BMSW4001 Academic and employability skills
Student name: Iulian Melinte
Student number:2113144






















[image: ]
Introduction
Academic and employability skills are the most integrated part of career (Maund et al., 2017). As such, it is required to effectively monitor the skills and pursuit them if there are any lacking. There are different skills required Human resource manager. For instance, time management, SWOT analysis, and personal development are mostly required to find out the skills to attain the career goal (Morgan, 2016). As I have chosen my career as a human resource manager, I need to find out my skills by using the tools. Moreover, using these tools will help me to effectively analyse overall career situation and work properly if there are any lacking. 
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Required skills 
To become human resource manager, there requires various skills that can enhance the chances of getting more opportunities (Blaxell and Moore, 2012). For instance, communication, time management, analytical skills and proper coordination are important. 
Communication: This is the most essential skills of a HR manager that helps to maintain proper bonding with different people in the workplace (Andrews and Russell, 2012). Jackson (2014) suggested that HR manger requires to communicate with the higher-level management and employees to maintain the gap and enhance performance. I need to attain this skill to handle employees and employer of the organisation. 
Analytical skills: HR manager requires to analyse various skills to provide better facilities for both employees and employers (Alfes et al., 2010). Proper analysis with the government regulations and establish them in the organisation are the major tasks of HR manager that are highly required. Also, recruiting and selecting the best employees as per the organisation requirement are also requires analytical skills (Sharabi, 2010). In addition, analytical skills are helpful for making the effective decision for the everyone in the workplace.
[image: ]Empathy and compensation: HR manager analyse the empathy and provides proper compensation to the employees. This task helps to enhance the job satisfaction level and perform better for the organisation. 
Time management: Time management allows to accomplish various projects within the timetable and enhance overall performance (Poba-Nzaou et al., 2020). Besides, time management keep track of the working with different people that are required to perform by HR manager. Moreover, time management skills allow to prioritise times as per the urgency and finish them to maintain.
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Eisenhower method is a widely recognised matrix tool that helps to evaluate the time and make the decision which is urgent or not (Gomez-Mejia et al., 2007). I have used this tool to analyse my time management skill; below are these: 
	
	URGENT
	NOT URGENT

	
I
M
P
O
R
T
A
N
T
	Complete graduation. 
I need to adopt different skills to pursue career.
Adopt analytical skills to enhance the possibilities as a candidate. 
Maintain proper communication within team. 
	Get better result in examinations. 
Increase time management skill. 
Seek for the qualities that are require for an HR manager. 
Practice all the skills that were identified. 

	
N
O
T

I
M
P
O
R
T
A
N
T
	These activities are deceptive – don’t confuse urgent & important. Minimize these. 

Seeking for unnecessary skills. 
Participate on different activities that are not related to the career. 
Focus more on meal preparation. 
Use of social networking sites. 
Read unnecessary books. 

	These activities are usually a waste of time. Avoid them. 

Go for hangout or tour.
Gossip or waste time by talking on unnecessary things. 
Watch videos or read blogs. 
Eating junk food.
Watch TV or series. 
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Personal SWOT analysis
According to Kirillov et al. (2015) strengths, weakness, opportunities and threats are the combination of SWOT analysis. This tool helps to find out the overall personal abilities and I have used this as below:
	Strengths
· I can adopt any skills that are required for the career. 
· Hard working abilities helps me to perform better. 
· I can present and communicate with different people. 
· Team management ability helps me to manage things properly. 
· I can manage people at the time of seeking for any tasks.
	Weaknesses
· I have some lacking on the analytical skills. 
· I face difficulties to perform different things at a time. 
· Lacking on the time management leads to evaluate things as per priority. 
· I face nervous to work or adopt in a new place. 
· Motivating on others are difficult for me.

	Opportunities
· Adopting different skills might help to perform tasks properly. 
· Evaluation of the skills and working on the weakness can enhances possibilities. 
· Different strengths might help to get more facilities. 
· New skill adoption will help to enhance more possibilities. 
	Threats
· Competition are higher in the job filed. 
· Different weakness needs to reduce to stay within the career focus. 
· New job seekers and more skilled candidates are the major barriers. 
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Personal development plan
Personal development plan (PDP) is helpful to evaluate the overall learning and maintain different process that are help to support the career graph (Leigh, 2009). Besides, focusing on the PDP helps to enhance the possibilities along with appropriate ambitions (Eisele et al., 2013). Identifying the areas of learning and setting timetable for them are the major process of PDP. I have set up my PDP as per perusing my career of HR manager. Besides, different time table with action plan are also set up to accomplish them; below are these: 
	My personal development 
targets?
	Short- or long-term target?
	How will I achieve my targets? What activities do I need to undertake to achieve my objectives? What support do I need?
	Date of review
	Progress made towards target
	Further action required
	Actual date of achieving target

