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Executive Summary
The academic and employability report highlights the current accomplishments by incorporating various strategies and models while preparing the base for development and growth in a professional career. The report aims to provide the SWOT analysis and Professional Development Plan to reflect the managerial skills that can be acquired through employability skills for achieving a desired position in the desired organization through the enhancement of personal and professional goals in life.
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[bookmark: _Toc39167027]Introduction
The report presents an insight into the development of academic and employability skills for professional growth in a career and to achieve success through accomplishing the objectives and goals of the organization professionally and personally. The process of planning the objectives and goals to be attained is supervised by the mentor by evaluating and analysing the measures of my current skills and the skills required in achieving the milestones. 
The purpose of the report is to provide an insight on the time management tools, SWOT analysis, and preparation of Personal and Professional Development Plan that will help me in achieving the benchmarks of the professional career with both academic and employability skills. The report aims to focus on my skills acquired through the academic knowledge and self-learning to take a better position in the intensely competitive job market. 
[bookmark: _Toc39167028]Strategies incorporated for self-reflection and development planning 
As stated by Mitchell (2019), Higher Education provides the scope of preparing for the employability skills that can be acquired through the practice of self-reflection and incorporation of various skills along with the curriculum. This is an opportunity to provide the learners whereby incorporating different models of self-learning future can be enhanced. The strategies incorporated through this model will help me in honing the skills which comprise the Discreet Model, the Embedded model, the Integrated model, and the Linked model. 
The Discreet Model- The model refers to the method of course work which helps the learner to understand the accumulated experience of the curriculum where the opportunities are provided for the formation of Personal and Professional Development Plan with the skill checklists that the learner has acquired through the reflective coursework (Adams, 2017).
The Embedded Model- The model is presented in the final year of the students where they have to complete their portfolios based on their work and assignment as well as dissertation. The files are screened by the employers who evaluate their learning outcomes based on their achievements in the coursework with evidence of their skills presented as a reflection of their experience (Cleary et al. 2017).
The Integrated Model- The model represents the integration of the curriculum and the professional development plan as the students pursue certain courses in Higher Education. The record of the activities which were performed in the entire coursework is reflected in this model with the report of personal strength and weakness for the evaluation of the student in the professional career.
The Linked Model- The model is followed parallel with the coursework where the students are provided with the work-based modules to be evaluated on their learning experiences.  
[bookmark: _Toc39167029]Skills and knowledge to be developed for self-learning and professional development
The student need to develop certain academic and employability skills to improve the level of expertise needed to be exhibited in the decision making in an organization while holding an important position. The skills need to be developed keeping in view the shorter and long-term objectives to be achieved by prioritizing them (Moles et al. 2016).
The job market across the globe is dynamic where individual employability skills are evaluated and analysed by the employers and the best candidate for the job is selected even after having a meritorious degree (Nahhas et al. 2019). These skills are evaluated to understand the adaptation and learning capabilities of a potential employee in an organization and how well one can adjust with the team and achieve the given target to be fulfilled in a mentioned deadline. The broad range of employability skills are mentioned below:
a) Effective communication skills- The first and foremost skill evaluated in the job market is the skill of effective communication in the team. The team members must be conscious of providing effective communication among them so that no process is faced with discrepancy due to miscommunication. The team leader here plays an effective role in maintaining communication among the team members and the management. Good communication ensures a smooth working process and passing of the messages relevant to the tasks assigned without any gap (Gill, 2018).
b) Effective teamwork skills- The potential employee in the initial stages has to work with a team until he is promoted where he can enjoy delivering instructions and effectively managing the colleagues and subordinates. Therefore, it is essential to learn the strength and weaknesses of the team performance by knowing the capabilities of the team members. This ensures that the gap can be covered when the team working skills are acquired by all the members of the team without hampering the process of production for the organization (Jackson et al. 2018).
c) Problem-solving skills- A potential employability skill is to solve critical problems that arise while executing an assignment provided by the organization. This is essential as without solving the problem tasks cannot be completed. The problem can also arise from the conflict of interest among the team members where the team leader must be efficient to solve the problem (Copeland, 2019).
d) Planning and organizing skills- It is important that all the activities in an organization have to be planned and organized in a sequential way to avoid any discrepancy in the task. The limited resources available in the organization indicate that the process of execution of the job has to be first organized and planned sequentially as per the procedures. The priority tasks have to completed with urgency whereas the non-essential tasks can be kept on hold for some time and eventually executed after the priority ones (Keiper et al. 2019). 
e) Negotiating skills- The potential skill of employability is also considered as the negotiating skills where the employees have to negotiate on certain terms and conditions of the clients even if they find them difficult to be incorporated. This skill makes the situation win-win for all the parties involved with the organization where they all are benefitted from the exhibition of this particular skill by the team leader (Suarta et al. 2018). 

