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INTRODUCTION

     This document is intended to be an academic essay and its main topic refers to the analysis of my own academic and employability skills. All this work points out to in-class activities and it is sustained by published literature. A ‘SWOT’ analysis will be conducted in order to identify my strengths and my weaknesses. Also, with the help of the ‘SWOT’ analysis technique, my strength and my opportunities will be evaluated, together with my threats. The findings of this analysis will be used as guidance for conducting a ‘Personal Development Plan’, and for reflecting upon my academic progress, by comparing the information possessed at the beginning of this term and the information gathered by the end of it.

MAIN BODY

[bookmark: _Hlk39343646][bookmark: _Hlk39356638]SWOT analysis

[bookmark: _Hlk39355366]     SWOT is a well-known acronym that stands for strengths, weaknesses, opportunities and threats; all these may come from external or internal sources, being harmful or helpful in relation to the main goal. Performing a ‘SWOT’ analysis, it is always necessary in order to fix or to improve certain things related to a business or an individual. This may be included as part of an administrative scheme or a personal development plan (Gregory, 2019). The self-assessment resulting from a personal ‘SWOT’ analysis, will help me build up a ‘Personal Development Plan’ and to fulfil my short term and long-term objectives. 
     According to the ‘VARK Questionnaire’, I am kinaesthetic and a reading learner. Kinaesthetic learners need to actively participate in the learning process, and if there is no possibility to actively participate into a discussion, they are not able to learn just by listening to somebody else. People who have both capacities, kinaesthetic and reading learning, tend not to focus on somebody else’s speech, and they prefer to move to reading. Problem solving is one of my strengths, but there is a lot of struggling with the decision making progress; it is definitely one of my weaknesses, because of the fear of making mistakes there is always a tendency to wait for somebody else to make the decision. 
     Public speaking is also one of my weaknesses. I am not so comfortable when speaking in front of a group. In a one to one conversation, my communication skills are improving considerably. Regarding time management, it is a lot of work to be done, and although all my tasks are always completed, I am struggling in the process because there is still needful  to be a more orderly person when acting and judging certain  the situations, but also due to postponing the tasks until the deadline. At the end of this term I realised, as a student, that new skills have been developed, like critical thinking; many of my skills have been improved, such as: my academic and reflective writing skills, and I am not that bad when it comes to research skills.  I have realised also that I need to work more on paraphrasing, but with practice this skill will be improved more and more. This pandemic situation made me realise that I cannot concentrate well enough while online teaching. It is a difficult situation to overcome, with a lot of struggle, but one can always seek for the good part in any experience. I started thinking at this as a new way of approaching studying and I have adapted to this current situation. Greitens (2015), says that “What happens to us becomes part of us. Resilient people do not bounce back from hard experiences; they find healthy ways to integrate them into their lives.”
       A good opportunity to improve my academic and employability skills, is asking the lecturer for feedback more often and getting extra help from tutors. There is necessary to take any chance for improving my skills and to develop myself during this term, and to continue my studies and to focus on my education. 



Personal Development Plan 

[bookmark: _Hlk39355694]    Rolfe (2020), concludes that a ‘Personal Development Plan’ must be an introspective report, containing among others a thorough enhancement measures, endorsed by a clear step by step procedures to achieve personal or career related objectives .The information gathered from my personal ‘SWOT’ analysis, corroborated with assumptions from some introspective assessments, along with immediate actions required, led  to a conclusion; among many deficiencies, ‘Time Management’ and ‘Written Skills’ like ‘Paraphrasing’/Summarizing’, Proper referencing requires a lot of work. For this reason, a ‘Personal Development Plan’, represented below, has been generated with the purpose of prioritizing my tasks, and in this way, being able to achieve my goals. According to Covey (2013), the key is not to prioritize what is on your schedule, but to schedule your priorities.

	Goals
	Action 1
	Action 2
	Action 3

	Short term objective- 
Improving my academic and employability skills
	To improve my time management and prioritize my tasks. Every day to write down my tasks, starting with the one that needs my immediate attention, onto the last urgent one, and I will set up a deadline for every task. 
	To ask for more feedback and for more in class group activities in order to practice more public speaking and team working. 
	To finish level 4 and will keep focusing on my progression moving forward to level 5. 

	Long term objective-
Became a HR Manager   
	To focus more on my academic progression, searching for extra help outside classes, and asking for feedback more often.  
	To gain experience by working as Entry-level human resource worker. 
	To apply for a managing position. 





Academic and Employability Skills

[bookmark: _Hlk38994480]     Generally, is acknowledged according to ‘Cambridge Dictionary,’ that the notion of ‘Skill’ refers to a characteristic that can be achieved and improved by training; to do something that is considered well according to different expectations. There is a variety of skills to be mentioned that I am considering myself to be good at, but also the skills that needs improvement in the future. The skills mentioned below were already considered, with the help of the ‘SWOT’ analysis conducted earlier.
     Generally, speaking there are known certain categories of skills like: basic skills (‘Speaking’, ‘Reading’, ‘Writing’, … etc), thinking skills (‘Problem Solving’, ‘Critical Analysis’, ‘Decision Making’ … etc), people skills (‘Management-Leadership’, ‘Communication’, ‘Negotiating’ … etc). In fact, any person needs to refer to these skills willing or not, on a day to day basis (Mind tools 2019)

     
[bookmark: _GoBack]Following an introspective observation, six skills, as shown above, came into to my attention. At the beginning of the term, after in class lecturing, each skill was well understood, but when we get to apply them it did not work that well; it may be for the reason of fear not to make any mistakes. Greitens (2015), stated: “You will fail. Especially in the beginning. You will fail. And that’s not just OK, it’s essential. Without resilience, the first failure is also the last because it’s final.” Therefore, is wright to conclude that, knowing your skills can help you pick the right career. In the first place, it is important to be able to recognize your individual skills, and learning from your own mistakes in order to improve them. Related to my skills improvement, this present work includes a Personal Development Plan depicted above, together with the short-term long-term goals.


