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  To be employable, one needs a variety of skills ranging from hard skill, academic skills and soft skills, such as communication, problem-solving, technological skill, and mind tool analysis. These aspects are imperative in identifying and managing potential risks. The paper offers an overview of employability skills, SWOT analysis, and ways to attain personal development and improve career. 
What Is a Skill?
  A skill is a requirement or expertise needed to carry out a given task and achieve predetermined results within the allocated time and budget. Time, energy, or both may be required to achieve the results in addition to varying environmental stimuli. In the modern world, people need various skills to contribute to the economy and sustain themselves at school, sports, and work. Skills generate confidence and independence in life and are paramount for success (Fearon et al. 2019, p. 2). Most skills presuppose determination and practice, but they can all be learned and improved. Acceptable skills are imperative during employment since it is what most employers look for. 
Employability Skills
[bookmark: _Hlk28841060]  Employability skills are abilities that one needs to fit in the various jobs and life. All of them help gain employment and achieve progress within a given enterprise by assisting the employees in reaching their full potential. According to Fearon et al. (2019), the employability skills include communication and interpersonal skills where a person can express themselves coherently and with confidence (p. 4). Such ability should be expressive in both writing and speaking. Besides, to be employable, one needs to have the ability to understand complex problems and break them down to provide proactive measures. When hiring the employees, both hard and soft skills are most likely to be considered by hiring managers. 
Hard and Soft Skills
[bookmark: _Hlk28779302]  Hard skills are learned and improved through practice and repetition over a given time frame. All of them are paramount since they increase the chances of employability, productivity, and efficiency of work. In turn, it ensures satisfaction. Hard skills are specific to certain jobs, and they require special education and training to perform a given task. The knowledge is needed, and it can be gotten through education, training programs, and internships. Such skills are quantifiable and can be evaluated through interviews. For instance, web designing and typing are hard skills required for the IT profession. However, hard skills alone are not enough, and one needs soft skills in order to be successful. Conversely, soft skills are interpersonal skills that are much harder to define and evaluate (Corker & Holland 2015, p .10). Soft skills merge with employability skills and relate to communication, listening, and apathy. These skills can be termed as personal traits and habits. The skills are very crucial, especially in resume writing and interviews as well as general communication with people in and out of the workplace. Hard skills are not transferable from one field of work to another. Soft skills can be used across different careers and industries. Transferable skills are portable skills that are helpful across different areas of life, such as school, society, and profession (Corker & Holland 2015, p .10). Moreover, as a manager, one needs the ability to comprehend issues, provide context, and give instructions. Understanding the context is necessary before giving instruction. Besides, one needs to be polite instead of barking and offer a recipient a chance to ask questions. Employers mostly look for these skills since they are developed throughout one’s life. Communication is a good example of a transferable skill, and it is both verbal and written.
Communication 










  Communication is one of the major skills that I rely on when running the cleaning company. I have to reach for customers through advertising and product promotion on social media (Corker & Holland 2015, p .10). I have to create connections and rapports with clients in order to gain their trust. Additionally, communication helps me give instructions and delegate duties within the company. The employers require their staff to have strong verbal communication skills to enhance efficiency and good flow of information at the workplace (Jackson 2015, p.20). The personnel should be able to address different concerns easily. It is crucial for presentations and meetings. Such skills should include assertiveness, politeness, and application of tact or diplomacy when necessary. One should speak enthusiastically, communicate complex ideas logically, and be able to inspire others. Negotiation skills and ability to keep calm in heated exchanges are valuable in verbal communication (Jackson 2015, p.20). To be employable, an individual must have effective written communication skills. It includes writing clearly and concisely in a variety of styles since many jobs require this skill (Jackson 2015, p.20). The ability is crucial for making the reports, press releases, marketing materials, mails, and other content for customers, colleagues, and shareholders. Giving others a chance to speak and listening to their ideas and responding accordingly to the information presented are paramount. It ensures effective communication. Emotional intelligence also helps me run the company effectively since I am able to manage my own emotions, so they do not interfere with the business.
Working Well with Other People
  To work well with other people, an individual needs strong interpersonal skill. It allows working effectively with other people as a member of a team. The ability also comes handy when dealing with customers and their expectations. Moreover, it is relevant when making decisions and negotiating, which leads to a stress-free working environment. This skill personally helps me empathize and build rapport with my staff, colleagues, and clients. Interpersonal skills cover communication, both verbally and in a written form by the means of emojis, body language, and tone of voice (Jackson 2015, p.20). Teamwork is also a skill under the umbrella of interpersonal skills. It allows me to work in both formal and informal groups.
Being Reliable and Dependable
  Reliability means living up to one’s word by doing what a person promises to do besides having a keen eye on details. Such ability is more personal than it is interpersonal. Before doing what you promise to do, you must have the skill of organization and effective time management. You have to take time to research on what needs to be done and how much time is needed to do the job. Reliability also entails trustworthy and conscientious. It means that an individual needs to have endurance and does not leave work when there are still unsolved things (Bates et al. 2019, p.34). Such skills include both self-management and self-discipline. Being reliable does not mean that you have to do everything by yourself. Delegating duties is good to meet the deadlines. Lastly, being reliable needs self-initiative, which leads an individual to identify what needs to be done to ensure that it is done accordingly. The initiative is a key element of self-motivation and readiness to act fast on opportunities.
Willingness to Learn 
Time management can help one improve career or complete organizational work within a given timeframe. It includes a variety of skills. Moreover, the ability to learn, especially through reading, enables individuals to quickly adapt to organization cultures. Learning helps individuals avoid mistakes, which is beneficial to both the employer and employees. Besides, it helps avoid disasters at the workplace once people take responsibility for their mistakes and learn from them.