[bookmark: _Toc39167030]Evaluation of current competencies through SWOT analysis
The academic and employability skills are evaluated by the mentors with the reflection on the personal and professional SWOT analysis that helps the evaluator in understanding the competent level achieved by the student and where the student can still have the scope of improvisation. My personal SWOT analysis is presented below:



		STRENGTH



· I have developed good leadership skills and commanding skills on the team that I was assigned to work with. 
· I have the inborn talent to impress people though my oratory skills which help me in convincing people.
· I have the skill of multi-tasking, which I showed while organizing few events simultaneously on the school campus.
· I have the decision-making skills while acting as the team leader in any given teamwork. 


		WEAKNESSES



· I have observed that my handwriting is not as per the expectation and it creates confusion due to the cursive handwriting. 
· I have not gained any professional experience through an advanced or basic professional course.
· I have a lack of advanced computer knowledge which is crucial for my professional career. 
· I am slow in making decisions that must be rectified in due course of time.

		OPPORTUNITIES



· I have been given the opportunity of participating in national elocution competitions where I secured the second position.
· I have got the opportunity of pursuing my higher degree of education in the field I want to complete through a scholarship from the college.
· I have got the opportunity of completing the online marketing 


		THREATS



· I perceive the extensive demand for employers to be tech-savvy as a threat.
· The increasing competition in the job market is another factor of threat.
· The pressure created to meet the short deadline by the employers is considered a threat by me. 
· The language barrier is perceived as a threat for me to enhance my skills.


Table 1: SWOT Analysis
(Source: Self-created)
[bookmark: _Toc39167031]Time management tools and strategies 
The time management tool and strategies are essential in accomplishing success in the assigned tasks. The Priority Matrix can be considered as the time management tool at the initial stages where the works are divided as per the priority and non-priority tasks. According to the Priority Matrix the works emphasized as urgent must be the ones to be completed beforehand. All works are not considered as important in an organization. It has to be comprehended by the potential employee that how to distinguish between the urgent and less-urgent tasks (Abas et al. 2016).
The strategies that I have focused and tended to develop after receiving feedback from the team that I have been engaged with various group assignment in the class are as follows:
a) Prioritization- It is essential to focus on the tasks to be prioritized in a given situation. The identification of the urgent tasks in an organization is essential and then saving time for the non-urgent ones help in achieving success in the organization and enhance the growth in professional life (Ali, 2017).
b) Time Blocking Method- The committed hours have to be blocked with the priority tasks and then keeping the rest of the time for the unproductive tasks (Thomas et al. 2016).
c) Rapid planning Method- A sound knowledge of the available resources is required to rapidly plan for the execution of the tasks assigned by the supervisors of the educators in the class. This helps in organizing the resources and planning for the procedures  
d) Buffer-in-time- It is equally essential to have a break from the monotonous work which helps in the enhancement of the productive self. Buffer time is required to rejuvenate and detoxify an individual to be more productive after returning to work (Hashim et al. 2019).
e) Using tools like calendars and planners- The tools like calendars, planners, online diary, reminders are essential to plan the events and tasks according to their priority level. 

[image: 4 Quadrants of Time Management Matrix | Week Plan]
Figure 1: Time management tool as the priority matrix
(Source: Ali, 2017)
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Personal and Professional Development Plan is essential to be formulated at the Higher education level to evaluate the skills acquired at the current level and how the gaps in the skills can be covered and enhanced for betterment in prospect (Rana et al. 2017).

[image: Taking Control of Your Career – The Personal Development Plan ...]
Figure 2: The development cycle assisting in formulating Professional Development Plan
(Source: Rana et al. 2017)
Personal and professional development plans
	SKILLS 
	CURRENT LEVEL
	PRESENT ACTIVITIES 

	ACTIVITIES FOR IMPROVEMENT

	
Communication skills 

	
Good 
	
I am a friendly and good orator who can convince the team at any level which has helped in developing the skills of communication during the assigned group assignments.
	
I need to improve my business management skills and have to learn to control my instant spree for rushing into activities.

	
Planning and organizing

	
Good

	
I have developed this skill during the planning of events in the school campus which helped in organizing the resources on time and completing the event with the help of my team members.
	
