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[bookmark: _Toc39242700]Introduction
Academic and employability skills form a significant part of personal development within a person. Every individual has to develop these two skills in order to ensure successful expansion in the professional world. However, it is essential to understand that not every person is born with these skills, and they have to develop these skills throughout their lifetime. In this report, a description has been provided related to academic and employability skills. A personal SWOT analysis has been provided regarding the same idea, and the weaknesses and threats will be identified. Finally, the personal development plan and time management have been used based upon those weaknesses found in the SWOT analysis. Finally, a reflective model has been used to understand how this report helped to explain the various aspects of the current project. 
[bookmark: _Toc39242701]Academic Skills and related examples
Academic skills involve several aspects that cover the several skills that are acquired by students during their time at schools. These skills are not only crucial for schools, but also for employment.
Communication skills: Communication is the process through which the ideas are shared from one person to another. It is good at the workplace because it helps to improve the relation between colleagues while doing work within the workplace. As a result, the inner conflicts have been reduced due to the developed communication within the employees. The employees engage themselves in order to communicate with each other and as a result, the employee engagement is increased. Through the means of communication, the company is able to interact with their clients in a convenient way. This is probably one of the most essential skills that I have developed throughout my school career. These communication skills are developed through debates and discussions related to academic aspects or any other aspect, especially when the students are studying at schools or colleges (Bakhshi et al. 2017). 
Analysing Texts: Analysing texts is one of the skills that I have developed at the time of studying at schools and universities. Students develop the habit of understanding academic books by analysing them and understanding their meanings. (Collins et al. 2017). 

[bookmark: _Toc39242702]Employment skills and related examples
Academic skills form an integral part of personal growth at the time of recruitment to a company. However, there are a particular set of skills that are developed only when a person is either recruited to a company, or they are about to be hired. These are the skills that can develop when a person is joining a smaller company, and then has the necessary qualifications to join a much bigger company. 
Collaboration: The first  most crucial employability skill I have failed to develop is collaboration. This is another essential aspect that develops when a person is joining any organization. This is because, in schools and colleges, people often get used to being the lone worker. However, within a company, when the task is big enough, then the employee is expected to collaborate with others, in order to survive (Roweand Zegwaard2017). However, those who prefer to work alone, either get overburdened with the task, or fail the job completely. For instance, Accenture is one of the companies that focus on the development of teams quite extensively (Accenture.com. 2020). 
Time Management: The second most important aspect related to employability skills and the one that I lack the most is time management. This is a very crucial skill, as every employee is expected to finish their tasks on time. If the employees are unable to complete their assignments on time, then it directly affects the company profits and that affects not just the employees, but the company as a whole (Maxwelland Broadbridge 2017). Therefore, it is expected that every employee is expected to manage their times quite effectively, and this is one of the skills that is expected to be learnt. For instance, IBM is one of the companies which is very strict on deadlines, and missing deadlines usually have a lot of consequences (Ibm.com. 2020). 

[bookmark: _Toc39242703]SWOT analysis related to employability skills
This section involves a study of the personal skills which form a part of the self-strengths and weaknesses. This section also includes several opportunities and threats that are present and are required to be remedied in the future (Güreland Tat, 2017). The points have been made based upon the academic and employability skills that have been mentioned in the earlier sections.
	Strengths
· Effective at oral communication ability
· Efficient in analysing situations and finding remedial measures
· Proficient in strategy development by analysing the situation
· Proficient in adaptability to any case, irrespective of the given scenario
	Weaknesses
· Poor at collaboration, and incentive to work alone most of the time
· Poor at time management, and would often lead to missing deadlines and inability to finish tasks on time
· Not fluent with technology and unable to use Microsoft Office Tools effectively
· Poor at written communication, as in most cases unable to convey ideas through written means

	Opportunities
· Proficient in Oral communication, therefore opportunity as a community manager in companies
· efficient in analysing situations, therefore opportunity to become a strategy developer
· extremely adaptable to any situation, therefore can merge into any company, irrespective of their rules and regulations
	Threats
· lack of collaborative ability could lead to a poor relationship with other employees
· Poor time management skill can prove to be a significant disadvantage while applying for better companies
· inability to use technology, especially Microsoft Office tools can prove to be a significant disadvantage at the time of recruitment
· Failure to interact through written communication can become a hindrance towards development within the organization
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The various self-strengths and weaknesses have been identified in the SWOT analysis. It is now essential to ensure that a plan is developed to ensure that these weaknesses are rectified, and they do not become a hindrance towards personal development in the future. 
	Target
	Priority
	Remedial measures

