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[bookmark: _Toc28378350]Executive Summary

The purpose of this report will be to describe the essence and types of academic and employability skills and some of my experiences with them. It will also be reflective – it will outline my personal skills in those categories, using explanations and tools such as SWOT analysis and a Personal Development Plan. I will look upon areas in which I am already proficient and as well as that in others where I require more practice. The report will also explore how the discussed skills can be developed and why they are a useful asset to every person.
[bookmark: _Toc28378351]Introduction

In general, a skill is defined as ‘the ability to do something well; expertise’ (OUP, 2019). Within an academic environment it can also be defined as a credible ability that can be worked upon and developed further. Skills can be developed through experience in almost all areas of life. However, university is an important place where many useful abilities can be worked upon. This is because as a university student, one gains a variety of academic skills, most of which are also essential skills employers look for.
[bookmark: _Toc28378352]Employability Skills

Employability skills are defined as ‘a group of essential abilities (...) that is increasingly necessary for success in the modern workplace’ (Business Dictionary, 2019). In other words, they are the necessary features that an employer will look for when hiring people in their company. There are many of those skills which overlap with what is necessary for a person to be successful in their studies or academic career (Morgan, 2017, p.177). Employability skills can be categorised in two sections – soft and hard skills. Successful individuals who thrive in their studies, as well as their employment later on, will be displaying both types of skill well. However, there is a distinctive difference between them. The hard type consists of skills which are easily quantified. Soft skills are a lot more subjective and are usually associated with interpersonal characteristics (Laker and Powell, 2011).

[bookmark: _Toc28378353]Soft skills

Soft skills are ‘personal attributes that enable someone to interact effectively and harmoniously with other people’ (OUP, 2019). Skills classified in this category are transferrable and can be used in different environments. These include time management, skills related to leadership, problem solving, flexibility and teamwork. For example, I am good at problem solving. This can help me have easier and more effective communication with both customers and other employees. My ability to manage my time effectively can be very useful, as employers usually look for reliable staff to meet the demands of their business. It is essential for every employer that their workers can adhere to deadlines and manage a variety of workload efficiently. 
[bookmark: _Toc28378354]Hard skills

Hard skills are ‘teachable and measurable abilities’ (Gerencer, 2019). They can usually be developed and enhanced by using some appropriate training method. Hard skills include written communication, literacy, numeracy and ability to use various types of software. Examples of my personal hard skills include the level of proficiency in English language and as well as that my typing speed in written communication. These can be helpful when I am looking for a job as nowadays, it is important to know more than one language due to globalisation. Moreover, a lot of employers look for good communication skills over emails as that is the main method of contacting other businesses. 

[bookmark: _Toc28378355]SWOT analysis

SWOT analysis is usually used in businesses, but it can also be applied to the personal attributes of an individual to assess where they stand in terms of skill development. SWOT stands for strength, weakness, opportunity and threat (Verma and Verma, 2007). Below is my personal SWOT analysis:



· Increased competition for finding a job
· Brexit
· Increased requirements for jobs
· Various workshops at university
· Ability to contact career advisors
· Networking 
· I find it difficult to work with new technology
· It can be hard to lead a team in stressful situations
· I get stressed in interviews
· I am good at written communication
· I have strong listening skills
· I can manage my time well

This SWOT analysis helped me understand the internal and external factors which can either help or stop me from getting a job. It also made me think about the external opportunities and threats I should consider in order to achieve my goals.
[bookmark: _Toc28378356]Personal Development Plan (PDP)

PDP plans, on the other hand, are what the individual will create as a framework for the future based on what they already know about their positive and negative tributes. Below is my Personal Development Plan: 



	
	Short-Term
(next 3 to 6 months)
	Mid-Term
(next 6 months to 2 years)
	Long-Term 
(2 to 3 years)

	My Goals
	· Finish my Level 4 course in Skills for the Workplace
	· Be proficient in verbal communication in English
· Manage a few employees
	· Have my own restaurant

	Skills and Knowledge necessary
	· Time management
· Punctuality
· Referencing skills
	· Leadership skills
· Knowledge regarding pronunciation
	· Knowledge about marketing and hospitality

	Next Steps
	· Attending all my classes and assignment workshops
· Submitting assignments on time
	· English practice
· Attending workshops on leadership skills
	· Research the market in order to figure out the type of restaurant to open



This Personal Development Plan allowed me to think about my goals and set them in perspective. It also allowed me to make plans on the steps I should take to achieve my goals instead of wasting time just thinking about them.
[bookmark: _Toc28378357]Academic Skills

Academic skills essentially tell us ‘how to study successfully in order to achieve the best grades’ (Morgan, 2017, p. 47). Those are the sets of abilities which primarily university students focus on as they advance in their learning programmes. Another word for academic skills would be study skills. Examples of academic skills include time management, communication, note-taking and various other writing skills such as using formal language, researching, referencing, summarising and others.  All of the skills, regardless of associated difficulty in mastering, are essentials for student to employ in their studies and some of them are transferable, which means they can be used later on as useful employability skills.
[bookmark: _Toc28378358]General Transferable

