	



[image: ]
	ACEDEMIC SKILLS & EMPLOYABILITY
2019



	[image: ]

	SWOT/PDP 



…
Authored by: Hasan Mangov 







Contents



1.  Introduction…………………………………………………………………..………..……3



2.  Current Academic and Employability Skills …………………………………………………………..……..….4


3.   SWOT…………………………………………………………………………………………………….…….………….……5-6



4.  .PDP  ………………..…………………………………………………………………………………………….….…………7-9



5.  Skills to find Employment in the Hotel and Hospitality industry………………………….….…..…10



6.  Conclusion……………………………………………………………………………………………………….……………11



7.   Reference ……………………………………………………………………………………………………………………12








Introduction




In our forthcoming assignment I would like to clarify my academic fluctuations and those that are missing. Now I will look at the skills I have in my good or middle fields and those I miss and which I will improve. In this way I will create my SWOT. I will try to analyze in detail my strengths, weaknesses, my capabilities and my fears. Then I will build a plan of action that will work to improve my weaknesses and fears.
 I will briefly tell you about my work and what responsibilities I have.

I'm called Hasan Mangov and I'm 28 started as an apple quality control.
It was not easy to learn the defects of apples, and I had good training and I started to get computer skills. Two years later I applied for a job as a staffing coordinator. I was approved and started working, I had a lot of different and difficult tasks, I was lucky enough to go into such an environment and gain skills I could not access before. I will be short the job is related to people responsible for them, their way of working payments and work process, job schedules recruiting new staff reversing their employment contracts to current workers.




























Academic Skills

What are you good at? What gives you energy? How do you convince a potential employer that you are fit for the company?
Being aware of your skills is crucial to a positive start in looking for a job. You need to convince the employer that you may be useful to the company.
So before you start looking for a job, we recommend that you identify your skills. Exercise will give you an idea of where to focus your search and what to emphasize when presenting yourself to the employer.




Employability Skills
The time we live in - the rapid development of technology, globalization, the prolongation of active life, require a continuous adaptation of personal skills related to the many changes, challenges, transitions and solutions in professional development.
We are no longer talking simply about choosing a profession, but about managing life-long careers, which requires a broad set of skills and knowledge. They provide the opportunity for a person to successfully find work, adapt and develop in the workplace, to cope with professional tasks and to receive satisfaction and adequate remuneration for their work.
This pool of skills and competences is called employability or employment skills, and they are often defined as:
• "key" because they are fundamental to the development of further competencies;
• "soft" - complementing specific professional competences;
• "portable" as they develop throughout life in different situations and are applicable in any professional environment;
• "hidden" skills because they are complex to measure and evaluate but are clearly discernible in the workplace;
• "career management skills" - can be considered as competencies that help people identify existing skills and learning objectives, improve their employability and social inclusion.





SWOT
	My Current Academic Skills:
1-  Note Taking- I take into account the mistakes I made and try to make them in the shortest time. The patience of criticism.
2- Organization - Work in a way to order things A-Z. 
3- Self-Discipline Do things on time, Do what is set as a task.
4 – Innovations- methods, illustration of ideas




	Academic Skills I Want to Develop
[bookmark: _Hlk2589923]1- Analysis-To obtain information about the structure of the subject and the subject of the study
2- Concentration- Concentrating on the things they are doing right now
3 – Evaluation- The process of measuring the degree of achievement of the expected results
4 – Structuring - Build the task with the right material (People, Information, Knowledge and so on)




	My Current Employability Skills
1 - Communicative skills - A brief and clear statement with the appropriate tone
2 - Software skills - Working with a variety of software programs
3- Responsibility - Making complex decisions, responding to safe working conditions
4 - Working under pressure - Lack of flexibility and willingness to solve problems or give an idea to solve them





	Employability Skills I Want to Develop
1 - Teamwork - Often not agreeing with other opinions, Ignoring their ideas
2 – Presentation Skills
3 - Writing - A brief and concise description of what you have in mind,
4 - Planning - Bad planning, not timing, poor ordering





Swot Analyst

According to (John, Wiley & Sons), SWOT (strengths, weaknesses, opportunities, and threats) analysis posits that to compete successfully in the market place. 






