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Introduction
Academic skills allow the candidates to use their academics for the development of their professional career. Employability skills are the skills that are essential for the recruitment and development of an individual in the context of their employment (Suleman, 2016). These two categories of skills are needed for any individual to excel in their respective field. In this report, five such skills will be discussed along with their importance in the professional or academic context. The learner’s personal SWOT analysis will also be carried out in this report so that the individual can acknowledge the areas in which most improvement is needed. 


Personal SWOT Analysis
With the help of this personal SWOT analysis, I am able to address the areas in which I am lacking, and I should take the relevant steps to overcome my shortcomings. I should convert my weaknesses into strengths so that I can access my full potential in developing my professional career. 

	Strength
· Time management
· Problem-solving skill
· Writing skill

	Weakness
· Communication
· Teamwork

	Opportunity
· Participate in loveable activities
· Climb the organisational hierarchy
	Threats
· Not involving in group work
· Inability to convey ideas





Time management
Time management is termed as the method of using the time of an individual in an efficient and productive manner. It is an art of managing time so that the individual can have time to conduct every task that is needed, without much stress. Effective time management facilitates the individual to achieve more in a shorter time span. With the help of time management, the individual is provided with free time, which facilitates focus, learning opportunities and lowers the level of stress. This skill improves each and every aspect of an individual’s life.
Time management is crucial to achieving high profit in respect to low cost (Gašević, 2019). It also helps in achieving a higher level of productivity. The stress at the workplace is also reduced with effective management of time. This is also vital in the management of projects, staff and other activities relating to business. Time management aids the student to carry out their studies in a systematic manner. 
Time management is a skill that everyone has to master so that no tasks are missed and people are carried out according to the priority of the task. The success of an individual depends on that person and that individual is dependent on time. If time is used wisely, any individual can accomplish success in their desired field. The increasing competition in today’s world has made people not being able to carry out each and every activity in a timely manner. Implementing time management in all the activities will help individuals to achieve more. 
Time management will help the employees in focusing on tasks in a detailed manner. When an individual feels pressured for lack of time, the stress level increases and makes the person incapable of thinking clearly and in making wise decisions. Effective time management allows the individual to think clearly and wisely in executing complex decisions and tasks (Aeon and Aguinis, 2017). Time management gives enough time to the individual in carrying out new endeavours. 
I have this skill, as I divide my time according to the priority of the tasks. In this way, I have plenty of time to focus on each and every task without any mental stress. With effective time management, I have plenty of time to do tasks that I love to do. 



Problem-Solving Ability
Problem-solving ability refers to the quality to handle unexpected or difficult situations in the organisation or in business challenges of complex nature. Majority of the organisations highly rely on people who have this skill and who can address solutions in a calm manner (Mazorodze and Reiss, 2019). Problem-solving skill is highly appreciated by employers. It also helps the individual in regular activities and in circumstances of critical decision making. 
Problem-solving ability is important for the individual in almost every aspect of career and personal life. This skill also requires technical skills in specific job roles, so that the individual can solve technical problems. Problem-solving skills also require high intellect and experience to solve problems of critical nature (Jinman, 2015). 
Problem-solving skill is a test of the individual’s aptitude, as some jobs require effective problem-solving demonstration including matters of technical and mathematical problems. This skill is important in the workplace as many job roles require the employee to solve critical problems on a daily basis. Recruiters prefer employees who demonstrate problem-solving abilities, as the employee can help the organisation in cases of conflict, scarcity or in other negative circumstances (Lee-Post, 2019). Irrespective of the job function, sector or industry, problems and challenges occur in a regular manner and the ability of problem-solving will contribute to the success of the individual. 
I have this skill, as I have the capability of analysing every situation in a detailed manner. I have given various aptitude tests, which have contributed to this aspect of mine. I research about various topics from resources that are available to me and this has increased my knowledge and the ability to solve any critical problem, in my professional as well as my personal life. I have faced many difficult circumstances in the past and I have overcome those situations and challenges with my guts and problem-solving ability. This aspect has enhanced my confidence in solving more critical problems. 


Communication
Communication is the process of conveying data or information to other individuals through written, verbal, diagonal, intrapersonal, Intra organizational, formal, and informal.  Communication brings people closer and acts as a bridge to fulfil the void between groups and individuals, with the flow of data, information and understanding between the two parties. 
 Communication improves productivity at the workplace, as the employees can gather and provide information in an effective way. This accelerates the work in progress to achieve the united goal of the employees. In the organisation, communication eases the exchange of information, which is crucial for managerial as well as decision-making prospects (Cliffe, 2016).
Communication helps the employees, supervisors as well as the managers of the company to learn different types of skills, which will be beneficial for them in the future. In the academic context, communication helps the learner to receive, interpret, gather and provide information to fellow learners or educators about the relevant subjects (Rosales, 2017). Communication creates a bonding between the student and others and they can address the difficulties being faced by them. This helps the students to evolve into a better version of him. 
Communication is used by the peers and the managers to boost the morale of the students and employees so that they dedicated their time and energy in fulfilling their respective goals. The students and employees can share their problems with their higher authority with the help of communication. The teachers and managers can give feedback to the respective individuals by means of communication.
I need to improve this skill because I do not have the level of communication that I should possess to develop and advance my career. I have been outcasted in many instances just because I lack in this prospect. I have realised that due to my poor communication skill, I cannot convey my feelings, opinions and information in a presentable manner. I need to work on this skill of mine so that I can be successful and a recognised member of the society.