[bookmark: _Hlk39356195][bookmark: _Hlk39341659]Management-Leadership

     ‘Management’ and ‘Leadership’ are two different concepts, but they are both broadly considered in the academic environment.
[bookmark: _Hlk39346579][bookmark: _Hlk39346933][bookmark: _Hlk39347275]     In that respect, Management is defined as the way to use the information and financial, physical, human resources in order to realize certain administrative objectives; primarily by putting in order, designing and guiding (Kaehler and Grundei, 2019). Moreover, leadership and management should go hand in hand, thus management abilities are endorsing naturally the business vision, that leadership is all about (Morgen and Witzel, 2013). This expertise is necessary in the university, also as a class representative to keep up to all the responsibilities, when one needs to deal with people from management, in order to understand their expectation. I became aware of this capability, and this is a skill that still needs improvement, after receiving many good feedbacks when entrusted with authority at my workplace. Nevertheless, there is still much room to improve and in that respect, the plan is to study more, read a lot and watch a lot of instructive videos about this topic.

[bookmark: _Hlk39342276]
Communication

     “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people.” (Maund, Schriek and Tinkler, 2017)
[bookmark: _Hlk39247570][bookmark: _Hlk39247704]     ‘Communication’, through ‘Academic and Employability Skills’ module perspective, is the ability to communicate information between people. There are different types of communication such as verbal and non-verbal. Non-verbal language refers to body language, sign language and written language (Skills You Need, 2020); a skill that I also need to improve in the future. To be able to communicate effectively as a student, one needs development of the capability to listen first, then to discern what question to ask, to receive the necessary answers (Jones, 2018). Deeper study about this subject, readings and video courses, will assuredly help me to progress. Above all effective communication is essential in day-to-day living, moreover when it comes to team working.

Team working

     Teamwork, according to ‘Cambridge Dictionary’ is a method used to coordinate people’s activity in separate teams in order to achieve specific goals. Scarnati (2001), states that teamwork can be seen “as a cooperative process that allows ordinary people to achieve extraordinary results.” 
[bookmark: _Hlk39352952]     Therefore, ‘Team working’ and ‘Management-Leadership’ are mutually reinforcing basic coordinates, in an organization. Each team everyday tasks entwined with continuous cultivating the ‘Mission and Vison’ of the company comes as an ultimate strategy in an organization. (Peter, 2009)
     Being part of a group, in class at university, by consequence had to experience directly the teamwork lack of skills or proficiency; learning from each other, evolving together definitively we can reach our goals. According to Harris and Harris (1996), “a team has a common goal or purpose where team members can develop effective, mutual relationships to achieve team goals”. There is still a long way for making better progress regarding teamwork. By using problem solving set of skills which each one of us possess in some measure, through more study and personal research using University library resources, we can bring our team work to the next level.

[bookmark: _Hlk39356439][bookmark: _Hlk39342630]Problem Solving

[bookmark: _Hlk39354062][bookmark: _Hlk39354285]     Problem solving capability is in fact a batch of interrelated aptitudes that includes mindful observing, examination, investigation, inventiveness, conveying, reliability, authoritativeness and cooperation (Indeed Career Guide, 2020). Among many ways of improving problem solving skill, the ‘Five Primary Steps Method’ is a basic one. First two steps are used in order to examine the occurrence for identifying the reason behind it, and bring new ideas with the purpose to fix what happened and to get closer to the main target. Afterwards, one must choose the best of them and use them to create a procedure, to follow-up step by step procedure; in the end, it remains just to analyse the problem with efficiency (Doyle, 2020).  It was really helpful for me attending these courses to develop these skills. We make use of problem-solving methods all the time, when our group is working to a certain project, but also in our day to day life.


[bookmark: _Hlk39356527]Time Management

[bookmark: _Hlk39349476][bookmark: _Hlk39354934]     ‘Time Management’ is a procedure that helps us to allocate time effectively, following a specific strategy in order to perform a certain task and to achieve the final goal. Effective time planning is important because it gives us the ability to work smarter, minimizing the struggle. At school, in real life and at workplace as well, smart time administration should be a permanent goal; hence that there will be less stress, career progressing will come naturally (Mind tools content team, 2019). After doing a self-assessment, it came to my attention that, this skill at minimal level, therefore there is a lot to be done for making things, to improve it. In that respect it is imperative to follow, step by step the ‘Personal Development Plan’ contained in this essay 



[bookmark: _Hlk39356884]CONCLUSION

     The knowledge achieved, by attending ‘Academic and Employability Skills’, under the guidance of our esteemed lecturer, was clearly taught with great patience and consideration. This module helped me to understand and to learn various employability skills, has taught me what a competent employee means, my level of self-confidence has grown, and also helped me realize the skills I possess, the skills that need  improvement and how to develop a plan in order to achieve my goals. The present work it’s an analysis of my academic and employability skills from the beginning of the module, to the end of it; it has been a difficult journey, but definitely I have made a lot of progress. The SWAT analysis and the Personal Development Plan that has been developed within this essay, and all the findings were presented in the light of relevant literature. 
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