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Title 
Academic and Employability skills for the workplace. 

Task
An analysis of relevant employability Skills that you have, or need to develop in future to gain credibility in search of employment opportunities.
 
Introduction
 In this report, I will be talking about my knowledge and understanding of employability skills which I have learnt and the usefulness of the skills I would like to explore at the workplace. I will also mention about the different kinds of skills I am able to acquire during my learning. Moreover, its concept and application with practical implementation of the skills in the workplace, to write a reflective reports on the skills I have learnt.
I will also like to reflect on my skills gaps and talk about the way I might improve on these gaps.
 
I have learned about paragraph and sentence structure. Paragraph is a group of sentences about a single topic.  Therefore, in this assignment I will apply the basic information about the sentence structure. I have learnt an idea about the importance of organising sentences.  This will help me how to arrange sentence on any report in the workplace. 

In the first week of this module, I learned about different types of skills, which I would illustrate in categories. 

· Employability skills 
· Time management skills 
· Thinking  skills 
· Personal skills
· Interpersonal skills 
· Communication skills 
· Research Skills 
· CV writing skills

Employability skills 
Employability skills are a set of skills and character which are necessary for every job. It is typically considered essentially and increasingly necessary for growth in the modern workplace and at any level within a business environment.

Time Management:
 
I have learned about time management skill. This is good because it will help me to manage and use my time better, help me to decide and being able to plan for better achievements on a particular job schedule. Time management is paramount in the individual business and daily endeavours. It creates less stressful atmosphere, better productivity with effectiveness and good  professional reputation.  It also generates more opportunities, gain important life and career achievements. For instance, when an individual in a team of group or in an entrepreneur fails to manage its time effectively, it could have some very undesirable consequences. I have also learnt how to manage my time and how to avoid procrastination; e.g., leaving things or decisions too long undone.  And I believe 20% of my first writing would account for the next 80% of my work. Having self reflection. It is also important to be time cautious for your business to grow.

Thinking skills
 Are the mental way of applying when we try to make sense of new experience. However, it is the enablement to gather each new experience. 

Analytical Thinking: Analytical Thinking: Is a component of critical visual thinking that enables problem solving in a quick and effective manner. It is the way and how you feel or think in your heart about something or someone,  [eg. I feel this class is big or small……….I think the number of chairs in this class are too small]. However, it is the way by which you think in your heart about something. It allows you to think and break down difficult problems into resolution.  For instance, if an argument or a conflict comes up in an organization or workplace, analytical thinking skill is applied to find a lasting solution to it.
Critical Thinking: This is different from Analytical thinking that I have mentioned above, it is the skills to think clearly about what to do or what to believe. It is the ability to engage in your reflection on what to do. This enables a particular person  to understand and logical connections between ideas. Critical thinking is making reasoned judgements that are logical and well thought out. However, critical thinking consists of different stages. 
    [1] Curiosity thinking: This is a desire by which  to get into more understanding about something,   seek evidence-based being opened to fresh innovative solutions.
    [2] Scepticism thinking: This is having a friendly questioning behaviour  about new ideas that you are 0pened to and not minding admitting  everything that is said.
    [3] Humility thinking: This is to believe that your suggestion  and beliefs are wrong when seen with new convincing report that states otherwise.
 
[bookmark: _GoBack]Communication Skills: I have learned how to develop in my communicating ability. This will help me to know how to communicate well in difficult situations and dealing with aggressive behaviours. It will help me increase in business vocabulary, presentation skills and effective speaking. In addition, I have learned about communication skills which is the ability to listen, process, develop and sustain a logical argument. It will also help me how to handle conflict effectively in difficult situations. Communication is simply defined as the sense of communicating  effectively with manager,  staff and the entire colleagues at work school or any organisation. It does not matter which industry you work in, workers in this 21st century must be able to effectively send and receive messages in person, email, social media and as well via phone. Good communication skills has helped me get employed, been able to have promotions, and being successful in my career.
 
Personal Skills: This is the ability to maintain an appropriate personal appearance and attitude, self-esteem and self confidence. In this skills, I have learned about individual  priorities and to manage my time effectively. Ability to be responsible in every area of my discipline, being able to structure and evaluate my own learning. It is the skill that pursues to be open minded and flexible in the development of new skills and understanding to be actively engaged in the skills I have learnt. And this would be practically applied in the workplace. 
Interpersonal Skills: This is the skills to build a good relationships and interact with other people. It will help me to be able to work with numerous of different people in the workplace. It will also help me to work in several places at different levels, priority and different cultures. The enablement to spread, build rapport, obtain and achieve more understanding of different people. Problem solving and analytical skills, including logical reasons, proper interpretations, innovative and creativity.
I have learnt to be able to make logical decisions, and ability to apply decision at a group and personal level. Moreover, I have learnt the ability to be independent and demonstrating good and personal motivation and time management.
 
