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1. [bookmark: _Toc39615095]Introduction

The purpose of this report is to analyse several academic and employability skills. The employability skills which will be analysed are:
· Time management – as a skill, it can greatly affect productivity within a company, and analysing how effective it can be if utilised correctly.
· Decision making, albeit to a lesser extent.
To analyse these skills in more depth, academic skills will be used. These include:
· Academic writing
· Paraphrasing
· Referencing, and
· Summarising.
2. [bookmark: _Toc39615096]Employability skills

[bookmark: _Toc39615097]2.1. Time management
“Time management is the process of planning and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, and productivity.” (Wikipedia)
Time management is a way to keep track of what actions need to be done in planned times of the day. It is an important skill for employees, companies and students as it makes productivity easier. For students, it helps balance daily life, and is good for keeping mental health and avoiding unnecessary stress. For employees and companies especially, it helps to keep productivity at a stable rate.
Good time management will be very effective in getting tasks done, greater productivity, less mistakes because of less stress and many increased opportunities to achieve business goals, aims, objectives and all-around purposes.
Furthermore, this helps employees improve their organisational skills, which companies seek very often. A consistent, on time worker proves to be an asset in achieving goals for the business.
Following up on this, there are many time management tools, tips and suggestions used to give people a visual indicator on how their time is being used. For example, newer iPhones have weekly watch times, in which it tells a user what apps they used for the week and how long, even comparing it to previous data. Some time management tools are effective down below:

[bookmark: _Toc39615098]2.1.1. Pareto’s 80-20 rule

Pareto's Principle is named after Vilfredo Pareto (1848-1923), an Italian economist-sociologist, Professor of Political Economy at Lausanne, Switzerland, who first discovered and described the '80-20' effect. The Pareto Principle, or '80-20 Rule' (among other variant names) is one of the simplest and most powerful management tools on the planet.
Vilfredo Pareto first observed the '80/20' principle when researching and analysing wealth and income distribution trends in nineteenth-century England. Pareto noted that broadly 20 percent of the people owned 80 percent of the wealth.
These findings appeared in the book: “Cours d'Économie Politique” (see references for the book).
The Pareto Principle, at a basic level, suggests that where two related data sets or groups exist, there is an 80% effect for 20% of its causes. This usually means that it is an input and output example, explained below with examples:
· “80 percent of output is produced by 20 percent of input”
· “80 percent of outcomes are from 20 percent of causes”
· “80 percent of contribution comes from 20 percent of the potential contribution available"
In the case of time management, this can be used to imply that 80% of the effective productivity in the day comes from 20% of effort required. Therefore, the concept of “being busier in the day does not equal effective time management” exists, as it is harder to keep up with multiple things than to balance it and separate it.
University students can be referred to with this method. Outside of specific courses that require extended years, on average there is roughly 40 hours of in class lectures and a recommended 40 of personal research. Given students fulfil these time requirements, most students will easily be able to pass their modules with a good grade, and still have a lot of time outside of university, fulfilling the 80-20 rule.
[bookmark: _Toc39615099]2.1.2 SWOT Analysis

SWOT is a synonym for “Strengths, Weaknesses, Opportunities and Threats” and is a technique for assessing the four aspects of an employee’s productivity and work rate. While this is usually applied to businesses, people can also use this to see how useful they are to their workplace and build on improving themselves.
As seen in Fig.1, the SWOT analysis works as a matrix, split into internal and external origins:
[image: ]
Figure 1: The SWOT analysis matrix.
· Strengths – These are things an employee realises they do well or do something in a way that distinguishes them from other people of the similar job types. For example, an office worker might realise that they are very fast to process papers compared to other employees, or that their communication is excellent.
· Weaknesses – Characteristics that an employee realises puts themselves at a disadvantage or the company they are working for. This could be a slow work rate, procrastination, low consistency, bad time management, etc. 
· Opportunities – Refers to elements in the environment outside of the employee that they could exploit to their benefit. Being in a certain position in the company or business might hold multiple advantages for a worker.
· Threats – The opposite of what opportunities represent, that being which puts the employee at risk of being fired or threatens their safety within the business. A bad reputation might cause the business to be very harsh on a worker.
In relation to time management, a SWOT analysis can be used in any decision-making situation when a desired objective is defined. It is a simple but useful framework for analysing strengths, weaknesses, opportunities, and threats of an employee if they end up getting a lot of objectives to complete. It helps them to build on what they can do well and address what they are weak in to minimize risks. Effective time management will allow more opportunities to present itself and mitigate weaknesses and threats they may have.
[bookmark: _Toc39615100]2.1.1. The Eisenhower Method
Dwight D. Eisenhower was the 34th President of the United States from 1953 until 1961. Whilst being the president, he had to manage his time effectively, leading him to invent the world-famous Eisenhower Method, which is associated with time management to help prioritize tasks by urgency and importance.
“What is important is seldom urgent and what is urgent is seldom important.” — Dwight D. Eisenhower, 1954
The end goal of the Eisenhower Method is to filter the noise from someone’s decisions and concentrate on what really matters to the employee at the time.

