[image: Text

Description automatically generated]


BMSW4001: Academic and Employability Skills









Student name: Catalina  Barbuceanu
Student number:2133638
 Lecturer’s name: Joanna Walsh 








Executive Summary
A practical portfolio is prepared for representing the importance of employability and academic skills in the workplace. The portfolio is divided into two tasks, an individual presentation and a report. Task 1 or individual presentation has elaborated academic and employability skills with a variety of tools and techniques. On the other hand, task 2 or report has covered three major topics along with public speaking/presentation skills. A model of reflection has been applied for analysing these four topics in the report. Moreover, the ways of further improving these significant skills have been discussed at the end of the report.
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[bookmark: _gjdgxs]Task 1: Individual presentation
[bookmark: _30j0zll]Introduction 
· Academic and employability skills
· An intended career in retail sector
· SWOT, Eisenhower Matrix, SMART
· Personal Development Plan (PDP)
In order to have a practical portfolio, there is a significant requirement of focusing on academic and employability skills. This individual presentation is based on personal development so that own intended career can be achieved and the intended career represents employment in the retail sector. The presentation starts by discussing academic and employability skills. For analysing own situation and improving skills, various tools and techniques including a PDP are applied. Moreover, the world of work in the retail sector is elaborated.   
[bookmark: _1fob9te]Discussion 
[bookmark: _3znysh7]1. Academic and employability skills based on intended career 
Academic skills
· Listening, reasoning, verbal and written communication skills
· Note-taking, attention to detail, technical literacy, data analysis skills 
· Research, time management, self-discipline skills
· Computing, critical thinking, teamwork skills
· Presentation and public speaking, goal planning, multitasking skills
Academic skills are associated with the habits, strategies, and abilities, which help students to succeed during their academic years in high schools or universities. Through the development of academic skills, students can improve their ability to complete projects, interact with others, take tests, and learn new things. The key academic skills cover listening, reasoning, verbal and written communication, note-taking, attention to detail, technical literacy, and data analysis (Indeed, 2022). However, for employment in the retail sector, the vital academic skills to be applied are research, time management, self-discipline, computing, critical thinking, group work, presentation and public speaking, goal planning, and multitasking (Leeds, 2022).     
Employability skills
· Communication and teamwork skills 
· Leadership and problem-solving skills
· Flexibility and learning skills
· Initiative and technological skills 
· Self-management, organisation, and planning skills
Employability skills are indicative towards the soft skills that help an individual to stand out from others aiming for the same job role with similar educational qualifications. In job descriptions, these skills are not clearly illustrated, although, they are crucial to secure a job role. In the retail sector, the key employability skills are communication, teamwork, leadership, and problem-solving (STEMNET, 2022). However, there are a few more skills, which are equivalently important for retail employment. They are flexibility, learning, initiative, technological, self-management, organisation and planning (Indeed, 2021). Employability skills can also be defined as transferable skills. Individuals utilise these skills to ethically compete with others in workplaces. Retail employers seek a diverse set of skills in candidates as they want to ensure higher productivity.  
[bookmark: _2et92p0]2. Tools and techniques for own situation 
[bookmark: _tyjcwt]2.1 Personal SWOT analysis
· S-Strengths: Good communication and leadership skills 
· W-Weaknesses: Improper critical thinking and problem-solving skills
· O-Opportunities: Improvement of weak skills through training 
· T-Threats: Lack of technological skills threat to retail employment 
Strengths: I have identified through academic projects and assignments that my academic skills are verbal and written communication, listening, note-taking, teamwork, time management, and research skills. Contrarily, my employability skills include leadership, learning, self-management, organisation and planning skills. All these skills will be beneficial for excelling in my employment possibility in the retail sector in the future. Weaknesses: The academic activities have also helped me understand that I have inadequate knowledge of critical thinking and multitasking (academic) skills. Besides, my problem-solving and flexibility (employability) skills are inappropriate. All these skills are indeed essential for employment in the retail sector and my inefficiency at these skills may bring incompetence in my professional life and career prospects. 