My Swot Analyst
	Strength

1- Great Communication skills
2- Analytical skills
3- Strong Control over Microsoft 

4- Development and desire to build 



	Weakness
1- Uncertainty - fear of loss and poorly accomplished task
2- Lazy - losing interest in long tasks and
3 - Refusal - quick and easy opt-out insufficient tenacity
4- Shame - from loss or misrepresentation of the task
5 – Build Strong Relationships
6- Organizing my time 

	Opportunities

1-  Overcoming - my weaknesses and their upgrading
2 - Improvement - the things that can be good or excellent in a good or medium
3- Relationships - Dating with new people creating friendly relationships

	Threat

1- Loss of concentration - easy scattering
2 - The Busy Lifestyle - Learning, Work, Family
3 - I can not handle everything listed, Job, Learning, Family Life










Personal Development Plan


PDP can be applied in a range of contexts, changing the way students approach their studies, make choices in both their academic and personal lives and prioritize their actions.
 Get to know yourself by self-assessment. Learn about your interests, values, preferences, and personality. Learn different career opportunities. Collect information for different professions. Take action. Develop a career plan for your career and apply it in practice.
1 Defining goals
The Action Plan begins with the establishment of long-term and short-term goals.
2 Action Plan
Characteristics of the plan. The plan is comprehensive It can be further developed and based on knowledge
3 My Action Plan
Define the things that worry me. I have carefully looked at the situation in which I am. The career area in which I would like to improve my skills.





Looking at (Oxford University Press, 2010). A process whereby educational needs are identified, objectives set, and educational activities are planned. It usually includes evidence to indicate that skills, knowledge, or understanding have been achieved.











Personal Development Plan

After analyzing my SWOT framework, I can now identify where my strengths are, my weaknesses, my fears and my abilities. All this knowledge of this project will help me for the future and the present. I will make an action plan. I will start working from my weak spots. I will index the areas I would like to start working on. This will be my personal development plan.
Things to start with are:


Improving my Time Organizing 
[bookmark: _GoBack]We will have to organize our time more efficiently, it does not necessarily mean we will have to find more time. We just have to work in a more predictable, routine way so that we can find regular intervals in the week to do those things that will improve our organizational skills. (How to Write Better Essays -Bryan Greetham 2001)






Improving my Writing Skills And Tips
Business development writing skills are bout using the written word to influence the reaction or emotion of your customer as they read it . (Business Development – Ian Copper 2012)















Improving my Communication skills
Business Skills

Leonardo da Vinci mused that the average human
` Looks without seeing, listen without hearing, touches without feeling, eats without testing , moves without physical awareness, inhales without awareness of odour or fragrance , and talks without thinking ` ( Business Skills – Allin one, Kate Burton 2012)







Build Strong Relationships


In a book on business communication, you could assume that it would all be about finding the right formula to include in an email and choosing your words careful in a presentation, but there is something underlying and deeper going on: developing good working relationships. Good working relationships are the glue that holds a company or organization together. 
We can also express that positive idea negatively: bad working relationships – or the absence of good (or any ) working relationships – will mean that the company or organization will not function well. 
I chose the words in the title of this chapter very carefully .Build : we can take active steps to cultivate and work at relationships: strong working relationship are ones that are firmly established witch takes time – and are not easily broken. (Successful Business Communication – Martin Manser 2013)














Skills to find Employment in the Hotel and Hospitality industry




The hospitality industry is characterized by the fact that the human factor is key to the quality of the hotel product. From the field of material production, human resources are an indivisible component of the production process, which makes it a key factor in providing the service package, the quality and the diversity of the product. The employee's skills are largely determined by the overall impression of the hotel product. Much of the management's efforts should be directed to the development of the human factor, namely the staff that is the most valuable resource for companies in the hospitality industry. Effective human resources training can provide organizations with a significant competitive advantage in adapting them to the challenges of the 21st century.


· Here are the more important skills that a hotel manager must possess in order to ensure the successful operation of his / her travel business:

1   Loyalty
2 Organization
3 Responsibility
4 Creativity
5 Leadership, teamwork
6 Strategic thinking, analytics
7 Work under pressure
8 Excellent service
9 Communication















Conclusion


This is a project that helps us build ourselves as professional personalities and not only when it's professional up to somewhere personal. This analysis of ourselves shows how much we are poor and in what direction we have to work to improve and learn some things.
The project really helped analyze our weaknesses and think about the things we're going to do, whether we do them well enough.
We made distinctions, and if we hold that level we could succeed in our endeavors.
We used some developed programs such as SWOT and PDP. They are designed to analyze people who will apply for a job, and not just who build themselves as professional people.
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