	Improve collaborative ability
	Medium
	· Interacting more with other employees
· Working with teams to understand the roles
· Work with teams and compare the efficiency while working alone
· Engage in other activities to develop trust with other members

	Improve time management ability 
	High
	· Pick up tasks based upon capability 
· Prioritize the essential duties and finish them before the non-important or rather the less important ones
· Set up schedules in order to complete the tasks on time
· Develop personal deadlines and ensure that those are stricter than company deadlines
· Ensure that at least 5 hours is available for adequate sleep

	Improvement in the usage of technology 
	High
	· Read online tutorials
· Read more about the software, especially the for dummies series
· join online or offline classes to learn how to use specific tools and software
· practice at home by developing mock reports and mock presentations
· learn to use software like Grammarly to develop better grammar skills
· Develop  own PC to determine how things work

	Improvement in writing ability 
	High 
	· First, develop an outline of the complete idea
· read about ideas that are to be written
· use simple words to write about a topic
· join online classes which teach writing
· complete writing assignments and get them checked by professions
· learn how to formulate simple sentences by practising comprehension
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In this section, a reflective study regarding personal development throughout the module has been discussed in details. The reflection on personal learning has been done using a particular model known as the Graham Gibbs Reflective cycle. The model specifics have been provided in the image below. 
[image: ]
Figure 1: Gibbs Reflective Cycle
(Source:Markkanenet al. 2020)
Firstly I would like to provide a brief description of what exactly happened in this report. The report was being asked to bring out the strengths and weaknesses of the students, who are planning to take part in company recruitment program for the future. It was done so that we can ensure that we are ready for recruitment by any company, irrespective of the demands. In the classroom, I should take some notes because these are very necessary in order to complete my assignments and I can take this notes by writing with my hands. I will also take notes because I will manage that time in doing any other activities. I will take notes at the class activity. Therefore, this note-taking initiative plays an important role in developing a good communication between me and the other classmates. In the academic research, paraphrasing practice is very much important. Language becomes a big barrier in the mean of communication. A number of people are speaking with different languages with each other and therefore, language becomes a barrier in the midst of communication. The employees use their own language for daily conversation and therefore, they find difficulties in communicating with each other.
As far as my feeling is concerned, I feel that the module was extremely beneficial for me. Till now, I did not have any means to bring out the best and the worst of my abilities. This module enabled me to do that, and I feel that with the help of my teachers and peers, I was able to find out remedial measures for the weaknesses that I have, and I feel it will be extremely beneficial for me in the future. I have felt that I need to improve the skill because good communication skill makes me very much interesting in the presence of others and also my impression will be very much superior while communicating with the others.
The best aspect of this module was that I was able to identify the strengths and weaknesses that I possess. I was also able to figure out the opportunities that I have and the threats that I am vulnerable to in the future.  I was able to develop a plan that I can follow in the future and ensure that those weaknesses are being remedied. However, the bad part about this project was that the time provided to us was very minimal, and I feel with more time I could have developed a better understanding of my strengths and weaknesses.
Currently, I think the situation is very much under control. I have some significant drawbacks which are needed to be remedied. However, I believe that since this module was provided to us so early, I will have ample time to ensure that I am able to fix these issues and therefore be ready when the time comes. 
Overall, I would like to mention that the experience was an enjoyable one, where we had the opportunity to express ourselves quite exclusively. I personally feel that I was able to express myself quite clearly, to bring out my good and bad points. However, I felt that there are certainly other points which can be discussed with more ample time.
In the future, I hope to have remedied these mistakes and therefore focus on the remaining strengths and weaknesses that I have. I personally hope that my current weaknesses will become my strength in the future. Currently, my action plan would be to focus on my drawbacks and remedy them as fast as possible. I would follow the personal development plan and the time plan and hope to have these drawbacks rectified in due time.
[bookmark: _Toc39242707]Conclusion
Therefore, it can be concluded that academic skills and employability skills are two fundamental aspects related to personal growth and development. This particular report provides an in-depth guide on the educational and employability skills that are required by different companies. Once that is done, the SWOT analysis provides a self-analysis, where the personal strengths, weaknesses, opportunities and threats have been identified. The personal development plan provides the necessary development guideline that can be followed, and the time management tool offers the timeline within which this personal development plan is supposed to be completed. Finally, the Gibbs reflective section provides a self-reflective part that gives a personal view of the entire task. Overall it was found out that there are several strengths and weaknesses, and it is expected that those weaknesses will be remedied in the future.
[bookmark: _GoBack]
[bookmark: _Toc39242708]References
Bakhshi, H., Downing, J.M., Osborne, M.A. and Schneider, P., 2017. The future of skills: Employment in 2030. Pearson.
Collins, B.C., Terrell, M. and Test, DW, 2017. Using a simultaneous prompting procedure to embed core content when teaching a potential employment skill. Career Development and Transition for Exceptional Individuals, 40(1), pp.36-44.'
Goldman Sachs. 2020. Goldman Sachs. [online] Available at: <https://www.goldmansachs.com/> [Accessed 15 April 2020].
Gürel, E. and Tat, M., 2017. SWOT analysis: a theoretical review. Journal of International Social Research, 10(51).
Ibm.com. 2020. IBM - United Kingdom. [online] Available at: <https://www.ibm.com/uk-en> [Accessed 15 April 2020]
Lord, R., Lorimer, R., Babraj, J. and Richardson, A., 2019. The role of mock job interviews in enhancing sport students’ employability skills: An example from the UK. Journal of Hospitality, Leisure, Sport & Tourism Education, 25, p.100195.
Markkanen, P., Välimäki, M., Anttila, M. and Kuuskorpi, M., 2020. A reflective cycle: Understanding challenging situations in a school setting. Educational Research, pp.1-17.
Maxwell, G.A. and Broadbridge, A.M., 2017. Generation Ys’ employment expectations: UK undergraduates’ opinions on enjoyment, opportunity and progression. Studies in Higher Education, 42(12), pp.2267-2283.
Rowe, A.D. and Zegwaard, K.E., 2017. Developing graduate employability skills and attributes: Curriculum enhancement through work-integrated learning. Asia-Pacific Journal of Cooperative Education, Special Issue, 2017, 18(2), pp.87-99


