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Introduction 
In a workplace, to perform well, a person needs to use and develop different types of skills which are called employability skills. It is essential for any profession. Employability skills are a group of experts and other professional behaviours which help the employees to achieve the goals. A popular recruiting agency in Australia, named JOB JUMPSTART, said that employability skills could be defined as the essential professional skills, personal qualities and other values which enable a person to thrive in any job market. Academic qualifications are also necessary, which are gained by academic learning. In this report, various types of skills are discussed. Most of the employers want to observe those skills from their subordinates. These skills can be used in many ways. An individual should understand the importance of the work and other relevant information, which are coming from different sources. Other progress like reflection and a better understanding of academic achievement are also discussed here.
Skill- The ability which helps a person to competently perform one or several activities can be referred as skill. Skills not only helps an individual to perform specific activities, but it helps him to use his knowledge practically in different scenarios of his life. Based on the origin there are functional skills, attitude and knowledge-based skills. However, there are other classification of skills and one of the most famous classification of them is done based on their origin and uses combining. According to these classifications there are academic skills, employability skills, hard skills and soft skills which are discussed below.
Academic Skill- Academic skills are those which helps a student in their learning period. Academic skills usually help student to develop his learning style and generate self-learning abilities. It increases the confidence among the students with the help of which they can achieve success in their future career (Cleeve, Roslaniec, Pope and Jago, 2020). For example-
Teamwork: The conference board of Canada says that an employee should take the job as a part of a collaboration. By developing teamwork skills, an employee can increase productivity with confidence. For example, an employee can participate in any project or task as a team member. Be an active member of the projected team, discuss the matter to solve, speak up in case of any doubts, offer volunteer jobs in free time etc.
Excellent communication skills: Excellent communication skills should be developed with everyone. If an employee wants to be successful in his / her professional life, the person needs to be an excellent communicator. For that, the person needs to be a good listener, make logical conclusions, build rapport, act according to the information said. Preparing and delivering presentations in front of live audiences can help to develop communication skills.
Organization: This is another essential skill. Different types of jobs are performed in the company every day. The employees are allowed to organize those jobs in a correct order. An adequately organized team makes fewer mistakes (Azmi et al., 2018).
Employability Skill- These are the functional skills that are needed to be present in each individual so that their professional life can be smooth, and they can achieve success. These skills are transferable and improve the ‘employable’ characteristics of an individual. Attitudes, skills and knowledge are the three attributes on which employability depends and it is highly required that an employee has all these three attributes. There are several employability skills which may or may not be important for a certain individual. However, the presence of every employability skill makes the individual a bit more important in his organisation than the others. For example-
Problem-solving capacity: More than 65% of recruiting professionals to address problem-solving ability as a great skill for an employee to be hired. Problems are part and parcel of any company, and the company's high officials have not enough time to solve them. The employee needs to analyse the facts and figure it out, assess the processing’s and then create and implement the solution. Still, if the employee faces any problem, never give up attitude should be approached.  (Messum, et al.,, 2017.)
Adaptability: Adaptability is essential as an employable skill. Everything is changing rapidly in this 21st century. So, the companies look for employees who can adjust quickly with the ever-shifting business environment. Currently, the technologies, trend of competition, business methods all are changing swiftly. So, the employee needs to get ready for that any time. Welcome the changes with new challenges and ask for the responsibility (O’Connor and  Bodycote, 2017).
Uses of information: Information is the new currency in this 21st century. Sometimes a single piece of data may become a significant factor for the entire company. So the employee needs to be able to find out the right information, organize it, analyse it and then communicate it to the related parties (Abas  and Imam,  2016).
Hard Skill- Hard skills are the core professional skills which only have impact in the professional life of an individual. These skills are earned by a person as he may or may not be born with those skills. These skills are job-role specific and generally earned by an individual through training and development (What Are Hard Skills?, 2020). For example-
SWOT analysis: SWOT is essential for any company. It shows the strength and weakness of a company. An efficient employee needs to prepare the SWOT and present it. The SWOT analysis should be full of logic, and the presentation should be done very brightly. No confusion or hesitation should be there.
Uses of technology: currently, this is an age of technology. Technology provides all aspects of our lives. It will do so in future. The employee should acquire knowledge of technology. The employee should know how to use that technology appropriately. Currently, businesses are running and growing with the help of technology. Transactions cannot be carried out without the help of computers, telephone, internet etc. Lack of technology may hamper the business in different ways. So, to stay employable, the employee must keep the knowledge of technology related to the company. To be updated about the organization, read industry blogs, websites or other articles.
Soft Skill- Every interpersonal skill of a person can be regarded as soft skill. These skills not only have their presence in the professional life or a person, but they also have presence in their personal life. These skills help an individual to develop his attitude and set the path of his social life as well. People generally born with soft skills (Hard Skills vs. Soft Skills: What's the Difference?, 2020). For example-
Time management: If the employee can not manage the time correctly, the employee may face the problem with the results. Not only that, but wrong timing may also hamper professional life as well as personal life issues. Employers do not want this to happen. (Suleman, 2018). That is why time management skill is so important. In the competitive world, time is treated as a valuable resource. So the employee needs to have a good timing sense to plan the best use of time. The employee can fix the time frame for the project and set the schedules. Monitor the time spent, use google calendar or to-do list etc.
Professional behaviour: According to the conference board of Canada, an employee should demonstrate a positive attitude while dealing with the clients, facing any problem or situations with honesty and full integrity.