Opportunities: There is an opportunity to improve all these academic and employability skills I am ineffective at. I can improve these skills with the help of the training courses or a personal approach of researching online and offline to develop a vast knowledge of these important skills. Apart from the external training and personal research, I can take the help of my peers and tutors to improve these skills, representing an approach of mentorship. Threats: I have analysed during the development of academic assignments that there is a significant lack in my technical (or technological) skills and knowledge, for which, my possibility to achieve employment in the retail sector may be decreased. The Covid-19 pandemic has already made retailers focus on their online business model. In such a situation, a lack of knowledge of digital technology may hamper my progress to achieve my intended career.  
[bookmark: _3dy6vkm]2.2 Time management tools
Eisenhower Matrix 
· Quadrant 1 (Do): Improving technological skills immediately 
· Quadrant 2 (Plan): Self-research on academic and employability skills  
· Quadrant 3 (Delegate): Improving skills I am weak at 
· Quadrant 4 (Eliminate): Lastly improving skills I am strong at
[image: ]
Figure1: Eisenhower Matrix
(Source: Box UK, 2022)
Eisenhower Matrix is one of the time management tools that help prioritise tasks. The tool is also called Urgent/Important Matrix. The matrix is divided into four major quadrants, which are 'do', 'plan', 'delegate', and 'eliminate' (CFI, 2019). Quadrant 1 (Do): The tasks in this quadrant are both important and urgent because they need immediate action and attention. Thus, my focus is to improve my technological skills as early as possible. For ensuring employment in the retail sector, I need to be attentive and take immediate action for enhancing my technical skills. For example, in a maximum of one month, I will join a training programme, related to the development of retail technical abilities, available online or offline. 
Quadrant 2 (Plan): The tasks in this quadrant are important, although, not urgent. These tasks are critical for long-term goals. However, they may or may not have defined deadlines. Hence, my focus is personal research by going through several online and offline sources to develop my in-depth knowledge of academic and employability skills. Quadrant 3 (Delegate): The tasks in this quadrant are urgent, although not important. These tasks do not significantly contribute to long-term targets. Though, they have a level of time sensitivity. Thus, I will focus on joining training programmes to enhance my critical thinking, multitasking, problem-solving, and flexibility skills. Quadrant 4 (Eliminate): The tasks in this quadrant are neither important nor urgent. Hence, I will focus on improving my strong skills at the last. 
SMART framework 
For academic skills
· S-Specific: Improve academic skills
· M-Measurable: Critically thinking and multitasking to create academic papers 
· A-Achievable: Skills management training courses 
· R-Relevant: Good academic (summative and formative) feedback
· T-Timeline: 6 months
Specific: To improve my academic (critical thinking and multitasking) skills. Measurable: The ability to perform more than one task at a time and the ability to think critically while creating academic reports and research studies will help to measure the improvement in academic skills (Cardiff, 2022). Achievable: With educational skills management training courses, the academic skills will be excelled (CPP, 2022). Relevant: The trained academic skills management knowledge will help increase the possibility to receive good feedback in summative and formative assessments (ASU, 2022). Timeline: 6 months will be required for educational skills management-related training courses. 3 months will be needed for improving my critical thinking skills and the remaining 3 months will be for bettering my multitasking skills.
For employability skills 
· S-Specific: Improve employability skills
· M-Measurable: Solving problems and being flexible to work in retail sector
· A-Achievable: Skills management training courses
· R-Relevant: Achievement of intended career in retail sector
· T-Timeline: 6 months
Specific: To improve my employability (problem-solving and flexibility) skills. Measurable: The ability to identify the key issues and associated resolution strategies including the ability to adapt to change in the retail sector will help to measure the improvement in employability skills (CTE, 2022). Achievable: With transferable skills management training courses, employability skills will be excelled (Careerwise, 2022). Relevant: The trained employability skills management knowledge will help increase the possibility to achieve an intended career in the retail sector by giving job interviews (Campbell, 2022). Timeline: 6 months will be required for transferable skills management-related training courses. 4 months will be needed for improving my problem-solving skills and the remaining 3 months will be for bettering my flexibility skills.
[bookmark: _1t3h5sf]2.3 Personal Development Plan
	
