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ABSTRACT
In this study, different types of academic and employability skills are assessed that are required to get attractive opportunities in firms. Based on these skills, anyone can assess personal strength as well as weakness and through the development of PDP and SWOT. It is clear, which skills are required to develop along with providing specific times. The progress of before and after attending this module is assessed. Different types of academic and employability skills are present but in a template, several skills are mentioned and these skills can be required to develop. Therefore, based on these skills, I have assessed my strength and weakness. 
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Academic skills are playing a key role in a student's life. These skill sets consist of summarizing, paraphrasing, referencing, writing skills, research and group work skills (Domingo et al., 2016). Continue practising the skills students have to overcome their academic challenges and it helps me in my professional life. Among several employability skills, time management skills, communication, team working. 
The purpose of this assignment is to analyse the areas of several academic and employability skills of mine to get a certificate for higher educational skills for the workplace. 
This report is structured through assessing academic and employability skills. 
By term one, I have learnt several academic and employability skills, which is essential for me to get excellent opportunities in my future career. 
[bookmark: _Toc38896729]Analysis of academic skills
Academic skills are defined as core skills and these help learners in the field of academy as well as develop paraphrasing as well as referencing skills (Assen et al., 2018). It also leads students in learning outside their classrooms through acquiring several experiences. It also enables me in learning these skills efficiently so that I can get more excellent opportunities in retail cosmetic manufacturing and delivery firms. My improved academic skills can allow me in enhancing my potential so that I can produce several assignments based on my knowledge as well as research based investigation to gather several experience in my career. Among so many important academic skills, four are elaborated in the following sections. 
Research skills
This skill is primarily define the ability for searching, collecting, analysing and finding information that can be interpreted as well as evaluated in further sessions (Tukaeva et al., 2018). I personally believe that it is very relevant to those subjects that are being studied in academic sessions in classrooms and it helps me to collect several knowledge about my workplace. Different types of research skills are needed for students like me such as check resources properly, analyse the information, which is relevant to the current literature and which is not. 
Writing skills
Writing skills are those, which help learners to write down the ideas, opinions as well as thoughts, stories and facts so that the entire thoughts can be clear and competent (Walsh et al., 2016). Proper writing skill includes sentence formation, writing structure, paragraph and sentence breaks. I believe that writing skills are depending on “critical reading skills” by recognizing the proper meaning of words through using proper vocabulary along with proper referencing. 
Summarising skills
It is one of the most necessary academic skills and it is properly used in gathering, researching as well as presenting several information. Though the development of this skill, I have developed my ability how to “discern most essential ideas” in my learning to avoid gathering irrelevant information. The proper enhancement of this learning helps me in make effective strategies in any business sectors. 
Working in-group skills
It defines the ability, which allows learners in working in a team so that the entire productivity of their learning can be improved (Segovia-Pérez et al., 2019). It helps me do develop my communication skills also and share different opinions with my team member on classroom learning. It also helps my fundamental skills as I provide more effort to make my team productivity better in my learning sessions. 
[bookmark: _Toc38896730]SWOT analysis
The phrase “SWOT” stands for weakness, opportunity, strength and threat and it is recognized as an internal factor of my personal assessment. It has mainly carried out for understanding the possible strength of firms in competitive market so that they can get excellent opportunities for enhancing their business. Moreover, the personal SWOT analysis of me has been carried out to assess my weakness, strengths, opportunities as well as threats in working retail market especially cosmetics Selfridges. 
	Strength 
· I am excellently adapted to academic writing skills especially writing. I can develop my ability in writing through maintaining all its rules and regulations
· Research knowledge helps me to think critically and it develops my entire reasoning ability and analytical thinking. 
· The referencing skill helps to enable me for recognizing issues as well as complications, and allows me to evaluate proper resources relevant to literature.  
	Weakness
· Collaboration skill is one of the easiest skill while I am facing barriers to evaluate properly in my career so that I can able to work more perfectly in my workplace
· Digital as well as technological skills are essential for learners still I have not adapted this skills along with proper functions within it.
· Summarising skills is a necessary part for learners yet I am unable to evaluate any topic in brief. 

	Opportunity 
· I have excellently adapted the time management skills thus organizational operations regarding retail sector will be easy for me to recognize. 
· Writing skill is an extra-added advantage of mine thus notes making could not be an issue for me in learning.
· Communication is a necessary skill and it could be helpful for me in my academics and in the future in the corporate culture in several sector especially retail.
	Threat 
· Lack of knowledge on digital as well as technology have blocked me from entirely understanding the necessity of it my career.
· Lack of several practice has entirely led me to not recognizing digital and technological skills along with its application in the academic and employment life of me, which can lower my opportunities in future career. 


