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Introduction 

This report is to analyse my academic and employability skills that I have developed over the years in attending education and what I have learned while attending my university lectures. 
The report will show a breakdown of all the skills needed to achieve this, you will see in -class work we have done and where you can best learn to develop these skills.  
The skills which will be analysed are Leadership and Management, Time Management, Communication skills, Decision Making, Paraphrasing and Problems solving, These and more type of skills are useful to have in both university and in the workplace. 







S.W.O.T Analysis


S.W.O.T Analysis; is an amazing way for a person or even a business organization to help identify any potential strengths and weaknesses to the company. There are key elements to best work out what they are; Strengths, Opportunities, Weaknesses and Threats.
Kokemuller [2019] said “Without a strategic plan, companies can just aimlessly drift around without a strategic direction or operate without development”. 

My personal S.W.O.T Analysis are; Strengths- problem solving, time management and very good communication skills, Weaknesses- leadership and management, Decision Making, Paraphrasing   

  

Communication

Communication is the operation of which messages or information is forwarded from one place or person to another, or the message itself, Communication is additionally the exchange of information and the expression of feeling that can result in awareness (Cambridge,2020)                 

Communication is maybe the only skill that is learned from a small age and is the core of how people relaying information/advice and ideas between two or more people, through many different means whether it be for social, educational and work and this is done verbally or non-verbally. This skill works well for students who attend University in order for them to be able to communicate amongst their classmates and also their lecturers and it allows for the lecturers to educate the students in the process of expanding their mind and allowing students to learn new skills in their lives in order to go out into the workforce and achieve their goals.

Morgan (2017) stated that we may know people who love to talk, but, on the other hand he went on the state that we may also know people who seem to have nothing to say, Which he believes both can be seen as good communicators if only they use the skill in the right way. 
Communication is a skill that is linked to every other skill whether it be for academic or employability, Morgan (2017) also goes on to state that oral communication is more frequently used in most people’s lives then written communication and that very little communication takes place in isolation. In the workplace if the communication dynamic is not right then a business organisation will suffer great difficulty in making it successful. The sharing of information and ideas between both the management team and their employees and vice versa which will then in turn allow their staff to communicate with their customers.

I feel that I have a somewhat very good communication skill given that I worked in many areas of customer services which would involved me having to talk to different people on a daily basis and because of my personality I find that people find me very easily approachable and I am very easy to communicate with.    














Time Management 

Time management “is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight, and pressures are high. Failing to manage your time damages your effectiveness and causes stress” (Mindtools,2020).

Time Management is one of the great skills needed at university for any student, lecturer to have in order for the class dynamics to function in a structured way and for any university to function smoothly. Morgan (2017) stated that there probably is no such thing as time management. It is not really something that can be managed or controlled; however, he believes that time is there regardless of what we do, and the best course of action is to find the best way that people can manage it.
There are many different methods one can use in both university and in the workplace, which are the pareto analysis and the Eisenhower method. These methods are a great way for students and employees to use. Nguyen (2012) The Eisenhower Method/ Eisenhower Matrix/ Eisenhower Box a technique in establishing ways to prioritise duties and tasks.  

The way to use the Eisenhower Method at university would be to put the most important assignments which is due first to the fore front and any of your other assignments which are due I said much later day put them into the critical but not immediate pile. The other method that you can use at both university and work is known as the Pareto Analysis which is also known as the 80/20 rule, “The Pareto Principle states that 80 percent of a project's benefit comes from 20 percent of the work. Or, conversely, that 80 percent of problems can be traced back to 20 percent of causes. Pareto Analysis identifies the problem areas or tasks that will have the biggest payoff” (Mindtools,2020).
 
In attending university, I learned in class that if we record our day it will help us to analyse how to best spend our days by using the 3 techniques to change; Prioritize, Declutter, Schedule and that Multi-tasking is not always the best way to go.   
I feel that my Time Management is good and is a skill that can benefit me in both University and in the workplace as I am able to stick to a schedule and I always like to be on time or even early in order for me to not run the risk of running over time, Having said that I believe after doing this report that I feel that improvement to my time management skills is needed by using the 80/20 rule especially when it comes to my assignments at university.