	Skills to improve 
	Action 
	Resources 
	Timeline 
	Possible outcome 

	Academic skills
	Critical thinking 
	Training on how to think critically to make effective decisions 
	External trainer and financial resources
	3 months to complete the training course
	An academic skill that attracts the eye of employers will be improved 

	
	Multitasking
	Training on how to manage multiple tasks together
	External trainer and financial resources
	3 months to complete the training course
	An academic skill that attracts the eye of employers will be improved

	Employability skills 
	Problem-solving 
	Training on how to solve professional issues effectively 
	External trainer and financial resources
	3 months to complete the training course
	Improved employability skills will help achieve the intended career

	
	Flexibility
	Training on how to adapt to changes at work
	External trainer and financial resources
	3 months to complete the training course
	Improved employability skills will help achieve the intended career

	
	Technological skills
	Training on how to develop knowledge of advanced digital technologies used in the retail industry
	External trainer and financial resources
	6 months to complete the training programme
	Increase the possibility to achieve employment in a popular retail organisation in the UK


Table 1: Personal Development Plan
(Source: Created by author)
I have developed this PDP by giving paramount importance to both academic and employability skills. In order to improve all of my academic and employability skills, there will be a requirement of 18 months total. It means that within one and a half years, I would be able to enhance my skills for academic and professional development. With trainers’ feedback, I will measure my progress in academic and employability skills.  
[bookmark: _4d34og8]3. Understanding of the world of work in the retail sector
· Average retail salary of £30,000 for a graduate
· 3 million retail employments in 2019
· 536,300 retail jobs on furlough in 2021
· 58% of women employment in the UK retail sector in 2019
· 2.3% pay growth in UK retail sector in 2017
In order to understand the world of work in the retail sector, it is important to highlight the areas with employment opportunities. These areas include customer services, buying, merchandising and allocation, online retail, management, warehouse, distribution, logistics, and supply chain. The main graduate employers in the UK are Next (clothing retailer), Amazon (retail e-commerce), and Sainsbury's (supermarket retailer). By working in the retail sector, a graduate can expect the highest starting salary with an average of £30,000 (Smith, 2021). In 2019, there have been 3 million employments in the UK retail sector. However, 536,300 retail jobs have been on furlough under the "Coronavirus Job Retention Scheme” by the UK government in 2021 (Hutton, 2021). The retail sector has a role in building careers for the future. 
In 2019, there have been 58% of women employments and in 2017; the UK retail sector has ensured a 2.3% pay growth (BRC, 2019). For graduates, choosing the retail sector as a career is due to the satisfactory salaries and benefits along with more professional development opportunities provided by UK retail employers (Bright Network, 2022). There are several other reasons, which reflect working in retail is beneficial and rewarding for graduates. One of them is associated with the flexible hours of working. The retail sector allows employees to improve their problem-solving, time management, and organisation skills (Indeed, 2021). Therefore, to work in the retail sector, having customer service skills is indeed essential and thus, graduates should have a good grip on interpersonal and communication skills. 
[bookmark: _2s8eyo1]Conclusion
· Academic skills equally prioritised by employers
· SWOT identified weak and threatening skills
· Time management tools, Eisenhower Matrix and SMART 
· PDP presented action plan with outcomes
[bookmark: _49x2ik5]Based on the overall discussion, it can be concluded that academic skills are prioritised while seeking employability skills. SWOT analysis has helped identify weak and threatening skills. Eisenhower Matrix has recognised firstly and lastly prioritised skills. The SMART framework has specified the development of weak academic and employability skills. The PDP has discussed the action plan. Moreover, the world of work in the retail sector has been discussed with important UK statistics.
[bookmark: _17dp8vu]
Task 2: Report
[bookmark: _3rdcrjn]1. Introduction 
Employability and academic skills are important for the workplace because employers seek these abilities while recruiting employees. The current report is based on a model of reflection and its application. The three major topics selected are time management/organising study, academic writing, and referencing. Along with that, the fourth important topic is related to public speaking/presentations. With the help of the application of the chosen model of reflection, all these four topics are going to be analysed in depth. In addition, the chosen or recognised model of reflection is Kolb's learning cycle. Moreover, for more improvement in these four key areas, individual practical strategies are identified.   
[bookmark: _26in1rg]2. Findings 
[bookmark: _lnxbz9]2.1 Topic 1: Time management/Organising study 
Understanding: Time management or organising study is about planning proper schedules to ensure the completion of all learning materials effectively (Port, 2022). In this module, I have understood that the ability to manage time is not only important for academic sessions but also for professional development. I have realised that the way I organise my study materials will represent how efficient I am in sorting my professional responsibilities in the future. The module has helped me learn the significance of organisation or time management skills in strengthening my possibility to become a good leader. 
