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Introduction
The purpose of this report is to analyse my own academic and employability skills, referring to in-class activities and published literature. It also further shows my personal swot analysis and personal development plan.

To begin with, skills refer to the ability to do something well. Active listening, critical thinking, paraphrasing, and academic writing are some examples of skills. Skills are typically acquired through direct experiences and training. They can be categorized into personal, academic and employability skills.
                                                                                           
The following is the differences between academic and employability skills. Academic skills are the skills needed in an educational system, for instance, university. These skills aid learning and understanding. They include basic skills like listening, reading and writing, and other skills like paraphrasing, summarising and critical thinking.

On the other hand, employability skills are the skills needed at the workplace. This applies to both the employer and employee. Employability skills are needed to provide a conducive working environment and as such promote success in an organisation. These skills include teamwork and communication, leadership, professionalism and strong work ethic. 

I have these academic skills; reading, listening, speaking and critical thinking. I attained some of these skills in school and I use them in my daily routine as a student.
I also have these employability skills; problem solving, decision making, communication and teamwork. I utilise these skills at my workplace. 



SWOT Analysis
SWOT (strengths, weaknesses, opportunities and threats) analysis is a structure used to devise a strategic planning by assessing a person organisation. 
“SWOT analysis assesses internal and external factors, as well as current and future potential” (Grant, 2020).
This is a personal SWOT analysis based on actual experience


(S)trengths
The following are the skills that set me apart from others. They include communication, decision making, problem solving and team working skills.

Communication Skills
To begin with, I have good communication skills. According to the oxford dictionary, communication is the means of sending or receiving information. 
Everyone needs good communication skills to understand information rapidly and more precisely.
However, frequent confusion and frustration is the outcome of poor communication skills (CFI, 2015 TO 2020).

I am able to interact well with people because I am a good listener and convey messages clearly, always giving feedback. Communication skills are important in the university for students to interact well with other students and teachers, understand class assignments and make presentations. These skills also help lecturers understand and interact well with students and colleagues, give excellent lectures and speak at conferences and seminars.

Communication skills are important at the workplace for good interpersonal relationship between employees as well as employers. It also promotes a good relationship with the business and clients.

Decision making Skills
In addition, I am able to make decisions under pressure. I make decisions by analysing the situation, considering alternatives and weighing pros and cons. 
Decision making according to the Business Dictionary, (2016), is “the thought process of selecting a logical choice from the available options”. Decision making is necessary to achieve goals and objectives within given time and budget. (Kullabs, 2014 to 2019). 

A good decision-making procedure, before taking any action, should obtain enough information. This is because decision making involves a lot of people who contribute their opinion on how to deal with a particular situation. Enough information is provided which gives a better understanding of the situation (Commerce Mates, 2019).

Decision making skills are necessary in the university because it allows students save time and energy, and also gives speedy results. These skills are important at the workplace to avoid obstacles and reach objective conclusions.

Problem solving Skills
[bookmark: OLE_LINK38][bookmark: OLE_LINK39]Furthermore, problem solving is a skill that comes naturally to me. I am able to scrutinise a problem to get a result. Based on the Collins English dictionary, “Problem solving is the act or process of finding solutions to problems especially by using a scientific or analytical approach”.
“The problem-solving process is to identify problem, define problem, analyse data, form strategy, organise information, allocate resources, monitor progress and evaluate” (Robertson, 2016).

There are 5 primary steps in problem solving. They are 
1. to examine the causes to the issue
2. make a set of different ways to reach end goal
3. weigh the best solutions
4. device a plan
5. measure effectiveness (Doyle, 2020)

Problem solving skills are essential at the workplace to resolve issues in a constructive manner. These skills are also necessary at the university to enable students deal appropriately with issues. It is a known fact that problem solving develops mathematical power. 

Teamworking Skills
[bookmark: OLE_LINK42][bookmark: OLE_LINK43]Moreover, I work really well in teams; I contribute adequately in my team and I am always ready to go the extra mile for my team to generate success. Based on The Happy Manager (2007-2020), teamwork can be defined as “when a group of people work together cohesively, towards a common goal, creating a positive working atmosphere, and supporting each other to combine individual strengths to enhance team performance”.

Teamwork is a key competency that is useful both in the university and at the workplace. According to Kashyap (2019), teamwork is important at the workplace to enable employees trigger creativity, learn from each other, increase work pace and cultivate strong work relationships. 

Teamwork also contributes to revenue generation and induces accountability and a sense of accomplishment within a team.
Teamwork increase the social skills and self-confidence of students by helping them interact well with others (Group Dynamix, 2017). It also promotes public speaking skills.



(W)eaknesses
The following are the areas where I may be weaker than others. These areas include time management and leadership.

Time Management Skills
To begin with, I find it very hard to manage my time wisely. Time management is the process of planning how to use your time between specific activities effectively. I tend to get distracted when I am performing a task and procrastinate when I need to complete a task to reach a deadline. 