  Ability to work with others as a team is also highly valued by employers since it shows that an individual can work effectively with other people.
  Willingness to learn is also known as personal development. Moreover, it means the ability to set realistic goals, actions, and reflections. The process of learning can either be formal or informal. Personal change is constant across all enterprises, and employees who have this skill are valued more. Jackson (2015) suggests that flexibility and adaptability are essential skills (p. 17). An individual should be able to work with people of different races, ideologies, and religious affiliations to attain positive results during group projects and general work matters. The organization should guide an individual on what needs to be done to accomplish the goals (Bates et al. 2019, p. 9). Time management also helps one be fully focused and engaged in the set goals. Moreover, it allows one to have enough time and be creative and come up with proactive measures for achieving goals. Time management helps me set a realistic goals that I need to achieve and also allows me to allocate time to manage and develop my cleaning company.
Academic Skills
 Academic skills help be more productive . It allows learning new languages that are often beneficial in the current world. These skills include note taking, critical thinking, comprehension, and academic strategies. They are essential for the success of any career.
Mind Tool Analysis
  Mind tool analysis is a way of evaluating and managing risks, especially if you are in a managerial position. Risks are broken down into two categories: the probability of something going wrong and the consequences that follow if it does happen. Risk requires an eye that is keen for details since they are hard to spot before they can be managed. This is where risk management tool applies since it can help identify potential risks and make it easier to manage and minimize the impacts. Fearon et al. (2019) claims that mind tool is used when planning new projects, improving safety procedures, deciding whether to move on with a project, or dealing with changes from competitors and government policies (p. 10).
SWOT Analysis
Strengths
  One of the major skills that help me effectively manage my cleaning company is communication. It allows me to give face-to-face instructions. This skill enables me to interview my staff and also inspires them to work efficiently. Moreover, the skill helps me in writing to colleagues and shareholders. Effective communication also aids a good flow of information and instruction within the company, hence enhancing the efficiency of the cleaning services. Another skill that helps me run the company effectively is problem-solving. It helps me logically figure things out and come up with a proactive measure to offer a solution for the problems that arise in the company. Leadership skill also helps me steer the company in the right direction and inspire my staff towards achieving the company’s goals and objectives.
Weaknesses
 My major weakness is time and self-management. I find myself lagging on my deadlines since I have to set aside time for my family, school, and company. Staying on the deadlines is a challenge, and I have to delegate some tasks to people who do not do the tasks effectively and on time. Another weakness is the lack of experience in the industry, which limits my production. Another weakness affecting the cleaning company is the lack of teamwork skills from the staff. Some of them do not have interpersonal skills, which reduces the output of the company since they cannot work as a team. Shared goals in the company are often not accomplished per the set standards due to quarrels and competition from the staff.
Opportunities















 One of the major opportunities is that there is a vast market. The number of commercial and residential buildings is rising, which provides more market for cleaning services. Moreover, the industry is advocating eco-friendly business practices, which makes hygiene necessary. It promises more work in the future and potential growth of the company.
Threats
 Given that I manage a small business, major companies that are already established in the industry are a big threat. The company may go unnoticed owing to the competition. Additionally, the lack of enough time to concentrate on the company due to school and family is a major challenge. Another threat is the lack of effective communication skills from most of my staff. The flow of information is often distorted down the command structure. Lack of effective communication is greatly affecting the company since information is misinterpreted by some staff and individuals. Additionally, listening skills also affect the flow of information, hence leading to ineffective delivery of services. It affects the competitive edge of the company.
Development Plan
   To achieve a constant growth of the company, I plan to capitalize on my strengths, such as communication skills. This skill has enabled me to maintain old customers and attract new ones. I have learned how to greet customers with smile and gestures to build strong bonds. I also plan to continuously train my staff to enhance the success of the business. It will improve competency when providing cleaning services. Being an effective cleaner includes understanding the demands of customers in addition to having adequate information about new cleaning items and technologies. Thus, I will be able to meet my goal of creating a vast cleaning company.
  The issue of time management is another menace that I plan to tackle since I have to take care of my family, school, and company. Given that time management requires a logical approach, I plan to focus on daily management of my goals and objectives (Corker & Holland 2015, p 19). Through daily management, I will be able to notice important things that I have not done, which may affect my long-term goals. Breaking down my goals into daily objectives can help me remember important issues that require my attention. The tasks will be written down and will also ensure that I will not procrastinate. This will ensure that I use my time well and is responsible. Finally, I will ensure that I have allocated adequate time to finish each task according to the urgency of the task and its importance based on the company, school, and family.
Long-term Goal
Create a vast cleaning corporation.
Short-term Goal
Improve customer service and employee training.
	Goal
	Objectives
	Resources
	Measurement
	Target Date

	Enhance customer service skills
	Improve customer service in a friendly manner through listening to their needs and preferences.
	Human resources and learning materials.
	Get feedback from customers through interacting with them.
	Ongoing process.

	Train staff to improve the services
	Provide new cleaning material that have been decided and accepted in previous meetings.
	Human resources.
	Review the updated training programs to make sure that they are viable.
	End of June 2020.



	Improve on time management
	Allocate realistic time to achieve maximum output in the company.
	Human resources.
	Ensure that I meet daily goals and objectives.
	End of July.


                                                                        
                                                                   Conclusion


All in all, to be successful in career, one needs to have hard skills that are relevant to the job they are seeking. Hard skills alone are not enough, and as discussed in the paper, one needs to develop soft skills, such as communication, team work, and listening, to include them in the resumes since employers look for such abilities when hiring. Additionally, mind tool is essential to identify potential threats and risks in a company and develop proactive measures. Moreover, SWOT analysis is a vital element in any business that needs to be conducted in order to notice strengths, weaknesses, threats, and potential opportunities in a business and develop a personal development plan.
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