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[bookmark: _Toc39512430]Task 1:
[bookmark: _Toc39512431]Introduction:
In this academic essay, the academic and employability skills of the self will be identified and analysed as adopted during ten weeks into the Certificate of Higher Education in Skills for the Workplace. In this essay, established literature will be interpreted, and reference made to in-class activities which have helped understand and develop such skills and competencies. For the purpose, a discussion on the use of tools such as SWOT Analysis, personal Development Plan as well as time management tools will be provided with regard to the typical situation I have gone through in the pursuance of the course. As far as the employability skills are concerned, I will provide an account of the professional work by identifying and interpreting relevant articles and information from recruitment agencies and similar institutions. These activities will pave the way to analyse the academic progress I have made from the start of the module to the current stage.
[bookmark: _Toc39512432]Making use of tools learned in class:
Through the module which is aimed at equipping us with the necessary experience, understanding, knowledge and competencies to take on a career progression or change. The module has offered a project-based learning experience to develop academic and management skills through the course of these ten weeks. Of the many tools and aspects, I have learned in the class, conducting a SWOT Analysis was very interesting. SWOT Analysis helped me as a student as well as an aspiring professional to assess my own strengths, weaknesses in a thorough manner and also allowed me to examine the external environment which needs to be assessed when looking for a job in the desired role (Cotronei-Baird, 2020). The external environment related factors have been assessed in the form of opportunities and threats which are relevant to me and identified based on the strengths and weaknesses that I have identified.

[image: Personal SWOT Analysis to Assess and Improve Yourself - Creately Blog]
Source: (Skoyles, et al., 2019).
In the following section of this essay, I will conduct a SWOT analysis of my own skills and knowledge:
Strengths:
I am good at time management and can handle multiple tasks at the same time. I have identified this skill by virtue of my experience during the course.

I am a good communication and possess the ability to influence members of a group. During the module, I discussed actively with people during such times when we needed to arrive at a team decision.
I possess impressive verbal and non-verbal skills and can express my thoughts and opinion well through written articles and notes. I can ensure that my written content is grammatically accurate and to the point.
Weaknesses:
One of the most prominent weaknesses that I can identify in myself is the lack of ability to think critically. During the course, I have observed that I can think analytically but when it comes to a critical analysis or interpretation of an argument, I am unable to develop new ideas and interpretive opinions. Such a weakness is necessary to be worked upon for me to present myself as a promising aspiring professional.
Another grave weakness that I have identified is related to my confidence level. It is owing to the lack of effective confidence that I often fumble with words and get the grammar wrong when speaking. I have observed that when I am working in a small group with students from my bath, I am confident but when I have to deliver a speech on stage or interact with members of another team, I often feel not confident. This weakness is more prominent when I am on stage and it affects my oral fluency and clarity of thought adversely (Skoyles, et al., 2019).
Lack of proper organising or planning skills has also been pointed out as being a serious weakness I suffer from. It is evident when I must manage the different components of my module and often face challenges planning the different components out. Such a weakness has 


affected the outcomes I derive from my academic endeavours and needs to be addressed with seriousness and immediacy.
Opportunities:
The analysis of my own strengths as well as weaknesses has allowed me to understand the opportunities that are available for improving the areas of weakness as well as those which are present in the job market with regard to the professional field I want to pursue. The opportunities have been identified as follows:
The opportunities to address my problems can be in the form of undergoing specific activities and undertaking courses which would help me address the lack of critical thinking skills. I can participate in projects and tasks and study relevant theories, models, concepts and critical analysis papers to understand how an argument is analysed critically and in what ways it helps in better examination of a topic.
Moreover, when it comes to confidence and speaking using correct grammar, I believe that it is more about practice and familiarity than anything else. My mentor has suggested that I take part in seminars and conferences in the institution and outside wherein many participants from other teams take part.
Taking ownership of projects and being able to make a schedule can be seen as an opportunity to address my weakness with regard to the lack of organising and planning skills.
Threats:
The threats I face can be associated with the lack of planning skills which might affect my learning outcomes as well as my readiness for career progression (Gill, 2018). Because the 