	Writing skill	
Excellent writing skill enables the writer to write down their ideas, facts, thoughts stories and other elements which portrays their thoughts in a comprehensible and clear way to the reader. Good writing skills demands proper grammar and spellings, vast vocabulary and proper punctuations. Excellent writing ability in the workplace facilitates the business and the individual in several ways. It helps the individual to build a good career. Writing skills helps the individual to express himself and allows him to stand apart from the rest of the crowd. It also facilitates the writer in becoming more concise and clear about the matter, which is being written (Wollscheid et al, 2016). 
Writing is considered as the basis on which the intellect and learning of the individual can be judged in work, college and in the community. Writing boosts the thinking skills of the individual.  
There are some factors that a writer should possess to provide writing of excellent quality. The writer should highlight his knowledge of wide vocabulary, as vast vocabulary is considered as the asset of a brilliant writer. 
Good writing can break or make anything in the organisational environment. In the modern era, most of the communication is carried out with the help of email or text. Hence, the putting of words in a presentable and error-free manner is the key to communicate successfully in the digital era (Mcglynn and Kelly, 2019). Excellent writing skills in the academic as well as in the workplace help the individual to gain more credentials and respect. Good writing skills facilitates the expansion of the abilities of the individual, as a good writer can explain things in a more accurate and precise way. 
I have this skill because I have a sound knowledge of vocabulary and writing ability. During my work day I have to write various documents which are like a proof that the work was done qualitatively. Practicing these things every day I gained new knowledge in this domain.

Team Working
Teamwork can be termed as a united effort of a group to attain a common objective or to execute a task in an efficient and effective way. Teamwork is considered as a vital aspect of a business operation, as it is essential for the staff to work together in many scenarios. Teamwork includes giving feedback, enhancing cooperation and utilizing individual skills, despite personal conflicts among the individuals
Teamwork means collective efficient work and it is similar to a pillar in the revolution of the industrial work culture. The teamwork of the employees facilitates the splitting of complex tasks into simpler achievable tasks (Onyett, 2018). It helps in the development of individual skills. In teamwork, no individual is working autonomously and so teammates uplift the performance of a single individual who dips. Teamwork builds motivation and helps every individual to improve their productivity. 
Teamwork facilitates innovation, as there are many minds working on the same project. Multiple experience and perspective also add to the innovation prospect. Teamwork is a good opportunity for every individual to learn from their teammates and the mistakes of every individual are pointed out to them in the course of action. Teamwork helps in creating healthy competition, which can increase the efficiency and productivity of the staff. Chances of promotion also increase with the application of team work. 
The aspect of teamwork helps in promoting a strong relationship between the employees in the workplace. Teamwork also portrays unity in the workplace and is helpful in resolving personal and professional conflicts among the employees (Carter et al, 2017). Workplace synergy is also promoted through teamwork. It enables the completion of tasks in the most efficient manner possible and the sense of achievement is enhanced with the aid of teamwork.  
I need to improve this skill because I am not that efficient in working collectively in a team, and I have not got the opportunity to achieve any united objective. I am also not able to get feedback from my fellows as I am not confident enough to work in a united way.

Personal Development Plan (PDP)
The personal development plan will help me in achieving the objectives that I have planned to improve my academic and professional career. The targeted dates will construct the time frame in which I have to accomplish my goals. The resources portrayed in this PDP will be very beneficial in the accomplishment of the tasks. 

	Objectives
	Priority
	Activities
	Resources
	Start date of target
	End date of target
	Success criteria

	To improve my communication skill
	High
	· Attend seminars on improving communica-tions
· Try public speaking
	· Videos on internet
· Seminars
· Public speaks platforms
	26. Apr.
2020
	26. Apr.
2020
	Expose myself to more public speaking.

	To improve team working skill
	High
	· Research about the successful teams and their operation techniques
· Build a demo team and apply the learnt principles
	· Internet
· Books
· Build team with people
	01. May.
2020
	20. Jun.
2020
	Applying team work with the demo team.









Conclusion
	This report has illustrated and analysed about the five different professional and academic skills which are needed by the individual to be successful in the future. By perfecting these skills, the individual can be eligible to be promoted to the next level of their hierarchy. One of the five skills that are required in this context is communication. This skill is essential in conveying feelings, ideas, emotions, information and other elements to another individual or group. Time management, is another skill that is helpful in managing the individual’s time in an efficient and productive manner. It allows the individual to make time for him and for the activities that the individual enjoys doing.		The ability to solve problems is required in many scenarios and this tests the intellect and presence of mind of the individual. This skill is commonly required in organisational conflicts and other scenarios of turbulence. Writing skill is another vital skill that an individual should master to gain respect and upliftment in his career in the digital era. Team working boosts motivation among the employees and is also an important aspect that helps an individual to grow personally and professionally. The report is concluded with a personal SWOT analysis to acknowledge the strengths and weaknesses of the individual along with the potentiality and threats in the pathway.
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