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[bookmark: _Toc38238717]Introduction 
In this study I will review my academic and performance-based employability skills, citing in-class activities and published literature. There is a growing topic of the national debate around the methods applied to prepare students and graduates for handling the unavoidable effects of careers along with their college life (Husam and Abraham, 2019). Career preparation includes three basic skills, namely, the central academic skills and the application of skills in real-life scenarios, and increase work effectiveness in daily activities. Recruitment skills include responsibility and critical thinking, which play a principal role in shaping the career. In this study for each topic, a definition with appropriate examples from my reflection of real-life and workplace practices have been incorporated with the use of contextual diagrams in support of the answer. The different types of skills along with a SWOT analysis that is linked with my Personal/Professional Development Plan (PPDP) has been included. The content of the PPDP represents the time managing aspects and the skills I need to develop, to achieve the targeted goals. Special focus is laid on both personal and professional skills within the reflective form of writing.
[bookmark: _Toc38238718]Skills 
Skill is the ability to perform a result-oriented task within time and energy-specific limitations. Skills can be divided into domain-specific and domain-general skills. For example, some common skills in the domain of workplace include time management, leadership, teamwork, self-motivation, and many others. Contrarily, domain-specific skills are only used for the completion of specific tasks. Some stimuli and environmental conditions are usually required to determine and assess the level of skills displayed and the skills used (Salihu et al., 2018).
Consider the different types of skills
Academic Skills; 
Time Management- It helps in organizing and planning on how much time is spending on specific activities. Good time management enables to work smarter and develop effective strategies.
Academic writing – It refers to a style of expression used by an academic researcher to define the views based on their disciplinary intellect in context to the specific areas associated with their academic expertise.
Consider further classification as examples below:
Academic Skills 
Academic skills will help me become a successful intern at the university by developing research and study skills that will assist me at present and in the future. The development of good academic skills will assist me in achieving academic success that reflects my full potential. Academic skills promote students to become proficient learners. Students are given the confidence to involve fully in courses meant for fast reading (linguistic) and feel precious when they are out of the classroom upon completion of graduation. These skills include critical thinking and note-taking and are considered to be vital in availing success in any profession (Sousa, 2018).
For example, at present, the time management is considered as an important academic skill. It refers to the process of organizing along with planning the ways to divide my time into specific time-consuming activities. Managing good times enables me to work smarter at a difficult time so that I can become more efficient and less stressed. Not being able to manage my time weakens my effectiveness and creates stress.
Benefits of Time Management
It is an important ability to manage my time effectively as it can efficiently increase my productivity alongside can help me lead a successful and stress-less life (Peng and Kamil, 2018). Some of the time management benefits are incorporated in the below-mentioned points: 
1. Stress relief - An effective incorporation of a task schedule and following them accordingly reduces anxiety. I can see making substantial progress by regularly checking my “to-do” list as it helps reduce the feeling of stress with the confidence-building and doing things efficiently. 
2. More time - People with good time-managing skills are capable of enjoying their daily life effectively and spent quality time on shaping up their carriers by spending more time on their hobbies. Hence I can now utilize the extra time to spend in my carrier building.
3. More opportunities - Good time management leads to more opportunities, with less trivial tasks. An employer looks for individuals with good time management skills who can schedule and prioritize their workability.  
4. Ability to realize goals - Individuals with good time management skills can achieve their life goals and objectives that too, in a shorter period.
My time constraints help me efficiently complete my tasks by staying more focused. Time management skills let me recognize the future potential problems and plan my decision making efforts to deal effectively with them. For example, suppose I need to write five reviews on time. However, I realize that I can achieve four on time before the commencing of the meeting. If I can anticipate this situation beforehand, I could easily send a review to someone else. But if I didn't think about my work well before the time I will end up understanding this time-related issue just an hour before the meeting. At this point, it can be difficult to find someone to submit the review, and within the short notice and can lead to a complete failure of the situation.  
Employability Skill 
It can be defined as a set of transferable skills used by an individual to make them "employable". In addition to having a good technical understanding and subjective knowledge, an employer often defines their preferred employee skills (AV and Aithal, 2018). These are skills that they believe will provide the employee with high work efficiency skills. The “Employability Skills” depends on my knowledge, and vision of how I use any given resources and how I process them to accomplish the task allotted by my employers. 
Communication and interpersonal skill set: It refers to the ability of mine to explain what I mean clearly and concisely incorporated in a written as well as an updated manner. It involves listening and interacting with others and acts according to the basic set of information/instructions. Interpersonal skills, in general, allows me to actively participate as a team member, meet customer and employers expectations, discuss and make decisions and resolve issues with other people here by ensuring work efficiency. Clearly defined personal skills allow me to build empathy for my colleagues and customers, leading to a better and less stressful work environment.
Problem-solving ability: Ability to understand the problem by identifying the main problems, implications, and find a suitable solution to solve them by dividing the problem into smaller sections with the application of my knowledge base.
Negotiation skills: Accepting another person's feelings and expressing my views while addressing one's need for a successful outcome cleanly and healthily. 
Hard skills
Those skill-sets that can be induced and at the same time adjudicated in a certain way and consists primarily of skills that are taught throughout life such as the ability to read, analyze and use the software. During any job interview, candidates are initially called in terms of their hard skills and ability to judge in demanding situations.
Some of the basic hard skills are:
Software Programming: Knowledge of MS Excel along with PowerPoint is not enough as I need to develop my knowledge-base associated with complex software usage.
Degree Certificate: It is considered important for any job application as it acts as proof of my educational qualification and categorized under essential hard skills.
Mathematics: As a small to complex calculations are a part of any job role henceforth, Math’s is considered to be an important aspect irrespective of the field I choose to work. Likewise, in due course of completing my higher studies I have always enjoyed accountancy hence proved my efficiency in the calculative aspects.
Data Analysis: A pivotal part of any modern job role is Data analysis. It is important to carry out data analysis on the targeted company and know their whereabouts in detail. I consider it as my strong point as I was a god at learning statistics.
Soft Skills:
It refers to the interaction skills that mostly address the communication as well as the social skills that go well with others. It involves the building of one's character with good emotional and intellectual balance (Shukla and Kumar, 2017). These skills help me to work and create healthy work relationships alongside the maintaining of good workplace harmony and pave their way toward a bright corporate future. 
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Figure: Soft skills
Source: created by the student
The basic soft skills are:
The basic soft skills are:
Teamwork: I think that I possess the capability of working as a good team member. I have acquired my skills while playing football and performing community services all these have induced myself with the quality to work as a team along and define my future work-life success quotient (Foster et al., 2019).
Leadership: A sense of responsibility is something that makes up a great leader. I acquired this leadership quality by participating in numerous work sites. I have learned the ways to manage a team and motivate them in demanding situations. 
Public speaking: My participation in competitions and community services helped to fight back my biggest childhood fear of expressing myself. I have learned to speak with people that too, confidently and express my view-point fearlessly in any given job scenario.
Communication: This is an important way of allowing people to know about my feelings and my plans. Hence, my communication skills are good and I have developed the same by managing two big teams associated with the game of soccer and volleyball.
SWOT Analysis:



