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Introduction
Nowadays, having skills is mandatory to proceed in academic or professional journey. Some jobs require more skills, others ask just for the basics, depends which field you want to join. Therefore, we all need to be flexible in our working patterns and be prepared to change jobs and/or sectors if we believe there are better opportunities elsewhere. (skillsyouneed.com, 2019). 
To improve my knowledge in academic field and to boost my career, I can use few methods that can help a lot, for example, the Personal Development, SWOT analysis and time management. 
The first one is useful if I want to reach goals in the short and long term, to find in which area of my academic journey I am lacking, in order to  make a plan and make them a point of strength, instead. Then, at the end of it, I could be satisfied of the goals I reached. The second is really good for companies that want to recognize the strongest and the weakest points of their own business, to make them better or to fix them, in order to avoid any future problem. Time management concern about the way I am planning my time to do certain activities, to optimize my free time, to increase my productivity and efficiency. In broad terms, it is a plan by which I can, as the word says, manage my time sufficiently and adequately, to spend it on my goals.
Thanks to this tools, I learned how to focus on my skills in my academic path, to use them in the workplace in future.
Hard skills and soft skills
When we write a resume of ourselves, we must include all kind of abilities or skills we got in all our past experiences. They are divided in two principal groups:
· Hard skills: We define hard skills as the technical abilities that suit for a specific job. For example, programming in IT field, cooking if you are applying in hospitality field and many more. They are teachable in school, in a specific course or books.
· Soft skills: These are not restricted to a specific range of jobs but are useful through multiple career paths. Examples of this kind of skills are communication, management, problem solving…

In view of this, I can set out which soft skills and hard skills I have developed during my life experiences.
	HARD SKILLS
	SOFT SKILLS

	· Programming
· Data Analysis 
· Statistics
· Google Analytics
	· Communication
· Team Working
· Adaptability
· Work Ethic
· Initiative 
· Decision Making



At present we mistakenly think the employers prefer to give an interview to who has a lot and well-developed hard skills. Usually, they prefer people that shows they can learn straight away how to do properly the job, which can happen if you have mastered some soft skills. It is good to choose employees that have a good balance of both hard and soft skills. Obviously, each company is different, and each hiring scenario is unique. So, in some situations, one skills set might take precedence over the other. (Mazzotta, 2015).



Personal development plan
If I recognize that I am lacking in few skills I need in my academic path or in the workplace, and I want to enhance the performance, it is useful to write a Personal Development Plan. I also have long-term ambitions that pull me to boost my knowledge and abilities, for example, a specific role in the job I dream of. However, in order to reach my long-term goals, I first need to accomplish the short-term goals in the process.
In a working environment, the personal development plan can be made in cooperation with the manager to identify the weaknesses; this can allow you to progress properly in your career journey. 
The personal development plan is also used in education for an equivalent purpose. 
The target is also to keep yourself motivated and to track your progression. By documenting your individual development, you can show to the employer the enthusiasm, dedication and your aspiration for self-improvement. 
They can even be a useful tool if you are currently between roles. With a clear set of objectives, you will be able to make the most of your time off, and add real value to your CV. (Rolfe, 2018)
I made a matrix about my plans of the future goals divided in short term, mid-term and long term. I also included skills and knowledge to be learned and the resources I need.

	 
	Short-Term Time Frame  
 
What do I want to accomplish in the next three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to accomplish in the next six months to two years?  
	Long-Term Time Frame  
 
What do I want to accomplish in the next two to three years?  

	Section 1 - My Goals   
  
 
 
 
	 
 Continue my course of study and improve my skills and my knowledge.
	
I want to do an internship for a big company in IT field
	 
I want to cover a relevant role in a company in IT field

	Section 2 - Skills and 
Knowledge to be  
Learned  
 
	 


I need to work on my academic soft and hard skills
	 


I want to develop my knowledge in computing and networking systems
	 


I need to master my knowledge in coding, statistics, and cyber security

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
 
 
	 


In my academic path, I am going to focus on my hard and soft skills
	 


In my internship, I am going to develop my knowledge and practice
	 


I am going to master my knowledge with a course or with practice


 
 
	Section 4 - Resources 
  
 
What resources do I need?  
  
