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[bookmark: _Toc523190551]Introduction
In order for ensuring success and development in academic and professional career, there is no alternative to having some vital academic and employability skills. Academic skills refer to the array of skills which are useful in the gathering and organisation of new information, retaining them, dealing with assessments and such (Göpferich and Neumann, 2011). Employability skills, on the other hand, can refer to the skills outside the technical understanding and subject knowledge of the job applicants (Wilson and Bedford, 2009). This paper discusses the development and improvement of my academic and employability skills through the learning of the module. Apart from academic and employability skills, it also incorporates an internal personal SWOT analysis where my strengths and weaknesses are briefly discussed. Based on the analysis of my strengths, weakness and developmental needs, I have formulated a personal development plan which is incorporated in the last section of the paper.

[bookmark: _Toc523190552]Academic Skills
Academic skills, also referred to as the study skills, can be defined as the approaches which are applied to learning throughout one’s academic career (Green, 2014). In a broader sense, academic skills refer to the array of skills which are useful in the gathering and organisation of new information, retaining them, dealing with assessments and such (Göpferich and Neumann, 2011). There are mainly three broad categories of academic skills viz. critical reading, mathematical and writing skills under which there are wide varieties of skills (Shapiro, 2011). My completion of academic and employability skills have helped me to large extents in developing and improving some of my key study skills. These are briefly discussed in the table below.
Table 1: Academic Skills
	Reasoning and Inference
	As I had gone through different articles and journals during the completion of this module, I have developed my reasoning and inference skills meaning I can now better understand the hidden assumptions, suggestions and implications in an article (Green, 2014). I can also draw informed conclusions from such discussions. 

	Author’s Craft
	Prior to taking this module, I used to struggle to find the key ideas or understand the tone of the authors. Alongside understanding the key ideas of the passage, it has also improved my understanding of the author’s tones, style or metaphors (Shapiro, 2011).

	Word Choice and Grammatical Relationship
	I didn’t have proper knowledge of how to choose particular words in a sentence. With the completion of the module, I can now better understand the relationship amongst words as well as key grammatical relationships such as subject-verb agreement, pronoun reference etc. (Göpferich and Neumann, 2011).

	Order and Relationships of Sentences and Paragraphs
	This module has helped me in developing my skills of managing orders of elements in sentences and paragraphs in writing. In this way, I can now better progress with my ideas as well as clarify the message and meaning of the writing (Green, 2014).


[bookmark: _Toc523190553]Employability Skills
Skills which are useful for almost any job due to their requirement in any role in an organisation can be referred to as the employability skills. From a different viewpoint, employability skills can refer to the skills outside the technical understanding and subject knowledge of the job applicants (Wilson and Bedford, 2009). They are called employability skills as these are the skills which make an individual employable. Employability skills are of utmost importance for professional career development as recruitment and promotional decisions in an organisation are taken focusing on employability skills of job applicants or employees (Cottrell, 2010). Throughout the completion of this module, I have developed and improved some of my key employability skills which are listed and briefly discussed in the following table.
Table 2: Employability Skills
	Communication
	Communication skills refer to the array of strategies used for effectively conveying the thoughts, views, feelings through verbally or in writing (Wilson and Bedford, 2009). During the completion of this module, I had to be in touch from time to time with some of my class mates and my supervisor which have improved my verbal skills. I can now better understand facial expressions and body language. Alongside this, my written communication skills have also improved as I can now better express my views and ideas through proper choices of words and grammatical arrangement (Pritchards, 2008).

	Problem Solving
	Prior to initiation of this module, I had lacking in y problem solving skills and used to at a loss when faced with problems. But through this module, I have faced many problems and learnt that problem solving requires extensive analyses of the problems, development of probable alternatives and selecting the best among them (Shapiro, 2011).  

	Time Management
	Effectively completing the required tasks in the given time period is one of the vital skills that every organisation require of their employees (Cottrell, 2010). As I had o complete the module within a short time period, I have developed a better sense of time management as to how to manage my tasks. In addition, I have learnt about importance and urgency grid model of time to better manage my duties.


