perspective, everyone needs to have the ability to understand what is going on and be able to give out instructions when the time comes. And most of us do express ourselves through the interpretation of movements. This is part of the non-verbal communications; this is the exchange of information through non-linguistic means. By it saying non-linguistic, it means without the use of words albeit other methods that could be used such as through aesthetic, physical, signs and even symbols. Sometimes a little bit of both works in some circumstances. Most people even prefer to talk face-to-face to another person instead of writing to them due to being able to hear their tone of voice and see their body language.

[bookmark: _Toc28888155]2.3.3 TEAM WORKING
Now this is the hardest soft skill that there is because most people do end up struggling with performing with other people. Teamwork is when activities and tasks are executed by a group of people to reach an objective to which everyone is committed (Courses.lumenlearning.com, n.d.). People do prefer to work individually because of others incapability to do work for themselves. But companies and businesses now are looking for people who can function well as part of a team because they are understanding that the best work is done in a group because you can obtain all the essential skills and knowledge from every single one of the participants of the group. Work is done at a quicker time when more people are doing their part. The only problem with teamwork is the loose ends; the people who do not participate, because if one fails to collaborate, it will ruin the process.

[bookmark: _Toc28888156]3.0 SWOT ANALYSIS
SWOT analysis is a framework where you can find out the internal and external components that could potentially impact a person, a place and many more things. SWOT stands for Strengths, Weaknesses, Opportunities and Threats. According to (Rouse et al., 2019), SWOT is the main analysis that companies use because it helps them prepare for future outcomes and accelerates initiatives that could better company results. There are few times that you can even use this to evaluate yourself so that you can see what you can do to improve it. If you look at Appendix 2, you will be able to see that there is an example of a SWOT analysis of my own personal components. It is noticeable that there are a few threats and weaknesses that needs to be worked on. Once every section has been filled out, you can use them to try and bring improvements upon your life and what needs to be changed according to this.

[bookmark: _Toc28888157]4.0 Personal Development Plan
Personal Development Plans are used so that people can organise their goals and objectives in a very well organised manner. Setting goals and objectives are always done by people but the information to how you are going to get there is always being left out. There are steps in which are needed to be followed to be able to achieve what you are hoping to achieve. This can be used in our every day lives and can be followed by companies in a more extensive method. My own Personal Development Plan can be found as Appendix 3 at the back of this report. This shows a few of my objectives that I want to achieve in the future and showing what I will be doing to achieve each one of them. It is very useful because it is a great way to measure everything out and then you would have them written down so that you do not forget.

5.0 Research and Note-Taking
When attempting to follow on at university, it becomes very difficult to comprehend what lecturers do say and leaves the student struggling for most of the term. This could be highly preventable if the student decides to take some notes during the lectures even if he does not understand them. This will allow the student to have one source with him and then use them to find other sources by researching the topics that they could not understand. They could find this through the use of accurate websites on the internet related to the topic which is the most common method; however there are methods in which can be found in a Library of some sorts.

6.0 Referencing and the Avoidance of Plagiarism
This is a very key area when it comes to doing assignments. Everyone had opinions and some knowledge, but examiners do not only want to see that. Everything always needs to be backed up otherwise it would not be authentic and agreeable. Without references, it would just be an opinion about the matter. Refencing all the places that you have used for your assignments is important to cite because you must be using your own words about the matter. To be able to use referencing effectively, you would have to make sure that you are not stealing the ideas of others but using them to support your ideas. Harvard referencing is the main method to use which follows a very specific way. 

7.0 Paraphrasing and Summarising
Whether you are using information from online sources or books as referencing or not, it is important to make sure that it is completely different to what it states in those sources. This is mainly to encourage the use of your own words to write instead of just sending work done by others. If you are thinking about not summarising or paraphrasing, do not do that because many schools and universities now have a system that recognises many sources out there which would catch you out. 

8.0 Conclusion
From what is shown throughout this whole assignment is the fact that there is an important demand for skills in everyday life. Both areas of Academic and Employability include so many to which that it is a necessity to have. Some of the skills are compatible with each other and correlate meaning that what you learn in school, ends up being useful in our everyday life. So keep all this into consideration.
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Appendix 1: The Eisenhower Decision Matrix
(Luxafor, 2018)

	STRENGTHS
	WEAKNESSES

	· Photography & Editing Skills
· Lots of Work Experience
· Charitable
· Motivated
· GCSEs and AS-Levels
· IT Knowledge/Content Creation
· Time Management
· Digital Marketing
· Speak Spanish & English
	· Slightly impatient
· Low Qualifications


	OPPORTUNITIES
	THREATS

	· Work offer, but need qualification
· Offered to go live in Spain
· Studying Certificate HE Skills in the Workplace
· Technology is taking over, making IT and Social Media an increasing market
· Young enough to still go to University	
	· The market is ever so increasing that competition for job roles is increasing too
· Time is a key threat because by the time I will be looking for work, it will become very hard to get a job


Appendix 2: SWOT Analysis
(Created by Author)

	What are my Objectives?
	Where am I now?
	Where do I want to be?
	How will I get there?
What actions will I take?