Leadership 

There is a vital difference between leadership and management which is shown in these definitions: Leadership is showing a new direction or vision for a group that they follow, i.e.: a leader is the spearhead for that new direction. Management commands or delegates to people/resources in a group in keeping with principles or values that have been established. (Teamtechnology,2020)

Leadership skills at university does not always work to it potential and there needs to be a structure where the lecturer is able to communicate and conducts the classes without having another dominate leader trying to take over from the lecturer. Management skills is also as important as Leadership for any university to function and manage everyday lectures and to help improve the education of the students that attend. In order for someone to achieve whether it is at university or at work they have to have good leadership in order to be able to communicate and have a planned structure for the organisation within their teams, In order for management skills to be effective there has to be a level of command and planning.

Doyle(2019) believes that there is 5 essential skills to achieve this by have good communication skills, motivation skills to help boost the employees and students confidence, creativity having the skills to be artistic, positivity to say if something does not go to plan you can laugh about it and feedback having the ability to listen to your students and employees and vice versa    

I need to improve my leadership and management skills by using the other skills that I have mentioned in my report which are communication, time management, problem solving and decision making in order for me to be effective at university and in my future workplace, all of these skills needs to come together in order for it to work well. I will still be learning how to better improve and hope to one day achieve that goal.      

















Problem Solving 


Problem-solving skills help you to establish the source of a problem and help you see an effective solution. Although problem-solving is often known as its own separate skill, there are other related skills that contribute to this ability (Indeed,2020)

Wherever you are at university or in the workplace and wish to get further in your life having the skill to problem solve is extremely important as it allows you to breakdown any situation and to analyse it, in order to do that you need to listen and find out information about the problem that may have arisen and be able to communicate with other students, lectures and even your colleagues around you and find a structured way to rectify the situation.
The problem-solving chart is a great way to help you define the problem-generate new ideas-evaluate and then select the best solutions-implement and evaluate. (ASQ,2020) 

I believe that I am very good at this skill as I have always been able to find new ways to resolve.  My fellow work colleagues and fellow students feel that they can come to me for help and I will always try to find the best solution to the point that they voted for me to be class representative.  


Decision Making 


Decision Making is the act or method of deciding something largely with a group of people (Merriam-Webster)

Identifying ways to gather informed information can help employers and employees to make an organized group decision. It is also a powerful tool to have for head of departments and lecturers to structure the class dynamic, if there was not a structured plan that was discussed over by a group of people within a business organization, will not be able to function and expand and grow.
I need to improve on this skill as I am not the best at decision making and am always questioning myself as I lack the confidence that I feel would be necessary in order to help contributed to the decisions in areas that I am not necessarily educated in.     

Paraphrasing 

Paraphrasing is the process to express what somebody has said or written using different words, especially in order to make it easier to understand (Oxford,2020)

Paraphrasing is used in everyday life, in order for students to learn and for the lecturers to teach, paraphrasing is very important at university as it can led students to be expelled as you are taking the work that some else has done and now claiming it to be your work, In order to stop this from happening students must learn how to paraphrase and Gahan(2019) stated that in academic writing, it is better for students to paraphrase a text as opposed to quoting as it shows both the lecturer and readers that you mastered the source and made the work own. 

I feel that this is a skill that I need in order to achieve the grades that can help me improve my advancement at university which can then help me find the perfect job in which I could climb the corporate ladder, so I learned that I must always paraphrase someone else hard work which will also help show that I understand what I am explaining whether it be though writing and talking.  





Personal Development Plan 

Personal Development Plan is a personal account written to help us improve and self-reflect, (Reed.co.uk by amber rolfe)

In addition, when I started doing this report what I believed was the skills that I had was not the same after finishing this report, 
What I found surprising was the skills that I thought I had been the skills that I needed to improve the most; Skills I have is Leadership and Management I can continue to improve this skill by becoming class representative, Communication and Time Management and the skills I need to improve is Problem Solving by trying to help solve more problems in. class , Decision Making by trying to make more decisions and Paraphrasing I can watch videos and practise, this is a skill that I will always keep improving on the most I think. 








Conclusion 


To summarise this report there are many skills in the academic world and in the employability world that we also use in our everyday personal lives, sometimes we find that the skills we think have and are good at using and demonstrating is not always the case as I found out in writing this report. 
I attended university to expand my knowledge and to help me find the right job for myself that would give me the opportunity to climb a corporate ladder. 
The lecturer gave me the tools to help me improve my academic skills that would be necessary to achieve these goals, she achieved this by giving us in class exercises to practise, questionnaires to fill in and videos to watch. In doing these exercises I was amazed to find I have good leadership and management skills which in the beginning of this report I believed to be one of my weaknesses and the one strength that I felt did not need to be improved was my communication skills and it just goes to highlight you can have good communication skills but there is always room to improve.  
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