Table 1: SWOT analysis
(Source: Learner)
Analysis
The entire SWOT analysis has provided an insight on my strengths over “academic skills” as well as employability skills like writing skills, collaboration skills, research skills, and communication skills. It also includes my time excellent time management skills through which I can get attractive opportunities in my future career. Based on my SWOT analysis, I have to identify my weakness and it helps me to develop, I can grow in my career by providing better performance in my workplace. 
[bookmark: _Toc38896731]Areas of employability skills
In the entire world, social media website is playing the key role for recruiters and students also to match their requirements by providing advertisements in their websites (Lee and Lee, 2018). They also enable several platforms though which employees can forward their resume directly to employers or via job recruitment agencies based on some criteria. I think that if the criteria of both are matched, then the individual can get opportunity in that enterprise based on some necessity skills. In addition, it mainly emphasizes the overall potential for accomplishing the self-targeted goals as well as objectives, which is essential for getting survival in a standard of optimal.
From some employability skills, I have discussed time management, communication, collaboration and digital skills. As opined by, Lee and Lee (2018), Communication skill is very important in my career as a good listener always can be a good staff for enterprises based on providing several information on different topics. Good communication skill is important for both academic and professional success. This skill would help me make proper communication and relationships with my colleagues and staffs. Through this skill, I have demonstrated good presentation on different business ideas of organization. For becoming a good communicator in firms, I have to actively listen as well as analyse issues and then draw conclusions in clear and competent way so that other members in organization can understand my opinion. 
Time management skills are included in employability skills as it can help me in accomplishing more jobs in a short time span and it enhances the overall aspects of my life though making some commotion list. Further, time management skill would help me to prioritise important activities accordingly and complete them within deadline. This habit will assist me in academic as well as professional field simultaneously. I think, I have required this skill, as I want to manage all the work properly within a short-time span. On the other hand, Kong et al. (2018) said that collaboration is recognized as “mutually beneficial” skills for the staffs and the firms as when they have worked together through proper intercalation and sharing ideas. The improvement of this skill helps me in getting good responsibilities in workplace so that I can maintain my team effectively. As argued by, Segovia-Pérez et al. (2019) Digital skills as well as technological skills are very important for my career as I have to know about the modified technologies that are used in retail sector especially costumes manufacturing and delivery sector. Modern era is an era of technology so that having digital skill and proper knowledge over the same is highly important to be hired in modern ventures.
However, this module, I have realized the differences before and after joining this session and it is discussed in the following section
	Skills 
	Before joining module 
	After completed module

	Communication 
	Not know how to communicate professionally
	Aware on formal communication

	Collaboration 
	Not working in  a team 
	Improved gradually 

	Time management 
	Unaware about how to perform a lot of work within  a specific time
	Can develop strategies quickly based on situation

	Digital 
	No basic skills
	Improves gradually though learning and practising

	Summarising 
	No basic level skills
	How to analyse gathered data in a short time

	Writing 
	Basic level 
	Improved in a high level

	Research 
	Not know the basic rules
	Develops literatures and can gather relevant data


Table 2: Progress of joining this module
[bookmark: _Toc38896732]Personal development plan
By implementing the well-known reflective “Gibbs model”, I have to describe, analyse as well as expose my entire feelings along with analysing my several strength and weakness as well as “areas of development” (Dressler et al., 2018). Action plan can be made for enhancing my personal skills along with assessing my expertise skills that is also useful in my employment career. 
Step 1- Description
I have to improve some of my skills and utilize efficiently in which field I am excellent as these can be helpful for me in getting attractive employment opportunities. 
Step 2- Feelings 
Initially, I was very much nervous and panicked, which created many barriers for me in assessing my academic as well as employability skills. Through this reflective cycle, I have come to know about my drawback and which skills I need to improve for the betterment of my career. 
Step 3- Expose
I feel that it is a good experience as it has totally enabled me in further increasing my skills beyond my comfort zone so that I can get excellent opportunities in my career. It can help to improve my over-seeing skill as well as digital knowledge and skills along with my summarising skills to get better opportunity in my career. 
Step 4- Analysis
I succeed in initial phase in getting opportunities as I have completed my learning degree in the University of Wales. Based on my educational qualification, I have employed in organization but some of my skill is required to develop for getting opportunities that are more attractive in future. This initial work experience helps me a lot, as it also helps to improve my several academic as well as employability skills. 
Step 5- Action plan 
This stage is to set some of the actions to mitigate my limitations. I need to improve my skills by forming action plan.
	Skills required to develop 
	Several objectives 
	Actions required
	Approximate time bound

	Analysing skills
	· To become a successful manager in organization as I am a first class graduate of business studies
· To enhance more involvement with my colleagues
	· Needed to join in learning session and gain knowledge and experience
	4-6 months

	Digital knowledge and skills 
	· To enhance  my skills so that I can successfully handle a business 
	· Needed more practicing as well as learning sessions 
	6-8 months

	Collaboration skills
	· To produce several kind business strategies for enterprises by working with my team members
	· Needed  “internship sessions” in a firm
	2-4 months

	Summarising skills 
	· To produce best research paper based on most important ideas
	· Needed “learning sessions “
	1-2 months


Table 3: Personal development plan
(Source: Learner)
This plan mainly refers to the entire method of developing the plan for learners for increasing skills as well as values. It allows increasing entire potentiality based on monitoring performance of individuals (Mooney and Jameson, 2018). This plan is made along with the time-bound for achieving the entire perspectives simultaneously as well as evolving those knowledge and skills for individuals. In the following section, I have developed my personal development plan, through which I can assess my drawbacks so that I can enhance those skills within a limited period. It can also improve my potential in future by pursuing some specific skills that I have lacked in recent phase. Through using this action plan and personal reflection model such as Gibbs,, I have improved my range of academic and employability skills that I believe would help me in upcoming days to continue professional improvement and accomplishing greater career success.


[bookmark: _Toc38896733]Conclusion
From this entire study, in can be concluded that the overall “academic and employability skills” are necessary in enhancing potential of individual towards a proper work culture in firms. Apart from this, necessity of employability skills are concentrated in this study as it is needed for promoting an individual working for the experience on specific field. Moreover, SWOT analysis is conducted for understanding different strength as well as weakness, which is relevant to gaining skills and experience for working in retail field especially cosmetics. Therefore, a PDP is made (personal development plan) for improving my limited skills so that it can enhance my overall performance level for business operations. 
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Appendix 1

	Published literature
	Academic skills
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	Textbooks
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	Journal articles
	Summarising
	Time management

	Website articles
	Writing skills
	Communication skills

	Government publications
	Referencing
	Team-working
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	Collaboration 
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