Transferable skills are those abilities which can be used across different areas of life – for example, both in academic and employment endeavours. 
[bookmark: _Toc28378359]Time management 

Time management is ‘the ability to use one’s time effectively or productively’ (OUP, 2019). Nowadays, most people live a busy lifestyle and it gets hard to manage a big workload while also getting rest and pursuing hobbies. Therefore, in order to be successful, it is important that a person can manage their time well. This can mean creating to-do lists, calendars and a schedule for every day. Scholars have also suggested the method of setting SMART goals, which stands for specific, measurable, attainable, realistic and timely goals (Lawlor and Hornyak, 2012, p.259). Personally, I create a schedule in advance for each day and I keep up with it in order to do all my work and have time to rest. I am considering trying the SMART approach in order to be more efficient in my time management.
[bookmark: _Toc28378360]Team working

Team working is another essential skill, which is transferable in both university and the workplace. It consists of the ability to efficiently do work with a team of people. It is very important to get on with colleagues and course mates as work, such as big projects may be more efficiently done by a group rather than a single person. During my course, I had the experience of working in a team for a project we had to present in class. I gained valuable skills of negotiating with my classmates which part of the presentation each of us will do and creating the PowerPoint. This will definitely also be useful in the workplace as big companies usually involve working in teams.
[bookmark: _Toc28378361]Communication

Communication is vital for any activity within university and work, be it verbal, written, or expressed in another way. It also affects the demonstration of other abilities, such as leadership skills, teamwork and presenting (Morgan, 2017, p.243). During my course, I learned about various types of communication, and communication models. I learned that when communicating, it is also important to consider context and other factors to be aware of what can go wrong. Communication is at the very basis of both my job and my university experience.


[bookmark: _Toc28378362]Specific

Specific skills are only applicable to academic work.
[bookmark: _Toc28378363]Research and Note-taking

Research and note-taking are essential for producing assignments of good quality. The former is at the basis of being aware of the topic of research and its underlying issues. Researching also involves evaluating reliable sources, finding books and other information (Morgan, 2017, p.137). Note-taking can be difficult if one does not know how to do it. For example, I learned how to shorten things and not copy everything from the lecturer’s presentation. Instead, I write down what they say, and only important things which can help me later with my work.
[bookmark: _Toc28378364]Academic Writing

Academic writing differs from other types of writing. It is important to learn how to use formal language and sound professional in the assignments that have to be written. These skills include not using conjunctions and slang words. I learned how to do this in my course, but it will take further work to perfect it. 
[bookmark: _Toc28378365]Referencing/ avoidance of plagiarism

Referencing is ‘acknowledging the sources you have used in writing your essay’ (Greetham, 2019). It is mandatory for a university student to do it correctly as plagiarism, or presenting somebody’s work as your own, is penalised in academia. It is also important to be consistent in the referencing style used. For example, I have learned to use Harvard referencing and I normally consult an online guide to make sure that all of my in-text citations and reference list entries are correctly written.
[bookmark: _Toc28378366]Paraphrasing

Paraphrasing is defined as ‘repeating in your words what you interpreted someone else to be saying’ (McNamara, 2012). It is an important skill to use in assignments in order to avoid repeating what an author has said. It is also useful in verbal presentations, as it teaches the student how they can express themselves in their own words. In this module, we did various exercises in class, which helped me improve my paraphrasing skills and this helped me for my academic work.

[bookmark: _Toc28378367]Summarising

Summarising is to ‘give a brief statement of the main points of (something)’ (OUP, 2019). It is an important skill to have as academic essays are not long enough to talk about a theory in detail. Therefore, summarising lets a person put more points in an essay, while also explaining them to some extent. My summarising skills were improved by the exercises I got to do in this module, and this benefitted me in my essay writing.
[bookmark: _Toc28378368]Communicating and Presenting Information

In order to be successful at presenting information to an audience, a person needs to have specific skills. They need to be aware of the tone of their voice and try to be engaging in the way they talk, while presenting all the information needed in an interesting way. I got to practice this skill in a verbal presentation I had to do in my course, which was a very helpful experience of public speaking for me. It helped me overcome my fear and learn more about how to present.
[bookmark: _Toc28378369]Conclusion

In conclusion, there is a variety of skills a student gets to learn at university, some of them transferrable, while others mainly used in the academic context. Besides that, a student has the difficult endeavour of learning all these new abilities and gaining precious experience which they can apply later on in their employment. Personally, I have learned a lot of skills, which I am yet to improve and learn many more.
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v =, In-class exercise 1: Paraphrasing (Oct 2019)
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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 _ A n76L i cef Sorne cﬂtan/es *fo ér lorme in the office.
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I wish iq QS k. p1e maere Limes, as 'F @8 L wanted.
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Student Name: /l/eLf /06/0/2.0!///’ Student ID/Group: /f@ﬂﬁéé
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 guide others,
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 be 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 differently?” Write down your thoughts so you 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 amoment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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In-class exercise 2: Summarising (Oct 2019)

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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