Reflection on usefulness: Time management or organising study has been useful to me in terms of completing academic research studies in teams. For example, while developing a group research project, I have been capable of finishing my task within allocated time so that my classmates can complete their tasks and we can submit the project on time, as a whole. What I already knew about this topic is that time management or organisation skills come in the big list of academic and employability skills. By the means of organisation skills, an individual can maintain a systematic way in their working activities (Bangor, 2020). 
On the other hand, with the help of time management skills, people may play the role of good organiser (Sheffield, 2022). Thus, by considering these aspects, I would like to state that organisation and time management skills are interlinked. The learning I undertook outside the classroom is the future requirement of these skills in my professional development. I have identified that these skills are revolving around self-management, which is essential to achieving a managerial position as a career path in the future. Hence, I will make sure to keep enhancing these skills and abilities.   
[bookmark: _35nkun2]2.2 Topic 2: Academic Writing 
Understanding: Academic writing is associated with the way of presenting structured, focused, concise, clear, and backed-up evidence (Leeds, 2022). In the module, I understood that the main purpose of academic writing is to aid my understanding of reading and learning. I have identified that for academic writing, maintaining a formal style and tone is indeed essential. However, I have recognised that academic writing should not be complex, with the use of long sentences, and difficult vocabulary. This module has helped me learn the importance of academic writing in developing the ability to write professional reports.  
Reflection on usefulness: Academic writing has been useful to me in creating a number of textual presentations. Some of them include an annotated bibliography, literature review, research proposals, business reports, and essays. I already knew that academic writing is one of the academic skills, which can help me develop my ability to write professional reports, letters, and other similar textual contents. Academic writing is involved in shaping the non-verbal communication skills of individuals from high school and university days (Kramer, 2022). I have learnt that the use of simple language and vocabulary along with small sentences are necessary for academic writing due to the minimised possibility of errors. 
The simple but formal style and tone in academic writing help both readers and writers to understand particular topics, concepts, or other similar aspects (Sheffield, 2022). The learning I undertook outside the classroom is that I can develop my professional writing skills by improving my academic writing skills continuously. By developing these skills, I will be capable of making formal yet easily understandable informational content. For example, as a marketing manager in the future, I can write and forward simple and formal emails to my subordinates to update them with the latest information in digital marketing. 
[bookmark: _1ksv4uv]2.3 Topic 3: Referencing 
Understanding: Referencing is about acknowledging the sources in a body of academic writing and linking them to a list of cited sources. The acknowledgement in the body of academic writing is called a citation, whereas, the list of cited sources is termed a reference list (NU, 2022). In this module, I have understood that referencing is indeed essential to portray the authenticity and reliability of a written piece of academic writing. I have realised that referencing allows us to give support to a written piece by the means of the key findings and conclusions identified in existing literary sources.
Reflection on usefulness: Referencing has been useful to me in giving significant support to my projects, assignments, reports, and essays I made throughout the academic sessions. For example, while developing research studies, I have made an individual section of the literature review. For composing a literature review, I have gathered a large number of academic journal articles. Through these articles, my core focus has been to give solid support to my literature review by acknowledging the authors of the articles in the body of the literature review and placing the sources in a compact and formal format in the list of references. 
Three basic types of referencing can be Harvard, APA (American Psychological Association), and MLA (Modern Languages Association) system (TOU, 2021). I already knew about the Harvard system of referencing as I have used this particular type in most of my pieces of academic writing. As academic essays mostly revolve around the literary background, the use of referencing and citing is the maximum in such writings (Leeds, 2022). The learning I undertook outside the classroom is that ensuring reliability and authenticity is important for not only academic writing but also professional writing and thus, I will use this concept in the future.   
[bookmark: _44sinio]2.4 Topic 4: Public speaking and giving presentations 
Understanding: Public speaking and giving presentations are the act of presenting an idea in front of the public using a good vocal tone (Indeed, 2021). In the module, I understood that representing personal thought processes is easier with the help of the use of PowerPoint presentations. I can either add my voice to these presentations or I can speak and make the audience understand what my concept is.  
Reflection on individual presentation: Through the individual presentation in week 9, I have portrayed my ability to speak and present my knowledge of academic and employability skills. With the help of different tools, I have developed an in-depth analysis of my knowledge and understanding. I have used many images in the presentation to justify both textual and pictorial understanding of academic and employability skills. I also have included a tabular text in the presentation to speak out my approach to further developing these skills. Moreover, I have tried to maintain a limited number of presentation slides to represent my understanding compactly.  
[bookmark: _2jxsxqh]3. Analysis 
[bookmark: _z337ya]3.1 Brief explanation of model of reflection 
