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This report seeks to evaluate the importance of Academic and Employability skills study. The first part starts by presenting the set of rules and styles required to write according to the academic English. It proceeds with an analysis of the methods used including researches and personal approach.  
The second part presents an overview of SWOT analysis (definition and personal application) followed by a personal development plan. In ends with a discussion focused on how these examinations may represent instruments to maximise positive aspects and improve negative ones.
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The importance of Academic and Employability Skills studies consists on a personal growth reflecting the increase of demand for well-educated labour force.

The vast range of skills provided can be grouped into 3 main dimensions:

1. Application of academic skills into real life situations.
2. The relation between employability skills theory and work dimension practise.
3. Following a specific professional path through the skills learnt. 

In testimony of these skills, academic and employability spheres witness how they follow one unique aim:
On one hand the analytic ability and the high level of written and oral communication enable students to get knowledge.
On the other hand, the application of these lead students to achieve objective within the competitive work context.

The comprehension and application of Academic and Employability skills and all the transferable skills learnt throughout the school years will help transitioning into the world of work. (Nyaega, 2018)
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High school and college classes normally use academic writing as default approach. This style follows standard rules that obtain the use of formal language; therefore, slang or contractions are recommended not to be used. Also, organised and complete sentences should be at the centre of the writer’s attention. Academic writing differs from language to language meaning that words, grammar and the organisation of ideas follow a different structure in English. Such skills are taught to be applied in either academic or work career.

To gain good academic writing skills, one should wish to take in consideration two important techniques: Style and Flow.
(Brimley Norris, 2012) 
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When it comes to style, academic writing follows standard rules:

1. Written academic English does not contain:

· Contractions such as ‘don’t’ ‘can’t’ won’t’.
· Hesitation fillers such as ‘well’ ‘you know’ etc.
· Common expressions that are not appropriate in the academic context e.g. ‘carry out instead of conduct’. 

2. In academic texts, personal pronouns are not considered valid. Using an impersonal approach is the preferred style in a formal context. This, however, does not mean that pronounces like “I” and “we” make the piece of writing less formal. 

3. Verbs for written academic style should always be presented as a single verb.

4. A formal style must be adapted from the vastness of words in the English dictionary.
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The flow is referred to the fluidity of a text. To provide flow, the writer should:

1. be able to use linking words and phrases (e.g. therefore, however and all sentence connectors and phrase linkers).

2. apply rules of punctuation in the correct way.

3. use this/these + a noun to connect ideas.

 Complying with these rules, will make it easier for the reader to follow the text. 
(Oshima & Hogue, 2006) (Swales & Feak, 1994)
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The development of this report has been made possible by researching academic articles, journals and lectures during my time at the university and throughout the online lessons that we all had to adapt to in order to succeed in our assignments. 
While lectures gave me a solid foundation of academic skills and research methods, tools like libraries and Google Scholar have been an essential part of the journey through the development of such skills.
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Approaching what has been found with a critical eye, results in the deeper understanding of the subject making possible the creation of a discussion and a conclusion. I have only taken into account articles that I thought to be relevant and from reliable sources by reading and elaborating their meaning. Developing a critical eye is fundamental to research just what matters. It was also important to learn how to develop a critical eye through reading as many articles as possible that treated the same case so to have a broader view of the topic. 
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During this time, the use of physical libraries has been limited by the government in the effort to contain a further spreading of COVID-19. However, modern technology made available to students the use of specific databases also known as online libraries. Even though I personally found it difficult to use the university’s online library as my main source of information, I found Google Scholar to be a great substitute. Such tool gave me the opportunity to study the subject in deep applying the academic skills learnt during the first term such as paraphrasing. 
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SWOT stands for Strengths, Weaknesses, Opportunities and Threats. A SWOT analysis is the process of capturing information about one’s qualities which are strengths and weaknesses as well as external factors such as opportunities and threats.
Strengths: A personal strength is a positive quality which may lead to a successful career (e.g. successful sales ability).
Weaknesses: A personal weakness is an area of opportunity for growth. It is not necessarily a factor that influence in a negative way.
Opportunities & Threats: these are external factors that must be taken in consideration in order to succeed in any area of life. Opportunities are elements that can contribute to one’s success while threats are the ones that an individual must be ready for in case it occurs. (Quast, 2013)
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	Strengths
	Weaknesses

	· Friendly and well mannered.
· Good adapting abilities.
· Great listener.
	· Not entirely able to make difficult decisions.
· Disorganised.
· Not capable to manage a numerous group of people.