	Complete graduation 
	Short term
	I will participate on all the class activities and examinations. Also engaging on the team work and other class activities will help me to get good marks on the subjects. 
	January 2022
	Monitoring all the areas of lacking and compare them as per the target. Evaluate them to find out if there are any things need to add. 
	Strengthen the lacking and perform the tasks with better output. Maintaining the flow until the target achieved.
	June 2022

	Join in an organisation. 
	Mid term
	Evaluate the skills and work on them to enhance the possibilities. Develop skills while working as an employee to attain better output as a manager in HR. 
	August 2022
	Compare the target areas and work on them to enhance the possibilities. If there are lacking work more as an executive. 
	Work more at the time of working as an executive to fulfil the target to become a manager. Learn more things from the superiors. 
	January 2023

	HR manager

	Long term
	Learn different things at the time of working as an executive and these experiences help to become a manager. 
	January 2024
	Monitoring the capabilities, pervious experiences and different job training will help to compare skills. 
	If there any lacking found while comparing the required skills, there needs to work more on the areas to reduce them. 
	November 2024
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Conclusion
Career development and skill attainment are the compulsory for the academic and employability. Having more and more skills are helpful to perform better in the future career job. as such, it is essential to enhance the skills and adopt more if there are any lacking. I have evaluated the skills and there are different areas that I have found need to be enhance. Enhancing and working more on the areas as per the SWOT analysis might help me to do the things that are highly important. Moreover, PDP also help me to evaluate the things as per the time plan and maintain the flow of attaining goal. 
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PERSONAL DEVELOPMENT PLAN



My personal 
development 
targets?



Short- or 
long-term 
target?



How will I achieve my 
targets? What activities do I 
need to undertake to achieve 
my objectives? What support 
do I need?
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Further action 
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Actual date of 
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graduation 



Short term I will participate on all the class 
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engaging on the team work and 
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and perform the tasks 
with better output. 
Maintaining the flow until 
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organisation. 
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them to enhance the possibilities. 
Develop skills while working as 
an employee to attain better 
output as a manager in HR. 
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executive to fulfil the 
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manager. Learn more 
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HR manager Long term Learn different things at the 
time of working as an 
executive and these 
experiences help to become 
a manager. 
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CONCLUSION



• Career development and skill attainment are the compulsory.



• More skills are helpful to perform better in the future career job. 



• It is essential to enhance the skills and adopt more if there are any lacking. 



• SWOT analysis might help me to do the things that are highly important. 



• PDP also help me to evaluate the things as per the time plan.
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REQUIRED SKILLS 



Communication



• Most essential skills of a HR manager.



• Bonding with different people 



• Communicate with manager and employees.



Analytical skills: 



• HR manager analyse various skills to provide better facilities.



• Analysis with the government regulations and establish them.



• Recruiting and selecting the best employees.



• Making the effective decision for the everyone in the workplace.
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REQUIRED SKILLS 



Empathy and compensation:



• HR manager analyse the empathy and provides proper compensation.



• Helps to enhance the job satisfaction level and perform better.



Time management:



• Accomplish various projects within the timetable.



• Keep track of the working with different people.



• Prioritise times as per the urgency and finish them to maintain.
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EISENHOWER TIME MANAGEMENT 
METHOD 



URGENT NOT URGENT



I
M
P
O
R
T
A
N
T



• Complete graduation.
• I need to adopt different skills to pursue
career.
• Adopt analytical skills to enhance the
possibilities as a candidate.
• Maintain proper communication within
team.



• Get better result in examinations.
• Increase time management skill.
• Seek for the qualities that are require for
an HR manager.
• Practice all the skills that were identified.



N
O
T



I
M
P
O
R
T
A
N
T



• Seeking for unnecessary skills.
• Participate on different activities that
are not related to the career.



• Focus more on meal preparation.
• Use of social networking sites.
• Read unnecessary books.



• Go for hangout or tour.
• Gossip or waste time by talking on
unnecessary things.
• Watch videos or read blogs.
• Eating junk food.
• WatchTV or series.
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PERSONAL SWOT ANALYSIS



Strengths
• I can adopt any skills that are required for the
career.



• Hard working abilities helps me to perform better.
• I can present and communicate with different
people.



• Team management ability helps me to manage
things properly.



• I can manage people at the time of seeking for any
tasks.



Weaknesses
• I have some lacking on the analytical skills.
• I face difficulties to perform different things at a
time.



• Lacking on the time management leads to evaluate
things as per priority.



• I face nervous to work or adopt in a new place.
• Motivating on others are difficult for me.



Opportunities
• Adopting different skills might help to perform tasks
properly.



• Evaluation of the skills and working on the weakness
can enhances possibilities.



• Different strengths might help to get more facilities.
• New skill adoption will help to enhance more
possibilities.



Threats
• Competition are higher in the job filed.
• Different weakness needs to reduce to stay within
the career focus.



• New job seekers and more skilled candidates are the
major barriers.
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