Kolb's learning cycle: Kolb's learning cycle is one of the widely applied models of reflection. According to Kolb, learners create knowledge by interacting with others in the environment (Growth Engineering, 2021). The principle of this model is that knowledge is created with the experience’s transformation in the process of learning. There are four important stages in the process of learning, as per Kolb’s perception. The stages are revolving around the concrete experience, reflective observation, abstract conceptualisation, and active experimentation (IEL, 2021).
[image: ]
Figure1: Kolb's learning cycle
(Source: Brown, 2022)
A learner experiences something new in the stage of concrete experience. The learner reflects on this experience in terms of existing knowledge in the stage of reflective observation. This reflection results in a modification of existing knowledge in the abstract conceptualisation stage. Finally, the modified knowledge fuels future experimentation in the active experimentation stage (UPS, 2022). 
[bookmark: _3j2qqm3]3.2 Topic 1: Time management/Organising study 
By applying Kolb's learning cycle, it can be analysed that I have encountered an experience of time management/organising study in this module, representing the concrete experience stage. My existing knowledge of time management and organisation skills has helped me reflect on my learning, showing reflective observation stage. In terms of the abstract conceptualisation stage, I have identified that I need to improve these skills with the help of self-study or external support (for example, the support of my peers and tutors). The active experimentation stage has helped identify the futuristic requirement of these skills in professional life (CFI, 2022). 
[bookmark: _1y810tw]3.3 Topic 2: Academic Writing 
Through the application of Kolb's learning cycle, it can be analysed that the module has enabled the experience of the significance of academic writing, indicating a concrete experience stage (Coventry, 2022). The reflective observation stage is when my existing knowledge of formal writing skills has helped me reflect on my understanding of academic projects and assignments. In case of the abstract conceptualisation stage, I have recognised to further improve (with training courses available) these skills for bettering my way of formal writing. Moreover, I have realised the role of formal writing in enhancing my professional development through the active experimentation stage. 
[bookmark: _4i7ojhp]3.4 Topic 3: Referencing 
With the application of Kolb's learning cycle, it can be analysed that this module has helped me experience the importance of referencing in academic writing, showing the concrete experience stage. The existing knowledge of acknowledging authors has helped reflect on the understanding of referencing in the reflective observation stage (UWE, 2022). The abstract conceptualisation stage is when I have identified that I will keep improving my referencing skills by developing knowledge of APA and MLA referencing types. For the active experimentation stage, I have understood that these skills will help authenticate the statistical or non-statistical data I will use in business reports. 
[bookmark: _2xcytpi]3.5 Topic 4: Public speaking and giving presentations 
Based on the application of Kolb's learning cycle, it can be analysed that in the concrete experience stage, I have experienced the role of pitching ideas publicly through presentation tools like PPT. In the reflective observation stage, my existing knowledge of creating PPTs with relevant pictures and bullets has helped me prepare a 10-slide PPT in week 9. The abstract conceptualisation stage has pushed to continuously improve these skills for both academic and professional purposes (Kessler, 2022). Moreover, the active experimentation stage has supported me understand these skills needed for making professional PPTs of sales and profits. 
[bookmark: _1ci93xb]4. Further improvement 
· In order to improve my time management/organising study skills, I will concentrate on the approach of mentorship from my tutors and peers. 
· For improving academic writing skills, my focus is on joining online training courses on how to become more efficient in writing formal formats of texts. 
· In case of improving referencing skills, I will make sure to give paramount importance to self-study by researching online (for example, authentic websites and journal articles that define what referencing is) and offline (for example, academic books on how to cite and reference) sources of reference. 
· To improve public speaking/presentation skills, my strategy is to work on my body language and prepare the talking or pitching points to ensure characteristic activeness while giving presentations.   
[bookmark: _3whwml4]5. Conclusion 
From the findings and analysis, it can be concluded that time management or organisation of study, academic writing, and referencing skills come in the category of employability and academic skills. The report has elaborated on the three chosen topics with their usefulness. The fourth topic has also been discussed from the reflective context of the individual presentation in week 9. Kolb's learning cycle has been briefly explained and applied to analyse all the four key topics throughout the report. Moreover, at the end of the report, different strategies for more improvement of these skills have been figured out for continuous learning and development.
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In order to have a practical portfolio, there is a significant requirement of focusing on academic and employability skills. This individual presentation is based on personal development so that own intended career can be achieved and the intended career represents employment in the retail sector. The presentation starts by discussing academic and employability skills. For analysing own situation and improving skills, various tools and techniques including a PDP are applied. Moreover, the world of work in the retail sector is elaborated.
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1. Academic and employability skills based on intended career