	Opportunities
	Threats

	· Career promotions available within my current company.
· Job positions matching my work field.
· Openness of more companies to the LGBT+ community. 
	· Better candidates.
· Increased competition.
· Economic slowdown due to COVID-19.


Table created by the Author
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A Personal Development Plan is a written report of self-reflection aimed to locate areas of improvement. This technic is used to accomplish academic, personal, or career-based goals by allowing the establishments of aims, detection of strengths and weaknesses and identification of room for improvements. This plan comprises personalised actions that can help the achievement of desired goals. In a PDP the author can insert what they achieved as well as all their future achievements, what needs to be improved in order to progress to the next steps and commemorate what has been done well. (Rolfe, 2020)

	Personal Development Plan


	
	Desired achievements 
	Current ability/ possibilities 
	Areas of improvements
	Skills needed
	Time frame

	Priority n.1
	Gender reassignment surgery.
	Saved some money for surgeries.
	Skills needed to save as much money as possible.
	Goal-orientation, self-confidence.
	2 years

	Priority n.2
	Degree in Marketing and Communication.
	Good understanding of modules.
	General learning of such skills
	Academic skills as well as learning skills
	3 years

	Priority n.3
	Progress in my career.
	Discrete selling skills.
	Managerial-focused mentality.
	Managing skills.
	5 years


Table created by the Author
	These two kinds of analysis work seamlessly when taken in consideration together.
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The Eisenhower box is a tool used to maintain a high level of productivity by strategically divide what is important and urgent from what is neither important nor urgent.

· Tasks that need immediate actions are classified as important and urgent.
· Tasks that can wait are important, but not urgent.
· Tasks that can be delegated are urgent, but not important.
· Tasks that will not bring significant changes are neither important nor urgent.

According to behaviour science expert, entrepreneur and writer James Clear urgent tasks are “things that you feel you need to react to.” And adds: “Separating these differences is simple enough to do once, but doing so continually can be tough. The reason I like the Eisenhower Method is that it provides a clear framework for making the decisions over and over again. And like anything in life, consistency is the hard part.” (quoted by Clear,2014)
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Attenuating to what the Eisenhower box states, it is necessary to eliminate all those tasks that distract you from your mission. (Clear, 2014)
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It is essential in the process of creating a personal SWOT analysis to be objective and impartial. Even though it is a personal analysis, the opinion of trusted people has occasionally been helpful to identify my strengths and weaknesses as well as using an introspective approach.  Once I have underlined my potentials and my disadvantages, I can work around them to find the best path to achieve my goals. I now know what I am good at and what I can improve myself on as well as knowing what the external ambient offers and what factors from such ambient may obstacle the success of my set goals.

 To succeed on these goals, the use of the Eisenhower box is advised and a good dose of willingness as well as self-confidence is necessary. Not only can these factors help the succeed of my goals, they can also accelerate the progress.

 Considering that academic skills are what the majority of employers in the 21st century look for in their employees, a candidate should know how to patronise such skills. As well as being proficient with their hard skills, valid candidates should be able to focus their attention on the soft skills listed below.

· Communication: the ability to communicate with firm writing and speaking skills. This is directly interconnected to teamwork and emotional intelligence.
· Teamwork: every role in an organisation require the collaboration between individuals.
· Emotional intelligence: the aptitude to recognise both personal emotions and the emotions of who is around.
· Digital literacy: one of the most essential skills in the 21st century to navigate through internet and technologic devices in general.
· Initiative: it is the skill that supports behaviours aimed at improving the company business.
· Time management: the capability to manage time in order to meet deadlines given.
· Critical thinking and problem solving: the ability to examine an information with an objective approach so to find a way to move ahead.