 
Personal Development Plan
	Objective 
	Success Criteria
	Actions
	Implementation

	1. Communicational engagement
	The success criteria of the communicational engagement can be recognized with the help of the engagibility of the peoples who are working within the sector. The more the teamwork will be, the more engagement will occur in the working sector
	The communicational engagement will act as an shield in front of the miscommunication elements. With the engagement of the communicational engagement the employees of the organization can get a proper identification and understanding of their roles and develop the problem solving methods to rectify issues (Suleman, 2018)
	The communication engagement can be implemented with an organization with the help of the management system such as the Human Resource Management.

	2. Teamwork 
	With the teamwork factor the process of the organization will be distributed equally within the fellow employees in a group. Thus the pressure factor lowers which 
	The teamwork factor will ensure that the organizational work is running at a constant pace and carry enormous time to rectify the issues if occurred.
	The factor of the teamwork can be implemented with the help of the departmental leaders or managers within the working section.

	3. Cooperation and managing
	the criteria for the cooperation and managing will be the mutual thinking, the efficiency and loyalty towards the collogues and other working staff and lastly the communication engagement
	The cooperating factor will help the employees in achieving a mutual understanding and mentality to carry the work or the responsibilities with the working sector.
	The cooperation can be implemented with the organization by seeking the help of the Management of Human Resource within the working field.


Table 1: PDP
Source: Learner
SWOT Analysis
	Strength 
The strength of the academic and the employability skills will be the communicational engagement, understanding and identification of the mutualism within the individuals. Lastly the factor of teamwork within the working space will engage in greater achievement of communication in the respective filed.
	Weakness
The weakness can be elaborated by identifying the lacking factor within the individuals. Some of the factors which lead to the weakness element in the academic and the employability skills are the lack of employability skills and unclear or undefined information in the learning sectors.