Academic skills

Listening, reasoning, verbal and written communication skills

Note-taking, attention to detail, technical literacy, data analysis skills 

Research, time management, self-discipline skills

Computing, critical thinking, teamwork skills

Presentation and public speaking, goal planning, multitasking skills















Academic skills are associated with the habits, strategies, and abilities, which help students to succeed during their academic years in high schools or universities. Through the development of academic skills, students can improve their ability to complete projects, interact with others, take tests, and learn new things. The key academic skills cover listening, reasoning, verbal and written communication, note-taking, attention to detail, technical literacy, and data analysis (Indeed, 2022). However, for employment in the retail sector, the vital academic skills to be applied are research, time management, self-discipline, computing, critical thinking, group work, presentation and public speaking, goal planning, and multitasking (Leeds, 2022).
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1. Academic and employability skills based on intended career (Contd.)

Employability skills



Communication and teamwork skills 



Leadership and problem-solving skills



Flexibility and learning skills



Initiative and technological skills 



Self-management, organisation, and planning skills
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Employability skills
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Leadership and problem-solving skills

Flexibility and learning skills

Initiative and technological skills 

Self-management, organisation, and planning skills















Employability skills are indicative towards the soft skills that help an individual to stand out from others aiming for the same job role with similar educational qualifications. In job descriptions, these skills are not clearly illustrated, although, they are crucial to secure a job role. In the retail sector, the key employability skills are communication, teamwork, leadership, and problem-solving (STEMNET, 2022). However, there are a few more skills, which are equivalently important for retail employment. They are flexibility, learning, initiative, technological, self-management, organisation and planning (Indeed, 2021). Employability skills can also be defined as transferable skills. Individuals utilise these skills to ethically compete with others in workplaces. Retail employers seek a diverse set of skills in candidates as they want to ensure higher productivity.
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2. Tools and techniques for own situation

2.1 Personal SWOT analysis



S-Strengths: 
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

W-Weaknesses: 
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O-Opportunities: 

Improvement of weak skills through training



T-Threats: 

Lack of technological skills threat to retail employment
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2. Tools and techniques for own situation

2.1 Personal SWOT analysis

S-Strengths: Good communication and leadership skills 

W-Weaknesses: Improper critical thinking and problem-solving skills

O-Opportunities: Improvement of weak skills through training 

T-Threats: Lack of technological skills threat to retail employment















Strengths: I have identified through academic projects and assignments that my academic skills are verbal and written communication, listening, note-taking, teamwork, time management, and research skills. Contrarily, my employability skills include leadership, learning, self-management, organisation and planning skills. All these skills will be beneficial for excelling in my employment possibility in the retail sector in the future. Weaknesses: The academic activities have also helped me understand that I have inadequate knowledge of critical thinking and multitasking (academic) skills. Besides, my problem-solving and flexibility (employability) skills are inappropriate. All these skills are indeed essential for employment in the retail sector and my inefficiency at these skills may bring incompetence in my professional life and career prospects. Opportunities: There is an opportunity to improve all these academic and employability skills I am ineffective at. I can improve these skills with the help of the training courses or a personal approach of researching online and offline to develop a vast knowledge of these important skills. Apart from the external training and personal research, I can take the help of my peers and tutors to improve these skills, representing an approach of mentorship. Threats: I have analysed during the development of academic assignments that there is a significant lack in my technical (or technological) skills and knowledge, for which, my possibility to achieve employment in the retail sector may be decreased. The Covid-19 pandemic has already made retailers focus on their online business model. In such a situation, a lack of knowledge of digital technology may hamper my progress to achieve my intended career.
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2. Tools and techniques for own situation (Contd.)