	
	
	
	What?
	When?
	Who?

	Finish University
	Doing Foundation Course
	Graduating
	Continue studying to best ability
	By 2024
	Me

	Get a stable job
	Studying
	Working
	Study and graduate
	After finishing studying
	Me

	Get a family
	Single
	Married
	Wait for the right person
	Sometime soon
	Me and future wife

	Get a home
	Living with parents
	Paying rent
	Work hard
	In 6 years
	Me


Appendix 3: Personal Development Plan
(Created by Author)


Appendix 4: In-Class Exercise 1
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Appendix 5: In-Class Exercise 2
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Appendix 6: Paraphrasing and Summarising
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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 your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and gui
Marcus Aurelius focused a surprising-amount.of his energy on mastering self-leadership. Sudmann has found

this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to he aware of your shortcomings; leaders need to know all of their biases, predilections

and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differentw?'ﬂm_ewm)@u can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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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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Summaries (taken from Study Skills for Academic Writing: Trzeciak &Mackay)

Read the text and then look at the summaries.
Which of the summaries is acceptable?

Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
rising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,’ said Acting Secretary of Education Ted Sanders. ‘But
when you take earnings into account, debt should not be a hardship for most
graduates.’

F:Moming Mats & admin 2013\ Academic Writing'Summary writing\Choose correct
summary.doc
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Students are borrowing more money to finance college education
compared with 10 years ago but, when they graduate, their loan payments
&"\j)@ “L\\ are taking up a smaller percentage of their salaries.
@g#v A A half of all graduates borrow some money, according to figures from the
I\ w[zﬂ US Dept. of Education, up from 34% in 1977.
" ¢ The government has been deliberately shifting the emphasis from grants
« to loans, and more students have been forced to take out loans because of
rising fees.

)& Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
JX\/’ smaller percentage of their salaries 50% of all graduates borrow money,
€ according to US Dept. of Education figures, compared with 34% in 1977.
(@‘m/) The government has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

5( More money is being borrowed by students to finance college education.
& Half borrow some money, compared with 34% in 1977, according to

\/,,7 US Dept. of education figures. The government has emphasised loans
‘J o rather than grants and rising fees have forced students to take out the
s former. However, when earnings are taken into account, the debts should

not be a hardship for the majority of graduates.

than in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Government policy. However, the proportion of
earnings needed to repay the money is smaller.

M “d) More students (50%) are taking out loans to finance college education
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summary.doc
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/pataphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. "25% of adolescents who have one baby have a second baby within two years of the first baby's birth

25% of babies are born to mothers who are adolescents.
One out of four adolescent mothers has another baby before the first baby reaches his second

birthday.
c. A quarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. Ithas been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
__ soon own 40% of the country's wealth.
(}.) 40% of the country's wealth is in the hands of only 1% of Americans.
99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
@ When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict. X e}
c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
(B) Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves. /
c.  Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems. /
Martha feels that writing about adolescent problems is worthwhile.
. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

»

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now. e
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3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of

extra water.
OA2_<lod
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4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932.

5. Awoman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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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 chocolate producers four
years to limit abusive practices.
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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.

1) There will be a few changes around in the office. (announce)
The boss _avanounc Aot somp  omredaiedy  wil & ool © in the office.

2) He doesn't write tOJne as frequently as I wanted. \/
Corvicar

Iwish _he ogmmwe o e o o veoyhevs degis.

3) We were concerned about her health. /
We had some _guestvony  abok gy wellbeng .

4) You weren't careful, so you made so many mistakes. (had) [/

If .aﬁ_lué_&;\rs«umu;_‘ e wouldn't bave mened jewr(E bo s0'many mistakes.
WMot e f R

5) The council cut funding so we could not provide free parking.
Because of _He cancilys \,,d‘)d ch, O e oy bove W gay b pork.

6) His proposal was a failure as it was too theoretical. (relied)

His proposal _re\, el en
] MoVl

7) It was Mary who stole money.

He accused MCA.rj Col: ‘-“I“"“j i e
¢ 7
8) He seems well-educated. However, he's not very bright. (although)
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9) Universities place the burden standing plagiarism and attribution conventions on
students.
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10) 33% of adolescents who have ore baby, have a second baby within two years of the first
baby's birth. (third)
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