[bookmark: _Toc39242709]Appendices
[image: ]
[image: ][image: ]

13

image2.jpeg
Ju doss  exercse
Conuouumication — defiruhboc >
oy fe prscest o/ Jassing J}nﬁ,maﬁgu amd umd?ﬁ&ﬁrﬂ«d/hf
Ome. ppergon o ‘ansther -
ij“ scess 1o a,(’ ﬁwm‘ﬁhg and rAc;:‘m ;ﬁax’.
, Sprioug, Voliel... Lo ue perSou 18 QuETEr,
7.5y sqganitation é’;‘”awé"’

Why 4% gesd o uaiverss /Wéce?

« bedauge Aefp: 16_iupro relotious befween colkge
o reduce  conflivte

o imcoeagec e eup enved

o creates betler Y dent” ,Q}abam,-og

( weed Bo inprove e sell ecouse g
,.,iownwey Mvt/.u.rm,, U R
oo geeod Conwitutabon Nuakes yeu Nuore zh/ﬂuﬁius o
il ayoeo( wommuwtaon wakes JMJ frst oupression




image3.jpeg
i clag execdge , daw acknty

In Groups diyeuls !
o u.)hd Jou Jhould Toxe W?_‘ .f!:::;;“:‘f‘;f ”“f’"/w"f
= 3 af e tugyu/w«wr

5 — fedp ouasa 1'4:7 feme
Il o uo\udo(/ma’uke mok:_v—w"ﬁmgéyw

,J(uhamo[pyo; /&tho&_s; _ in chss
. —of/ﬁeu/om/o(act




image4.jpeg
@/mﬁﬁmﬁv}vg [rode

There was pledy scassreus Go wenk sm the
eupeuental freld ' Iu Gonada, orer 50% o o
ullion e ecl i Greem | ohs amd nuore
Yoo Hudreed Hhadiald spgarsatel fave <t or
euc  emuronnueadal e/m/:&‘z/a\

e The ot weans of omwnu'ealion
between paplet 5 longuage . ot o lorge_aunther of 4
diffecoit &Ayua e¢ hare “juereated. thot- 4 uage hag
beeon oucpe Ya amier Hhau am autd Fo umderstand
hetueen

S »&"Mc/u ol reevatbate ant
| Andermate wna'vercad wage , Juieack all
peple. ace chious amd spuple. A o Sphoke
| {ame ue, 46 wdtval amd ecéusnue es
,Jllm/aeui &'éy to be quuch clocer and \79001 will
 he haghee ?ym Coundbries. ‘




image1.png
VPN sy
future? Whatis your plan of happened? Give

actionnow? ‘adescription.
Whatcan you conclude generally

fromthe experience?Whatcan What are/were your feelings and
You conclude specifically about ‘emotional responses?

yourindividual response?

Whatwas
Whatsense can you good?Bad?
make of the situation? Thereisspace

Youmay need source here for
material to help with this subjective
judgments