2.2 Time management tools
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2.2 Time management tools

Eisenhower Matrix

Quadrant 1 (Do): Improving technological skills immediately 

Quadrant 2 (Plan): Self-research on academic and employability skills  

Quadrant 3 (Delegate): Improving skills I am weak at 

Quadrant 4 (Eliminate): Lastly improving skills I am strong at















Eisenhower Matrix is one of the time management tools that help prioritise tasks. The tool is also called Urgent/Important Matrix. The matrix is divided into four major quadrants, which are 'do', 'plan', 'delegate', and 'eliminate' (CFI, 2019). Quadrant 1 (Do): The tasks in this quadrant are both important and urgent because they need immediate action and attention. Thus, my focus is to improve my technological skills as early as possible. For ensuring employment in the retail sector, I need to be attentive and take immediate action for enhancing my technical skills. For example, in a maximum of one month, I will join a training programme, related to the development of retail technical abilities, available online or offline. Quadrant 2 (Plan): The tasks in this quadrant are important, although, not urgent. These tasks are critical for long-term goals. However, they may or may not have defined deadlines. Hence, my focus is personal research by going through several online and offline sources to develop my in-depth knowledge of academic and employability skills. Quadrant 3 (Delegate): The tasks in this quadrant are urgent, although not important. These tasks do not significantly contribute to long-term targets. Though, they have a level of time sensitivity. Thus, I will focus on joining training programmes to enhance my critical thinking, multitasking, problem-solving, and flexibility skills. Quadrant 4 (Eliminate): The tasks in this quadrant are neither important nor urgent. Hence, I will focus on improving my strong skills at the last.

6



image2.png

Important

Not Important

Eisenhower Matrix

Urgent Not Urgent

Plan

Put it on your
to-do list

Eliminate

Forget,
comes later














image9.emf
2. Tools and techniques for own situation (Contd.)
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
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
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SMART framework 

For academic skills

S-Specific: Improve academic skills

M-Measurable: Critically thinking and multitasking to create academic papers 

A-Achievable: Skills management training courses 

R-Relevant: Good academic (summative and formative) feedback

T-Timeline: 6 months















Specific: To improve my academic (critical thinking and multitasking) skills. Measurable: The ability to perform more than one task at a time and the ability to think critically while creating academic reports and research studies will help to measure the improvement in academic skills (Cardiff, 2022). Achievable: With educational skills management training courses, the academic skills will be excelled (CPP, 2022). Relevant: The trained academic skills management knowledge will help increase the possibility to receive good feedback in summative and formative assessments (ASU, 2022). Timeline: 6 months will be required for educational skills management-related training courses. 3 months will be needed for improving my critical thinking skills and the remaining 3 months will be for bettering my multitasking skills.
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2. Tools and techniques for own situation (Contd.)

For employability skills


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2. Tools and techniques for own situation (Contd.)

For employability skills

S-Specific: Improve employability skills

M-Measurable: Solving problems and being flexible to work in retail sector

A-Achievable: Skills management training courses

R-Relevant: Achievement of intended career in retail sector

T-Timeline: 6 months















Specific: To improve my employability (problem-solving and flexibility) skills. Measurable: The ability to identify the key issues and associated resolution strategies including the ability to adapt to change in the retail sector will help to measure the improvement in employability skills (CTE, 2022). Achievable: With transferable skills management training courses, employability skills will be excelled (Careerwise, 2022). Relevant: The trained employability skills management knowledge will help increase the possibility to achieve an intended career in the retail sector by giving job interviews (Campbell, 2022). Timeline: 6 months will be required for transferable skills management-related training courses. 4 months will be needed for improving my problem-solving skills and the remaining 3 months will be for bettering my flexibility skills.
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2.3 Personal Development Plan

Skills to improve  Action  Resources  Timeline  Possible outcome 

Academic skills Critical thinking  Training on how to 

think critically to make 

effective decisions 

External trainer and 

financial resources

3 months to complete the 

training course

An academic skill 

that attracts the eye 

of employers will be 

improved 

Multitasking Training on how to 

manage multiple 

tasks together

External trainer and 

financial resources

3 months to complete the 

training course

An academic skill 

that attracts the eye 

of employers will be 

improved

Employability skills  Problem-solving  Training on how to 

solve professional 

issues effectively 

External trainer and 

financial resources

3 months to complete the 

training course

Improved 

employability skills 

will help achieve the 

intended career

Flexibility Training on how to 

adapt to changes at 

work

External trainer and 

financial resources

3 months to complete the 

training course

Improved 

employability skills 

will help achieve the 

intended career

Technological skills Training on how to 

develop knowledge of 

advanced digital 

technologies used in 

the retail industry

External trainer and 

financial resources

6 months to complete the 

training programme

Increase the 

possibility to 

achieve 

employment in a 

popular retail 

organisation in the 

UK
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2.3 Personal Development Plan