The difference between hard skills and soft skills is that the firsts are technical knowledge and training gained during life experiences and the seconds are considered personal habits that structure the work method. Hard skills and soft skills are usually included in cover letters and resumes. (Indeed.com, 2020) (ACTE, n.d.)
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[bookmark: _Toc38042957]At the beginning of the academic year, my knowledge on academic and employability skills was superficial. Acknowledging such skills has helped me develop a different mindset targeted on maximising the efficiency of existing skills and cultivate new ones that will help with the realisation of my future plans. I summarised this mindset in three phases: Creating solid foundations: this includes the understanding of desired skills. Holding concrete expectations by creating a personal development plan and/or SWOT analysis for instance. Meeting high standards is the union between knowledge and planification. 
The benefit of this mindset is that it can be applied in any area of life; may it be for academic, career or personal achievements. 
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Combine each pair of sentences with a subordinating conjunction. See board for options...

1. We eatbreakfast and make ourlunch.
We take the bus toschool.
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2. Jenna loves creative projects ke painting and acting.
Kenneth prefersto work on math and engineering pojects.
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Style and Appropriateness

1. Written academic English will not normally contain the following:

) Contractions (.. it did not would be used instead of it didn't; “they have
‘would be used and not they've.)

b) Hesitation Fillrs (i..er, um, well, you know ... which might be common in
spoken language are omited)

) Familiar Language that would not be appropriate in the academic conten. For

example:
FORMAL INFORMAL.
conduct carry out
discover find out
investigate Took into

2. Personal pronouns I, you, we tend not to be used in more forma writing (except
finletters etc.) Instead thestyle may be more impersonal. An introductory if or
there may begin sentences; passive tenses may also be used.

4) Compare the following explanations or definitions of economics;the first
‘informal and spoken, the second formal and written (from an economics
textbook).

Informal/Spoken

Economics? .. Yes, well, um .. cconomics is, 1 suppose, sbout people (rying 1o
et me sce ... match things that are scarce - you know — with things tht they

want .. oh yes, and how these efforts have an effect on each other .. through

exchange, I suppose.

Formal Written
o maics s the social science that studics how people attempt to accommodate:
Searcity to their wants and how these attempt ineract through exchange.

Exercise
The following sentences are mixed formal and informal. Write F (forma) or

(informal) next to each sentence.

3 The projet will be completed next year €

by 1 showed that his arguments did not hld wete. |

& 1 wonder why he put up with those terible conditions fo so long. |

%) Five more tests will be necessay before th experiment can be concluded. £
9 It possible o consider theresults fom a different viewpoint. ¥

) It been proved tht thesrgumens so fa re without foundation.\

) He'll have todo another five tess before hecan stop the experiment)

) it notcear why such terible conitions weretleraed for s long. |

3 Thereare  number ofrcasons why the questionnair should berevised. |

J) Well finishthe job next year.

'DAFormal and informal writing doc
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THE EISENHOWER BOX

URGENT NOT URGENT

DECIDE

Schoduo s timoto doit

IMPORTANT

DELEGATE | DELETE

Whoandoitforyou? | Elm

NOT IMPORTANT

“What is important is seldom urgent and what s urgent s seldom important.”
~Dwight Eisenhower, 34th President of the United States
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Basic sentence Structure and Building Sentences.
Worksheet 2

partl.
Place each prepositional phrase n the correct location to create  ogica sentence.

e b el v o

e c A
by the playground acroggthe | along the busy highway. on 10 ofthe booksnext g the frot |
street y & door

N HE ARG CORVEN weare growing many vegetables nd flowers.

Many cars break down W&%ﬂ&&
ulvie BAUGAIND XAcsp e There i ot ofnoise before and ater school.

Yinherited my biue eyes and bond hair 2\ v|_GEANDOTTReEL-

Jule lefta note for you

most employees have a week o vacation.

par
Comine each pair of sentences with ane of for, and,nor, bu,or, et, 0.

1. Kevinboughta new red car.
Redisn' his avorie color

T

2. Jennifer drves o school
Hersster drives home from school.

8o MO

3. They installed sola panels on the roof of theihome.
‘They can save money on their energy il

)

4. On Fidays, we have homemade pizza fordinner.
We go out for pizzaat Dominos.

Ut g
¥

5. Jilan gota speeding tcket this morning.
She was going 20 miles an hour over the speed I

b





