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Report of my own academic and employability skills -
Introduction - 
I am writing this report in order to show off my capabilities in the academic area and also in order to present my employability skills. This report will highlight evidence of my skill during in class activities and also show my ability to reflect upon what I have done and experienced and how I have learnt from my past experiences along with how I shall adapt to become better. The purpose of this report is to highlight my academic abilities and also show my employability skills. My list of skills I will be analysing are: time management, IT skills, communication, punctuality and leadership skills.
 
SWOT analysis - 
Strengths -
Time management, punctuality and leadership.
Weaknesses -
IT skills and communication
Opportunities -
I am able to use this course to get into a business ladder. This will also allow me to improve from my weaknesses as I can learn more about IT and apply my new found IT skills to try and go into digital marketing.
Threats -
Threats of my plans are that I could be affected by a lack of manpower meaning I won't have enough people for the task I would like to carry out. I can also suffer from a collapse of the market due to perhaps a pandemic such as what is happening right now that could potentially put my business into failure.

Time management - 
Time management is the process of planning and executing your control of time spent on specific activities in order to increase the effectiveness, productivity and efficiency of your task. In order to do this in the workplace, I have to be able to juggle various demands of me relating to each place of work and manage myself well and stay disciplined with the finite time you have. Using my time effectively in work gives me a choice of what time and how much time I would like to spend on each activity which gives a sense of freedom and independence as everything is under my command. In order for me to time manage correctly, I have to also be able to aid myself with a range of skills and tools for me to accomplish each task before a due date. Time management is essential in both education and work as it shows you are able to get things done in time in an environment which is full of deadlines you have to meet. This means that it is seen as a necessity at work as if you are not able to manage your time correctly you fall behind making you less employable. This is because if you fall behind at work you inevitably become less productive and efficient which leads to the company’s output becoming worse as they are not working at their optimum. It is also very important to be able to adapt your time management skills depending on the deadline of the task and how difficult each task is. You need an understanding of your capabilities and how long roughly each task will take you.



Communication - 
In order to be good at communication, you have to be able to convey other peoples messages properly and mutually understand a situation. Communication is very important in the workspace because it allows you to be able to understand how each of your colleagues are feeling. Furthermore, when you are able to communicate properly in both education and at work you are able to proceed more quickly with your task and exchange valuable information. If you are unable to communicate properly, you lose the ability to put your own points across and listen to others points. A lack of communication usually results in people doing their own thing and perhaps making mistakes as tasks can be overlapped. This is bad because this ends in a lack of efficiency and productivity in the workplace. I learnt communication slowly through classes and being paired and grouped in work as it forces me to engage with other classmates and present my own opinions and ideas during tasks. I have learnt that solid communication between the team results in good teamwork and when teamwork is good it results in a productive workplace.

Leadership - 
Leadership is being able to order people in the right matter and being able to coordinate your team to be productive and do the right thing. In order to gain leadership, you need to first be able to gain respect from your team. When you have gained respect from your colleagues it shows they are confident in your skills and are sure that you are the right person for the job. In addition to this, being a good leader allows your team to maintain their vision. The task of the leader is to stay on task and never let go of the bigger picture. This is because the other employers are bound to eventually lose focus at some point which is okay. The task of the leader is to make sure you clean up behind others and keep everything flowing at the workplace. Another task for someone who has leadership is to inspire morale within the workforce. There will be times when your workforce is down if perhaps things are not going the way they are meant to or an unexpected disaster has happened. It is the job of the leader to make sure everyone keeps their heads up high and focuses on the task at hand and not let things get them down. Being a leader also allows you to make people accept diversity within the workforce. It is the place of the leader to enforce a feeling of inclusion within your organisation and the best way to do so is embracing diversity within the workforce by giving jobs to anyone who deserves it, no matter the gender or ethnicity. Another reason why leadership is important is to communicate your ideas vocally to everyone else as the loudest voice in the room. Your opinion as the leader matters the most and you have to take advantage of this to voice your thoughts and take control when needed. Examples of being able to do this can be through staff meetings, emails or even memos. In addition to this, another job as a leader is to make sure your employers stay motivated. To do this, you must make sure to give credit where credit is due. This ensures employers stay happy and know that they are getting rewarded for the hard work they do. This keeps them motivated as they know they are working towards some type of reward. As a leader, you should not be content nor complacent with your colleagues however. You should always strive for new ideas and keep everyone working towards new heights so your business doesn’t go stale.
https://aboutleaders.com/8-reasons-business-leadership-important/#gs.529ahe


IT skills - 
IT skills are all about being able to work with new technology and being able to market digitally as well as working in the real world. Being able to use technology in today’s world is prominent as it tends to be the fastest way to get things running and gives you the longest reach in terms of contact. Technology opened the door to globalisation which is the interconnectedness of each country needing each other. In society today, companies branch out internationally and also like to make links with other companies too. This is all capable via technology which makes it essential that employers are handy when it comes to IT skills. 
Furthermore, due to the fast paced environment we now live in, technological skills are a lot more needed now as everything has to be done efficiently. In almost every workforce of today, you are usually faced with using a computer making it compulsory you know how to use one to get by with everyday work. Becoming more comfortable with a computer boosts your desirability massively as employers look for this skill a lot amongst employees. Furthermore, being able to use a computer boosts your productivity massively as everything can be typed a lot faster compared to writing it out for example. This shows that efficiency of a workplace can increase massively if you have good IT skills.
https://showme.co.za/cape-town/business/computers-technology/the-importance-of-computer-skills-in-the-workplace/

Punctuality - 
Punctuality is the skill of simply just always being on time. This skill is much overlooked due to how simple it really is which sometimes makes it lose its importance. As discussed earlier, work is all about deadlines but also that it is a fast paced environment. This means that being on time is imperative because if you do not arrive on time you slow down the entire workplace. This can result in a loss of profit and your credibility within the workplace decreases which can lead to you being fired. In addition to this, the simple sign of showing up on time or early to your workplace shows a level of commitment to your work that is highly valued by employers as it shows you are engaged with your work. Furthermore, being punctual allows yourself to become more organised at work and settle down easier rather than being in a rush which leads to an individual making mistakes and often becoming stressed from their own mistakes. The less pressure a person has on them from just simply arriving early allows them to be able to accomplish a lot more and being punctual also makes you look accountable from a colleagues point of view allowing them to rely on you when needed to. In addition to this, a late worker is a bad image to portray for a company and if a customer was to look at this they could be swayed to change to a different company to shop at for example. When working as a team, being punctual is very significant as it is not only yourself you are now letting down, you now have your colleges work on your shoulders too and it is your job to not let them down so your team does not crumble.
https://www.linkedin.com/pulse/benefits-punctuality-work-yeukai-kajidori







Conclusion - 
In conclusion, I am aware of the skills I possess that I can class as strengths and also can identify my weaknesses. Taking this forward, I can analyse myself in order to make improvements and see how I can work on my craft to achieve the opportunities I get and become more employable. I am also fully aware of the essential skills needed to become employable along with how significant they are and also why they are so significant. In addition to this, I also understand how an individual can drastically change the flow and productivity of a workplace by doing one of these things wrong.


