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Introduction

The focus of this report is to analyse my own academic and employability skills. With rapid development in todays society, competitions within markets has become exceedingly competitive. Employability identifies the attributes an individual which forms the uniqueness of a person academically and within the workforce. Employment skills can be defined as the transferable skills needed by an individual to make them employable.Transferable skills are ‘Behaviours that can occur and con be developed in variety of different situation in order to perform well. Examples include time management, critical thinking and communication skills’ (Morgan, 2017). Employer often seek particular set of skills that can be transferred to other areas of the business. 

These skills are not only acquired at work but can also be picked up during our daily life as well as academically. For example, I have personally become more aware of my time management since start university, adhering to deadlines and completing work required of me in due time, has improved my time management skills. This skill is also transferable to a working environment. 

Soft skills are behavioural traits that a person hold, these include a variation of skills for example, attitude, communication adaptability, decision making, and conflict resolution (Doyle, 2019). Skills as such can be developed from university as well as the workplace. These are all traits that add to the success of an individual. The skills that would be discussed in this report are communication, teamwork, time management, and problem solving.

Communication skills

Communication is a medium of passing information for the receiver to decode and to understand. Every communication involves at least one sender, a message that is the content and the receiver to decode the content. (Maund, Schriek, Tinkler, 2017)

Communication is perhaps the most important skill set that an individual can obtain. Communication skills can be  broken down into several elements, but the key components are verbal, nonverbal and written communication. Verbal is the most common way people communicate when collaborating with others, individuals have to find the most effective way to interact with each other, as well as understanding and fulfil the goal of the team (Morgan, 2017). Nonverbal communication includes body language, gestures such as smiling, eye contact, and tone. Written communication is the ability to convey a message, through letter, email, report etc. Personally, this is my least favourite form of communication as sometimes the message can get lost in translation, sometimes giving off the wrong message. 

Being able to communicate effectively requires other behavioural traits in order to maximise effectiveness and attain one goal; being able to understand others, empathise, interacting with others etc. These are all positive attributes in dealing with other in group settings. However, this take time and work in order to positively deal with other, skills as such can be developed at university when group work is requires and also the workplace.

Ways that communication can be improved are by:

Use clear language: avoid using jargon, cater language to which the client can easily understand; conveying the information needed effectively.
Non-verbal communication: It is vital to be aware of body language for example, maintaining eye contact.
Empathise and listen: The relationship between service user and yourself is vital ly important. Empathy is the ability to understand what another person is feeling as well as being able to communication that understanding.

Teamwork skills

Teamwork is vital when working with colleagues and teammates, working as is team very common in different environments. A team is a number of people coming together to achieve the same objectives (Morgan, 2017). When groups work is required at university this skill is vital in the success of that group. Being able to collaborate with other people from different background and ethics can sometimes prove different, but as mentioned above the ability to adapt will determine how good an individual is at teamwork. A university teamwork is an essential component for the academic success of a student. Furthermore, the ability to work within a team allows the task to become easier as you are able to combine knowledge and bounce ideas off each other. 

Interacting among team members is the key aspect which can affect the whole performance because it helps the team to achieve the goal effectively (Maund, Schriek, Tinkler, 2017). Team work has become increasingly important for companies as well as academically. According, to Dr Meredith Belbin’s team role breaks down the concept of teamwork. He has identified eight roles formulated; which are as following: The monitor-evaluator, The plant, Team worker, The implementer, The resource investigator, The co-ordinator, the Shaper, and The finisher. All these play a vital role in the forming of a team (Belbin, c2020).

Time management 

Time management consists of controlling the time use to carry out each task, by planning and managing work load (Morgan, 2017). Time management can be broken into a few elements, prioritising, scheduling, task management, and delegation. Prioritising is the ability to structure the tasks that need to be done and undertaking those activities from most important to least important. Scheduling is also as important, tasks that need to be completed at a particular time of the day, this skill works hand in hand with prioritising tasks. Creating a to do list also help structure a day, this is a way of reminding yourself of the task ahead. 

Problem solving 

‘The ability to understand a problem by breaking it down into smaller parts, and identifying the key issues, implications and identifying solutions. To apply knowledge from many different areas to solving a task’. Being able identify a problem is the first solution to solving the problem. The framework for solving the problem is broken down into stages; clarifying the problem, establishing causes, developing options and making a choice (Morgan, 2017). 

Clarifying the problem: When working in group setting individual can run across stumbling blocked, this is a common issue when working within a group. A difference in opinion or poor communication can cause issues to arise when working together in any environment. First step to rectifying the issue is to identify and highlight the problem 
Establishing causes: In the 1950s two British individuals, Charles Kepner and Ben Tregoe, identified a decision making process which became a well-established framework for problem solving (Kepner and Tregoe, 2013). This theory helps identify causes of a problem, as well as where is occurrence of the issue may have come from.
Developing option and make a choice: Different analysis maybe take in order to establish theses issues, which can help identify if it was a failure in management or poor performance. The next stage is testing and verifying the probable cause (Morgan, 2017). 

Paraphrasing

To paraphrase is to rewrite what have been already written without changing the meaning or the structure, this is what is called paraphrasing. In order to achieve this, you need to read and understand the context that was originally write and change the wording. 

This skill is most important academically as it gives the reader an insight into the understanding of that student. This takes a lot of analytical skill as a student is unable to just copy and paste; but would have translate the information and interpret what the originally writer was trying to convey.  

Personal SWOT Analysis

Strengths

Good time management skills: I personally pick up this skill from become a mother as well as working a full time job. I have had years of experience with management my time according. I have also improved this particular skill while attending school, I has learnt the ability to structure my day in such a way that I am able to meet deadline and tasks.
Self management: At my current role I learnt the ability management myself as well as others in a team settling. I have been able to transfer these skills to benefit me academically. I am able to manage my workload accordingly, 

Weaknesses

Technology skills: With the advances of technology sometimes it can be hard to keep up with the new developments. A weakness I have identified keeping up with the new device. Within the work environment new software are always in developments so keeping up the new system can be difficult.

Opportunities

As a student I am still able to develop my skills academically, I am able to transfer skills in environment I am placed in. The job experience I already have would also be of great help when going out in the job market.

Treats 

Job market: Within the current climate the job market has been unstable this could be due to the government plans to  Brexit, there has been so much uncertainty as to how this move would affect us. Furthermore, my lack of IT knowledge would be at a disadvantage for me as companies have turned to virtual ways of conducting business. Even in the classroom school are using smart board and less is being done the old fashioned way.

Overall, all these skills are vital in everyday life; academically or within the work force, Self awareness is also important because it give you the ability to point out the skills you lack. The skills I intend on developing are me IT skills as I believe this would make me more desirable within the job market. 
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In-class exercise 2: Summarising (Oct 2019)

: .
Student Name: D] aSun mJoaﬂe bmb]aﬁtf?’&»ﬁtudent ID/Group: o8 (@]
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 I 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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