				Skills to improve 		Action 		Resources 		Timeline 		Possible outcome 

		Academic skills		Critical thinking 		Training on how to think critically to make effective decisions 		External trainer and financial resources		3 months to complete the training course		An academic skill that attracts the eye of employers will be improved 

				Multitasking		Training on how to manage multiple tasks together		External trainer and financial resources		3 months to complete the training course		An academic skill that attracts the eye of employers will be improved

		Employability skills 		Problem-solving 		Training on how to solve professional issues effectively 		External trainer and financial resources		3 months to complete the training course		Improved employability skills will help achieve the intended career

				Flexibility		Training on how to adapt to changes at work		External trainer and financial resources		3 months to complete the training course		Improved employability skills will help achieve the intended career

				Technological skills		Training on how to develop knowledge of advanced digital technologies used in the retail industry		External trainer and financial resources		6 months to complete the training programme		Increase the possibility to achieve employment in a popular retail organisation in the UK















I have developed this PDP by giving paramount importance to both academic and employability skills. In order to improve all of my academic and employability skills, there will be a requirement of 18 months total. It means that within one and a half years, I would be able to enhance my skills for academic and professional development. With trainers’ feedback, I will measure my progress in academic and employability skills.
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3. Understanding of the world of work in the retail sector



Average retail salary of £30,000 for a graduate



3 million retail employments in 2019



536,300 retail jobs on furlough in 2021



58% of women employment in the UK retail sector in 2019



2.3% pay growth in UK retail sector in 2017
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3. Understanding of the world of work in the retail sector

Average retail salary of £30,000 for a graduate

3 million retail employments in 2019

536,300 retail jobs on furlough in 2021

58% of women employment in the UK retail sector in 2019

2.3% pay growth in UK retail sector in 2017















In order to understand the world of work in the retail sector, it is important to highlight the areas with employment opportunities. These areas include customer services, buying, merchandising and allocation, online retail, management, warehouse, distribution, logistics, and supply chain. The main graduate employers in the UK are Next (clothing retailer), Amazon (retail e-commerce), and Sainsbury's (supermarket retailer). By working in the retail sector, a graduate can expect the highest starting salary with an average of £30,000 (Smith, 2021). In 2019, there have been 3 million employments in the UK retail sector. However, 536,300 retail jobs have been on furlough under the "Coronavirus Job Retention Scheme” by the UK government in 2021 (Hutton, 2021). The retail sector has a role in building careers for the future. In 2019, there have been 58% of women employments and in 2017; the UK retail sector has ensured a 2.3% pay growth (BRC, 2019). For graduates, choosing the retail sector as a career is due to the satisfactory salaries and benefits along with more professional development opportunities provided by UK retail employers (Bright Network, 2022). There are several other reasons, which reflect working in retail is beneficial and rewarding for graduates. One of them is associated with the flexible hours of working. The retail sector allows employees to improve their problem-solving, time management, and organisation skills (Indeed, 2021). Therefore, to work in the retail sector, having customer service skills is indeed essential and thus, graduates should have a good grip on interpersonal and communication skills.
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Conclusion



Academic skills equally prioritised by employers



SWOT identified weak and threatening skills



Time management tools, Eisenhower Matrix and SMART 



PDP presented action plan with outcomes
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Conclusion

Academic skills equally prioritised by employers

SWOT identified weak and threatening skills

Time management tools, Eisenhower Matrix and SMART 

PDP presented action plan with outcomes















Based on the overall discussion, it can be concluded that academic skills are prioritised while seeking employability skills. SWOT analysis has helped identify weak and threatening skills. Eisenhower Matrix has recognised firstly and lastly prioritised skills. The SMART framework has specified the development of weak academic and employability skills. The PDP has discussed the action plan. The world of work in the retail sector has been discussed with important UK statistics.
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