labour market is very competitive and modern organisations need dynamic and organised personnel; my professional prospects can be dampened owing to the weakness.
When it comes to academics and this module in particular, not being able to interact with others in a large group or give out a presentation to a moderately large audience can affect my academic grades and also affect my confidence level even further. Also, grammatical errors in a speech can lead to a negative impression about the speaker amongst the audience and lead to a gravity experience for the audience and speaker both. Both will have a cascading effect on my personal professional readiness and skill development when I start pursuing jobs.
Another important tool that I have studied during this module so far is to prepare the personal development plan. A personal development plan is specific to the needs, competencies and areas of improvement of an individual. It is a timeframe-based plan containing activities and initiatives one needs to undertake in order to address the areas of improvement and is specific to everyone.  For me, the personal developmental plan is based on the weaknesses, strengths and future aspirations I hold. The personal development plan can be found as follows:
Apart from the two I have mentioned, the time management skills that I have learned also merit mention. The time management skills have allowed me to manage time in the best manner possible to meet my academic goals and also take time out to pursue my leisure-time activities, hobbies and maintain ties with people of my social circle. I firmly believe that the time management skills I have learned have played a major role in academic success and satisfaction I have derived from the course module.
[bookmark: _Toc39512433]
Relevant examples from the world of work:
The world of work is comprised of the interplay of many actors. It is characterised by the presence of organisations looking out for the ideal candidate, job and recruitment agencies working as the link between the organisation representatives and the candidates and the ones looking to find employment (Skoyles, et al., 2019).
An example from Indeed says that the candidates posting their CVs for an advertised job need to provide a cover letter which contains succinct and to the point information on the educational qualification, new skills, certifications, training and professional experience of the candidate.
Another example from www.monster.co.uk says that the number of vacancies for a post in the HR department of a given company is limited and that the interested candidates must hurry to post their updated CVs or might lose out on the opportunity.
Another example from www.jobsite.co.uk says that there are matching job roles in quite a few companies for the skills an individual possesses and keeping in mind the other personal details and professional records such as education qualification, years of experience, expected salary and the like.
Such examples are reflective of the nature of the world of work and suggest to me that it is highly dynamic, competitive and there are many opportunities for candidates like me, provided I am able to present myself as a promising candidate in the job market.
[bookmark: _Toc39512434]Analysis and reflection on my academic progress:
As a student, I was always intrigued about this module which is Academic and Employability Skills. It is an interesting subject of study for me because it is based on the practical academic 

and employability aspects of the self (Cotronei-Baird, 2020). The critical and analytical elements in the module had always intrigued me about it. In the beginning of the module, I was very excited and interested in understanding the foundations of the subject matter. However, I did find some chapters were a little difficult to understand and I must discuss with my mentor and classmates in order to develop a more detailed understanding. Through the course of the module as I stand at the point of completion of ten weeks, I feel, it has been a great learning experience for me as a student and an aspiring professional as well.
This module has been planned and chaptered in such a manner to enable the students gain an understanding of the conceptual framework first, before delving deep into the critical or practical aspects of it. At this juncture, having learned how to use and apply tools such as SWOT Analysis and PDP, as well as time management skills, I am all the more fascinated by the course and amazed to see how I can apply everything I learn to my own case and drive a better understanding of the concepts I have learned.



[bookmark: _Toc39512435]Conclusion:
The practical applicability and appropriateness of the module chapters and tools is probably the single most interesting factor that has led me to be grossly engaged in classes and when I am studying at home regarding the various chapters I have studied so far. I firmly believe that the learning and knowledge I derive from this experience will go a long way into helping me become a better student and a professional of the future.
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	Skill/ competency
	Activities/ initiatives 
	Timeframe 
	Expected results

	Critical thinking skills and communication skills
	Taking up projects that require conducting a critical analysis of literature and contrasting concepts.
Engaging in critical thinking activities that also promote skills and innovative ideas to approach new problems and communicate them effectively (Rowe and Zegwaard, 2017).
	2 months
	To be able to think and interpret critically and record own opinions and suggestions after interpreting and critically evaluation merits and demerits of a given argument or suggestion.

	Problem solving skills
	To take part in activities and undergo training to learn to devolve news approaches to a given problem, learn from past experiences and apply the learning to the given situation.
	2 months
	To be able to adopt a multi-faceted approach to analyse problems and seek solutions to them garnering ideas from a range of experiences of the self and others in practical scenarios.

	Planning and organising skills
	Taking up a leadership role in management of projects involving a variety of tasks meant to be fulfilled in a sequence (Gill, 2018). Learning to make a schedule and sticking to it to meet self-set deadlines for the various component sub-tasks.
	1 month
	To be able to plan and execute a range of complex tasks aligned in the form of a sequence. To be able to make a schedule and set SMART objectives to stick to it so as to ensure that all tasks are completed in time and in a well-coordinated manner.

	Oratory, keen sense of grammar and confidence building skills
	Taking part in sessions, seminars and group-based discussions to learn how others speak, identify skills and techniques to avoid being tense or overcome stage fear and to speak eloquently when giving out a presentation.
	1 month
	To be able to give out a presentation to a large audience and answer their queries and questions in a professional manner (Cotronei-Baird, 2020).
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