  
 
 
 
 
	 


I need time and funds
	 



	 




SWOT analysis
There is also another method to make a Personal Development Plan, which is called SWOT analysis. SWOT is an acronym for Strengths, Weaknesses, Opportunities and Threats. This is not only appropriate to this purpose, but also for businesses. In fact, it is a technique to valuate four aspects of it. By organizing a plan for your business, you can reduce any chance of failure, track all the weaknesses, and avoid them so you do not get caught unprepared. 
Now I am going to explain the SWOT analysis in a specific way.
As we said, this is made of four points; two of those are internal factors of the business which they are Strengths and Weaknesses. The other two points are external factors which they are Opportunities and Threats.
· Strengths: These are the things that you or your business are doing really good. They can be a good motivation for you or your staff. Strengths are fundamental to focus on, because they are the qualities that differentiate you from your competitors.
· Weaknesses: These are the things your business is lacking at. When you are considering the weaknesses of your business, you must be honest. This analysis will work only if you put all the information you need. So, as much as strengths, they are really important, because you need to improve them in order to build a great company.
· Opportunities: Those are chances to make your business grow and compete in the market. It is not only about the big opportunities but also the small advantages you can take from little things. So, if you merge all of it, you can make a huge difference.
· Threats: Those are the things which can affect your business negatively; this is the reason why it is crucial to find them and anticipate any consequences.

Here is an example of a SWOT analysis matrix for my own case.
	Strengths
What do you do well?
What differentiate you from the competitors?
	Weaknesses
What could you improve?
Where your resources are missing?

	1. Motivation
2. Desire to do
3. Organization
	1. Lack of leadership
2. Bad time management
3. Afraid of competition

	Opportunities
Which opportunities are open to you?
In which field you can take advantage of?
	Threats
What threats could harm you?
Which threats makes you exposed to competitors?

	1. Demand on a specific field
2. University courses
	1. Time
2. Lack of money
3. Bigger competitors



Time management
Time management is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter, not harder, so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress. (Mindtools.com, 2016)
Most of the time we think that when we are busy, at the same time, we are effective, but this is not the truth. When we focus on multiple things, at the end of the day we do not achieve all the tasks. This could not be only a lack in our work, but it also causes stress, anxiety and sometimes depression. We feel more tired and less confident. This might be one of the main problems of our business life and the reason of our failure.
The everyday activities, like classes in the morning, studying, family, recreation, work, eating, travel… takes time from your day. Some of them are mandatory to keep the productivity, as is sleeping, that takes at least 50-60 hours per week, or recreation, which takes around 10-25 hours per week. We cannot stop to do these things, but we can learn how to do a lot of other activities together with our usual ones.
The basic principle of time management is to direct all the efforts appropriately and efficiently, to maximise what we can achieve by the investment of time and energy and to reduce the time wastage.
An effective time management also requires organization. We may need diaries to record the trend of the day or the week, to-do lists, a tidy workspace and filing systems. Among these, we also need to prioritise the activities from high to low, in order to do first what has the urgency to be accomplished, then we need to spend time for planning and problem solving. Meanwhile, there could be some delays or interruptions for some reason, and we should predict it.
The Eisenhower Method
The Eisenhower Method is a way to organize tasks and duties for the purpose of figuring out priorities. This method uses a matrix to separate the tasks using the rule of important/not important and urgent/not urgent.
Tasks in:
1. Important/Urgent quadrant Should be done immediately and personally. 
2. Important/Not Urgent quadrant get an end date and are done personally 
3. Unimportant/Urgent quadrant are delegated. 
4. Unimportant/Not Urgent quadrant are dropped.
Here is an example of Eisenhower matrix in my own case

	EISENHOWER METHOD
	URGENT
	NOT URGENT

	
IMPORTANT
	       Study, work, relationship, health care                                       
	                        Paying bills, holidays

	NOT IMPORTANT
	                                                                              
                            Paperwork
	
                           Recreation time




SMART goals
The goals we want to accomplish must be SMART. SMART is an acronym for:
· Specific: The goal should regard a specific area of improvement.
· Measurable: the objective should be measurable or at least suggest a progression.
· Achievable: It should be possible to achieve the goal, even if it will strive your abilities.
· Realistic: The goal should be realistically achievable.
· Time-Related: There should be a deadline to determine when the goal will be achieved.
Another aspect we should always keep in mind is that we have a body clock. This makes us more productive or less productive at a specific time of the day. For example, during the day we have peak times of the performance, at this time we should do tasks of high importance. 
At the end of those tasks, we should review our planned time management to check what we have done and what is still on the way to be done, so we can use them to replan the next day with the unaccomplished tasks.
We can summarize all these methods for time management in one flowchart:

Do a list of activities



	
Check the time required for each activity





                                    Allow time for interruptions

	


Set priorities – Use Eisenhower method





Check your results


	