[bookmark: _Toc523190554]Internal SWOT Analysis
[bookmark: _GoBack]SWOT analysis usually refers to analysing the strengths, weaknesses, opportunities and threats for an organisation in order for formulating effective strategies (Shapiro, 2011). In the personal SWOT analysis, the subject of analysis is a person in place of the organisation. In order for formulating a career development plan, there is no alternative to assessing individual strengths and weakness, both internal and external, so that the development agenda are set in alignment with the developmental needs (Pritchards, 2008). While completing this module, I have come to know the areas where I am better than others and also the ones where I must improve in order for ensuring a bright professional career ahead. Based on this assessment, I have conducted my internal SWOT analysis incorporating my strengths and weaknesses. The table below lists my strengths and weaknesses which are briefly discussed afterwards.  
Table 3: Internal SWOT Analysis
	Strengths
	Weaknesses

	· Excellent Communication Skill
· Good Networking
· Ethics and Morale
· Time Management
· Transferrable Skills
	· Limited Work Experience
· Limited IT Expertise
· Limited Leadership Skills



Strengths: During my academic career, I have to continuously communicate with my class mates and my faculty members which have improved my communication skills to large extents. I know when to listen and when to reply. Alongside this, my written communication skills have also improved as I can now better express my views and ideas through proper choices of words and grammatical arrangement in any written communication, be it mail or internet messaging. I have also developed a good network which, I think, will be very helpful throughout my professional career. I have a good sense of morale and ethics which is valued in any organisation irrespective of the position I am in. Effective time management is essential for success and development in professional career (Maund et al., 2017). I always follow the Eisenhower Matrix while choosing which tasks to do and which to delay or delegate. Finally, I have some key transferrable skills which include but not limited to planning and organising, flexibility, problem solving, quick decision making which, I think, will be vital in y professional career development. 
Weaknesses: Despite having versatile skills, I have also come to know about some areas where I need improvement. Firstly, I have little working experience. Apart from working in a retail shop for 3 months, I do not know much about how organisations work. Knowledge of IT is very crucial for career development due to the advancement and increasing use of technology in organisations (Pritchards, 2008). I need to acquire more expertise on different tools and techniques in IT. Finally, I have honestly no knowledge of how to effectively lead a team as I don’t have any prior experience despite having vast theoretical knowledge of it. Therefore, I need to focus on strategies for developing my practical leadership skill.
[bookmark: _Toc523190555]Personal Development Plan
In order for ensuring proper development and success in professional career, there is no alternative to formulating a personal development plan (Göpferich and Neumann, 2011). Personal development plan can be referred to as the planning of individual development along with the strategies to achieve them based on an extensive analysis of individual strengths and weaknesses (Wilson and Bedford, 2009). Although many organisations assist their employees in developing their career, each and every individual should have a plan of their own as there is no one better than them who can assess their individual strengths and weaknesses. Although personal development is often confused with upward movement, it actually refers to reaching one’s full potential on a given time point (Maund et al., 2017).
Personal development isn’t a one-time process; rather it should continue throughout an individual’s lifetime (Wilson and Bedford, 2009). It starts with establishing specific purposes or directions for development. After analysing internal strengths and weaknesses, one should identify the areas where they require development (Maund et al., 2017).
[image: PDP Cycle]
Figure 1: Personal Development Cycle
(Source: Wilson and Bedford, 2009)
This being done, strategies for development in the selected areas should be formulated and undertaken. Finally, the outcomes of the plan should be reviewed timely for formulating corrective actions and new development plans (Pritchards, 2008). The table below depicts my personal development plan which incorporates three parts viz. personal analysis, setting goals and personal objectives.
Table 4: Personal Development Plan
	Part 1: Personal Analysis
	Strengths
	Weaknesses

	· Excellent Communication Skill
· Good Networking
· Ethics and Morale
· Time Management
· Transferrable Skills
	· Limited Work Experience
· Limited IT Expertise
· Limited Leadership Skills
· Poor Physical Fitness




	Part 2: Setting Goals

	Developmental Needs
	Strategies for Learning
	Required Support and Resources
	Measurement Criteria
	Review Date

	Having better practical knowledge of leadership
	Participate in and complete a Young Leadership course from a reputed institution.
	· Course directing staff
· Training centre
· Case studies on successful leadership
	The course assessment report
	After 3 months from starting the course

	Improving knowledge of IT
	Participate in and complete an IT development course which will focus on database, spreadsheet and graphic designing
	· Directing staff of the course.
· Assistance from friends.
	The course assessment report and appraisal of my supervisor.
	After 2 months from starting the course

	Having better knowledge of how to effectively work with people from diverse backgrounds
	Engage myself in an academic teamwork which incorporate members from different cultural, demographic and socioeconomic backgrounds
	· Assistance from team members.
· Guidance of supervisor.
	Appraisal of the supervisor and team members.
	Weekly basis

	Improving physical fitness
	Get myself enrolled in a local gymnasium  where I will work out at least for 2 hours every day
	· Materials for work out.
· Assistance of gym instructor.
	Self-evaluation and appraisal of the gym instructor
	Monthly basis


[bookmark: _Toc523190556]Conclusion
The completion of the academic and employability skills module have helped me to large extents in acquiring some vital skills which will be very useful both in my academic and professional life. Based on the analysis of my strengths, weakness and developmental needs, I have formulated a personal development plan.  The outcomes of the plan will be reviewed timely for formulating corrective actions and new development plans.
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