Research Skills: I have been able learned about research skills. This is good because it will help me to know how make my researches on my work in during my assignments and when necessary . And I have also learned the differences between the qualitative and quantitative research methods.
Qualitative research: is a primarily exploratory research.  It is a process of trying to get more information about the quality of a research. It  is also used to develop an understanding of  underlying factors, ideas and motivations. It gives an understanding basis of problems or helps to develop and evidences for a credible qualitative research.
Quantitative Research: Quantitative Research is used to quantify the problem by way of getting numerical data. It is also to quantify attitudes, behaviours, opinions and other defined changes and generalise result from a bigger samples of populations. It is used for measuring data to get truth and exposes systems  in research. It is more preferable than qualitative data collection method.

CV writing
This is a short description  of one's ability and qualifications, prepared attributes by an applicant for a position 
Applicants for the fellowship are asked to submit a curriculum vitae. Online available/www.merriam-webster.com. You need to arrange your writing in a professional presentation for the employer to be attracted to read content of your writing. There are two types of CV. 
1. The general CV 
2. The job focused CV 
Your name and email address should be written by the left hand top of the CV. You then continue to let your employer know the position you are vying for in your application. Write a little about yourself, talk about your previous employment, more details and skills you have developed. Your ability to work under pressure, problem solving. Write more skills you have in your ability.
In addition, you would have to convince your employer why you should be employed. 
Ending your application with “Yours faithfully”

Job interview 
Job interview a is process by which you are called upon after probably being selected through your CV submission. 
In your interview, you will start by introducing yourself, how hard working you are, plus experience and skills. What are your strengths, your weaknesses and how you want to be better in this skills. You should be able to convince your employer why you should be employed, what makes you so special, what are your goals. You will talk about how you want to develop yourself. But don't be too ambitious. 





Conclusion 
In my own opinion I realize that it is vital for students, to have the opportunity to study academic and employability Skills. I have learnt about different types of skills. Learning this has helped me in the area of my improvement. Giving me the ability to exercise the skills acquired in academic and employability skills. I have learnt about improving my skills in the workplace, especially in the area of problems solving and the decision making. Moreover, I have learnt more and it has given me more knowledge in different skills. This has helped me also to improve in my learning. I think my lecturer has impacted on me to have more confidence in the listening and learning skills. Learning different types of skills from other people around me in the workplace.
 In addition,  I was able to learn how to investigate, prepare and produce materials in printed or electronic literature like text books, journals, e-books and e-journals concerning different types of specific subject matters or focus area and create a complete referenced like Harvard referencing, properly organized academic information. Furthermore, I am able to express my studies, using identified  representations of evidence. Investigation and current finding in a selection of arrangements on a choice of employability, and to use normal management skills, usually gained through learning   experience, gather information and evaluate criticism towards delivery. This has exposed me to a lot of professional challenges which I have been able to find solutions.  Furthermore, by carrying out my professional ability like good communication skills, time management, thinking skills, problem and decision making, I was competent of putting the body of rules, ideas, principles, and techniques that apply to a subject of interest and increase on new ideas through my research  on Academic and Employability Skills.
In addition,  I will like to improve on my time management skills and research method skills. This would be of help to me in my further studies. 


References 
Karen, A. et all. (2013). Research-informed teaching from a risk perspective. Online Available:https://www.tandfonline.com/doi/abs/10.1080/13562517.2013.795937?journalCode=cthe20. Last accessed 24th of August, 2018. 
Snape, J (2016). Managing different people. Online Available: https://cpdinstitute.org/. Last accessed 24th August, 2018.
Brien, O (2015). Deployment of an exploratory knowledge management framework. Online Available:https://www.emeraldinsight.com/doi/abs/10.1108/VINE-08-2014-0051. Last accessed 24th of August, 2018.
 Heggart. K, (2016). How Important is Subject Matter Knowledge for a Teacher. Online Available:https://www.edutopia.org/discussion/how-important-subject-matter-knowledge-teacher. Last accessed 24th of August, 2018.
 Hamlyn. P, (2016). Knowledge, understanding and skills. Online Available:https://learningaway.org.uk/impact/learner-engagement/understanding-skills/. Last accessed 25th August, 2018.
The Higher Education Academy. (2017). Developing Professional Skills. Online Available: https://www.materials.ac.uk/guides/developing.asp. Last accessed 25th August, 2018.
Maund, A. Schriek, M. and Tinkler, P. (2017). Skills for the Workplace Student Yearbook. London: Sage Publications. pp 4 - 54.
 Cottrell, S. (2010). Palgrave Study Skills, Skills for Success: Personal Development and Employability. Hampshire: Palgrave MacMillan. . 21 - 78.



 
 
  

 
 
 
 
 
 
 
 

image1.png
PRIFYSGOL Crhy——————
Y Drindod Dewi Sant

unveRSITY OF WALES
Trinity Saint David