	Opportunity
The internet is one of the fundamental opportunity or the areas where an individual can get self-taught by taking references and views of the different models and approaches of communications.
	Threat 
The factor of threat can be identify by the lacking factor such as the poor marketing knowledge, an intensive competition in the working field where the entry of the new entrants is almost void and futile and sometime an excessive communication leads to the negativity factor


Table 2: SWOT
Source: Learner

Reflection and analysis of self-academic progress
The factor of the theoretical and the employability skills and its effectiveness has been demonstrated with various examples and illustrations in this following report. In this particular section of the study, the two primary factors will be developed. The first one is the analysis of the educational process and the second one is the reflection of the educational process (Jiracheewewong et al., 2019). 
Reflection 
The factor of reflection can be demonstrated in a way that the report has constructed the importance and need of academic and employability skills. Both of these factors are deliberately helping the students and the individual in gathering confidence and competencies. Thus these factors are motivating them and also accessing them in the engagement of developing their self skills. The presence of self skills allows them to produce better performance in the working space as an employee. So, the whole factor precisely outputs the strategies and elements which shows that how the employability and the academic skills within the individual helps them to grow. At the beginning of the module, the usages of different tools have been showcased. Some of the examples of the tools are SWOT analysis and time management tools. At the bottom of the study, a brief understanding has been established on the world of work and some of the advice from the centres of job and recruitment agencies relating with the factor of academic and employability skills of the individual. In the initial, the elements of academic consideration have been briefly covered, whereas at the bottom, the employability factor has been briefly described in this report (Messum et al., 2017).

Conclusion 
Currently, production of basic needs are decreasing; the resources are declining, the economic environment is changing rapidly. Unemployment problem is increasing in many places. Besides all that, though employed, the employee needs to develop employability skills due to those problems. The market is open throughout the globe and lots of competition over there. That is why it is essential to discuss the employability skills. Companies want to produce more by using this limited amount of resources. So they look for the employability skills as well as academic skills. In this report, employability skills are discussed in many ways. Different tools of employability skills like SWOT analysis, time management, presentation skills, and how it can be applied to the professional approach is also discussed here. The discussion also shows the identification and understanding of the process. An analysis and the reflection is also demonstrated by using the figure here. Finally, it can be said that employability skills, along with the academic qualifications are very important to produce more and sustain in this competitive market.
 



Reference list
Abas, M.C. and Imam, O.A., 2016. Graduates' Competence on Employability Skills and Job Performance. International Journal of Evaluation and Research in Education, 5(2), pp.119-125.
Azmi, I.A.G., Hashim, R.C. and Yusoff, Y.M., 2018. The employability skills of Malaysian university students. International Journal of Modern Trends in Social Sciences, 1(3), pp.1-14.
Cleeve, R., Roslaniec, A., Pope, N. and Jago, B., 2020. 5 Academic Skills To Prepare Your Students For Higher Education. [online] Resources for English Language Learners and Teachers | Pearson English. Available at: <https://www.english.com/blog/academic-skills-for-higher-education/> [Accessed 24 April 2020].
Jiracheewewong, E., Yongxia, M.A. and Han, X.U.E., 2019. The Determinants for Best Employability Skills and Job Opportunities for Undergraduate Students Majoring in Chinese in Thailand. Education and Urban Society, 51(7), pp.989-1004.
Messum, D., Wilkes, L., Peters, C. and Jackson, D., 2017. Senior Managers' and Recent Graduates' Perceptions of Employability Skills for Health Services Management. Asia-Pacific Journal of Cooperative Education, 18(2), pp.115-128.
O’Connor, H. and Bodicoat, M., 2017. Exploitation or opportunity? Student perceptions of internships in enhancing employability skills. British Journal of Sociology of Education, 38(4), pp.435-449.
Suleman, F., 2018. The employability skills of higher education graduates: insights into conceptual frameworks and methodological options. Higher Education, 76(2), pp.263-278.
The Balance Careers. 2020. Hard Skills Vs. Soft Skills: What's The Difference?. [online] Available at: <https://www.thebalancecareers.com/hard-skills-vs-soft-skills-2063780> [Accessed 24 April 2020].
The Balance Careers. 2020. What Are Hard Skills?. [online] Available at: <https://www.thebalancecareers.com/what-are-hard-skills-2060829> [Accessed 24 April 2020].