In order to acquire the skill of time management, I will implement the Eisenhower method and the RAC method. According to President D. Eisenhower, Eisenhower method states that “what is important is seldom urgent and what is urgent is seldom important” (Heap, 2020). The RAC method (Record, Analyse, Change). 

Correspondingly, in order to acquire time management skills, I need to prioritise. To determine this, I need to use the 80-20 rule. According to Wikipedia, the Pareto principle states that, for many events, roughly 80% of the effects come from 20% of the causes.
In the 80-20 rule, you prioritize the 20% of factors that will produce the best results (Tardi, 2020). 

Utilising all this information, I will prioritise and appropriate time for my daily activities, declutter and avoid distractions.
Time management is very important in the university to help students allocate time to study, use that time effectively and balance the time requirements of different aspects of their lives.

Time management is also necessary at the workplace to deliver work on time. Prioritizing at the workplace can provide a better quality of work and eliminate stress and anxiety resulting in more productivity and efficiency (Kashyap, 2019).

Leadership Skills
In addition, I find it difficult dealing with my peers. I tend to give up when things do not go my way and settle for less. Coupled with my inability to motivate people to perform a task or do an activity makes me a bad leader.

Leadership is the skill of guiding individuals, groups, or a whole organization. According to Kerr (2019), leadership skills are the essential skills needed to form a vision, believe in it, motivate people and execute it. 

These skills include communication, problem solving, delegating, organization, motivation, conflict resolution, and giving and receiving feedback. 
“Showcasing these types of leadership skills (in your resume skills section or elsewhere) will make you stand out from the competition” (Kerr, 2019).

Leadership skills are needed at the workplace to reach goals that have been set, maintain morale and workplace harmony, and promote productivity.
These skills are also important in the university to enable students work successfully in group projects and interact well with each other.



(O)pportunities
These are the favourable factors that gives me a competitive advantage.
To begin with, I have good communication skills so that gives enables me to have good public speaking skills; to give a good presentation both at the university and at the workplace. I am able to interact with other students in class and colleagues at the workplace.

Furthermore, my good decision-making skills gives me speedy results without choosing bad alternatives. This makes me stand out from my peers and identifies me as a good leader, backing me with a good reputation.

Additionally, problem solving skills gives me the advantage of resolving issues around me. I am also good at mediation and resolving conflicts. These abilities coupled with my empathy traits makes me eligible to work as a Human Resource manager.

Moreover, my team working skills help me work efficiently with colleagues at work. I always go the extra mile to make sure my team and I reach set goals and objectives. As such, I qualify to work as a supervisor or team leader in an organisation.

Finally, I am currently taking a course in Business Management; Skills for the Workplace. Taking this course has given me more knowledge on how to run a business and work effectively in an organisation as an employee or entrepreneur. It has also equipped me with skills necessary for success in an organisation. This gives me an upper hand to other entrepreneurs and workers.  



(T)hreats
To begin with, digital marketing is changing fast. The increase of digital technology in industries require technical knowledge to push industries forward. I lack technical knowledge which puts me at a disadvantage to other people with technical training.

Furthermore, most job descriptions require someone with a college degree which I do not have. I also do not have an undergraduate degree, neither do I have a graduate degree. This limits me to a few jobs where college degrees are not required.  

Moreover, my lack of work experience and achievements on my resume poses a threat. When applying for a job, this is a weakness relative to other applicants who may have more working experience than me.  

Finally, my lack of leadership skills disqualifies me from taking up leadership roles in an organisation. In order to occupy higher positions in organisations or be an entrepreneur, I must have leadership skills. 


PDP- Personal Development Plan
The following are ways I can improve on my weaknesses.

Time Management
I can manage my time wisely by balancing the time requirements of different aspects of my life (school, work and social life). 

Additionally, I will direct my efforts appropriately towards the things that are most important in my life which is school and work. I will also maximise what I achieve within a limited time.

Moreover, I will prioritise the activities I need to do within a certain time span using the Eisenhower method. That is, performing tasks that are more important and urgent. 
Following these aforementioned strategies will stop procrastination.

Leadership Skills
To improve on my leadership skills, I will take on more responsibilities at my workplace which will help me learn more, build self-discipline, which is necessary to achieve a goal, motivate others, constantly learn and challenge myself (Yan, 2019).



Conclusion
The purpose of this report was to analyse my own academic and employability skills with regards to my personal swot analysis.

In summary, the ability to communicate clearly is key to success in every aspect of my life including at my university and workplace.
I also need good leadership skills whether I am in leadership or not to take good advantage of every opportunity I am given.
To be successful in my career, I need to master problem solving and decision-making skills.
Time management skills is integral to productivity in whatever role I am in (Mind Tools, 2020).
Teamworking skills aids good interaction between workers and students.
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