I need to improve my rushed decision-making skills which can affect the planning and organizing of the events. 

	
Problem-solving skills

	
Average

	
I have a good rapport with the team members which helped to establish effective communication with them. This also helped me to control the conflicts of interest in the team regarding the division of work assigned by the tutors. 

	
I need to learn the business management skills by focusing on the models and the theories which can help me overcome the weakness and establish my leadership skills through technical improvements.

	
Leadership skills

	
Excellent

	
I have exceptional leadership skills as per the feedback of the team who have seen me arranging the school events without any conflict or discrepancies. 
	
I have started regular meditating which can calm and compose my mind and help me become a good leader with logic and empathy. 

	
Technological skills 

	
Average


	
I have shown lower skills while presenting my assignments due to the lack of technological knowledge.
	
I need to gain the technical knowledge to bring effective changes in the way I can present and contribute to the success of my team.



[bookmark: _Toc39167033]Conclusion
In conclusion, it can be stated that the professional development plan highlights my current level of achievement which can be further enhanced by acquiring technical knowledge and self-learning practice to be made effective in the real-time situation in the dynamic job market.
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REFERENCING EXERCISE

Exercise 1
[bookmark: _Hlk39482820]Six publications of various formats are described below. Try expressing the reference details for each in the Harvard style and putting them into alphabetical order in a reference list. 

1. A book with the title: 'Occupational health and safety', published in Sydney in 2004 by McGraw-Hill, with authors M. Stewart and F. Heyes. This is the second edition. 
[bookmark: _Hlk39482931]-Steward, M. & Heyes, F. (2004) Occupational health and safety. 2nd edn. Sydney: McGraw-hill.

1. A book with the title: 'Internal control and corporate governance', with authors K. Adams, R. Grose, D. Leeson and H. Hamilton, published in Frenchs Forest, NSW by Pearson Education Australia in 2003. 
[bookmark: _Hlk39482669]-Adams,K et. al (2003) 'Internal control and corporate governance'. Frenchs Forest, NSW: Pearson Education Australia.

1. An article by M. Scardamalia and C. Bereiter, called 'Schools as knowledge-building organizations', published in 1999 in a book edited by D. Keating and C. Hertzman, called 'Today's children, tomorrow's society' in New York by Guilford as pages 274 to 289. 
[bookmark: _Hlk39482904]-Scardamalia, M. & Bereither, C. (1999) 'Schools as knowledge-building organizations' in Keating, D. & Hertzman, C. (eds) Today's children, tomorrow's society. New York: Guilford, pp.274-289. 


1. An article by J. R. Savery and T. M. Duffy, called 'Problem based learning: an instructional model and its constructivist framework', published on pages 31 to 38 in the journal 'Educational Technology', volume 35, number 5, in 1995. 
-Savery, J.R & Duffy, T.M (1995) 'Problem based learning: an instructional model and its constructivist framework', 'Educational Technology', 35 (5), pp. 31-38.

1. An article called 'Integration and thematic teaching: integration to improve teaching and learning' by S. Lipson, S. Valencia, K. Wixson and C. Peters, published in 1993 in the journal 'Language Arts', volume 70, number 4, pages 252 to 263. 
-Lipson, S. et al.(1993) :'Integration and thematic teaching: integration to improve teaching and learning'.  Language Arts, vol. 70, no.4 pp.-252-263.

1. A videorecording of a television documentary called 'Embers of the sun', produced in 1999 by the Australian Broadcasting Corporation in Sydney. 
[bookmark: _Hlk39482716]-Australian Broadcasting Corporation, (1999), 'Embers of the sun'

Alphabetical order in a reference list

1. Adams,K et. al (2003) 'Internal control and corporate governance'. Frenchs Forest, NSW: Pearson Education Australia.
1. Australian Broadcasting Corporation, (1999), 'Embers of the sun'
1. Lipson, S. et al.(1993) :'Integration and thematic teaching: integration to improve teaching and learning'.  Language Arts, vol. 70, no.4 pp.-252-263.
1. Savery, J.R & Duffy, T.M (1995) 'Problem based learning: an instructional model and its constructivist framework', 'Educational Technology', 35 (5),     pp. 31-38.
1. Scardamalia, M. & Bereither, C. (1999) 'Schools as knowledge-building organizations' in Keating, D. & Hertzman, C. (eds) Today's children, tomorrow's society. New York: Guilford, pp.274-289
1. Steward, M. & Heyes, F. (2004) Occupational health and safety. 2nd edn. Sydney: McGraw-hill.
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