The model of Eisenhower is shown below in Fig.2:
[image: ]
Figure 2: Example template of the Eisenhower Method
Eisenhower once said, ““I have two kinds of problems, the urgent and the important. The urgent are not important, and the important are never urgent.”
Like the SWOT analysis, the Eisenhower method splits tasks into four segments:
· Important and urgent: These are activities that are done daily. For an employee, this could be filling a daily quota.
· Important and not urgent: These are goals that will make a big impact, but the effect will not be seen immediately. It is recommended to set a time and date for these activities. This could be meeting a deadline.
· Not important but urgent: easily deceptive between importance and urgency, these could be tasks that a manager at a company doesn’t have to do but needs to be met. Therefore, these are delegation tasks.
· [bookmark: _GoBack]Not important and not urgent: While these may have beneficial mental health for workers, it is usually a waste of time and not needed. The minimalistic approach is to minimalize said actions, so it does not affect the other three areas, and getting rid of it is the suggested solution.
The Eisenhower Method is so useful that almost every business has some form of it when in meetings about the future of the business. Employees can use it personally to balance their work life and social life, whereas businesses can use it to effectively pinpoint problems or activities that are not giving advantages. It is a textbook example of pure time management, as it cuts down pointless actions and prioritizes events that greatly affect the future.
[bookmark: _Toc39615101]2.1.4 PDP (Personal Development Plan)
PDP stands for a Personal, Developmental Plan, and is a process designed to enable people to think about, and plan for, their own personal, academic and career development. Because this is usually used with students, throughout their degree are encouraged to reflect on progression and achievements, and to identify areas to develop and improve on.
“Personal development planning enables individuals to take charge of their own learning.  Learning becomes a proactive as well as reactive process, designed and prioritised to support immediate development needs as well as longer term ambitions.” (AUA Postgraduate Certificate in Professional Practice (Higher Education Administration and Management (OUVA))
(Excerpt taken from UWTSD pdf.)
[image: ]An example template of one such PDP is shown below in Fig.3 and Fig.4:
[image: ]
Figure 3: Personal Development Plan, sections 4 to 6
Figure 4: Personal Development Plan, sections 1 to 3
There are three main aspects when thinking about personal development:
· Short Term Goals – what needs to be achieved in less than a year? These would be in the category of either “Urgent but not important” or “Urgent and Important”. For me, these include completing subject modules in order to pass the semester.
· Mid-term Goals – these have a longer time range from six months to two years. They would fit in the “Important but not urgent” section of a Eisenhower model, and include goals that would need to be worked with a team.
· Long Term Goals – The suggested time range of this starts from two years, so these are objectives that would need to be invested in to see results in the future. Even though there is a lot of time, it is important to manage these objectives in a consistent manner, otherwise they may move to a mid or short-term goal and be heavily rushed. A good example is finding placement that I would like to work in for a job or working towards a certain position in my current role.

[bookmark: _Toc39615102]3. Conclusion

All in all, time management is part of the critical skills needed to be able to work. Poor time management can lead to many issues, such as increased stress from the workload of tasks to complete.
Good time management mitigates most work related problems of late submissions of work, reports and agendas.
In order to achieve good time management, a PDP is suggested to keep on track what has to be done for each employee.
I think of a PDP as my aims of how to get to my career. Then my time management skills are my objectives on how to consistently submit tasks on time, by managing which tasks need to be completed in which order. It is an important skill which when mastered will allow many companies to seek the individual.

[bookmark: _Toc39615103]4. Appendix

Sources:
Time Management
Links:
UWTSD slides - https://moodle.uwtsd.ac.uk/mod/resource/view.php?id=186814
Time management - https://en.wikipedia.org/wiki/Time_management
Pareto 80-20 method
Links:
UWTSD slides - https://moodle.uwtsd.ac.uk/mod/resource/view.php?id=186816
http://www.businessballs.com/pareto-principle-80-20-rule.htm
Cours d'Économie Politique (1896/97)
https://journals.sagepub.com/doi/abs/10.1177/000271629700900314
SWOT Analysis
Links:
https://www.mindtools.com/pages/article/newTMC_05.htm
https://en.wikipedia.org/wiki/SWOT_analysis
Eisenhower Method
Links:
Quotes - https://quoteinvestigator.com/2014/05/09/urgent/
https://medium.com/the-mission/the-eisenhower-method-for-taking-action-how-to-distinguish-between-urgent-and-important-tasks-895339a13dea
Personal Development Plan (PDP)
Links:
UWTSD PDF: https://moodle.uwtsd.ac.uk/mod/resource/view.php?id=186808
PDP template: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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