	Strengths
One of my essential strengths is leadership capability which enables me to lead people associated with me and I can motivate them too. Hence this skill helps to address various issues of my associates.

	Weakness
According to my development plan, I am not efficient in managing time as well as I need to focus on the futuristic approaches.


	Opportunities
As my development plan includes academic writing skills, soft skills, and hard skills, there is a probability of being a good leader and motivator in my professional life besides establishing myself as a good scholar.
	Threats
As the challenges are the most integrated part of achieving success, I need to address all the issues that I will face as a threat in my career life. The primary threat is unable to achieve my goals at a proper time due to low time management skills. Except that I am not capable enough to predict future problems and addressing them that makes multiple obstacles on the way of my planning.




Personal Development plan:
This is a self-development plan that includes a step-by-step guide for achieving the desired goal. The plan relies on individual values, identifying weaknesses, taking action in those areas, setting a goal to achieve them, and then determining whether the goal has been achieved. Knowing my strengths and weaknesses is very important and as a result, I am dealing with it.
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Figure: Personal development plan
Created by the student
I was instrumental in making a personal development plan. This plan was taken up by me for 6 months so that I can develop what I lack. The skills that need to develop are time management skills, communication skills, and interpersonal skills. These skills are generally very important for every area in life be it jobs opportunities or any future goal. I need to personally work on these skills so that I can be better and pursue my future goals effectively.
It also considered the work-specific technical skills to develop a distinctive career path. Ever since I graduated, I've been frustrating myself. I was wondering if I lacked enough skills to give me a good job and if not, point of lacking.  And then I decided not to let this thought frustrate me, instead, I used this fear as my strength and began to explore what are the skills that I needed, to shape my carrier up and increase my efficacy. The main aim of this paper is to address the skills and the contextual subject that are as included. This task would provide an overview of the terms and the significance of the given topic, academic and employability skills, and talks about its relevancy in real-life scenarios. It addresses the reasons that are useful in developing the employability skills, timeline (Watkins and Smith, 2018). 

[bookmark: _Toc38238719]Conclusion 
There is a proverb that knowledge and learning is an endless process. While studying, I learned everything that can be done for a career buildup in a requisite stream of which I dreamed of. I have learned the use and application of contextual business tools in specific domains. Availing a job breakthrough is considered to be a pathway to a bright and secure future.  So to achieve the main goal one has to develop and nourish certain employability skill-sets by their hard work. The various extracurricular activities in me during my college days have inculcated the requisite knowledge base that helped me to reach my future goal.

[bookmark: _Toc38238720]References 
AV, N. and Aithal, P.S., 2018. Employability Skills traits Management Quotient [ESMQ]-A Conceptual Model Proposal. International Journal of Applied Engineering and Management Letters (IJAEML), 2(1), pp.1-30.
Foster, S.K., Wiczer, E. and Eberhardt, N.B., 2019. What’s So Hard About Soft Skills?
Husam, H.A. and Abraham, P., 2019. Employability Skills Development through Assessment in Higher Education: Students’ Voices on Reflective Assessments. Glob Acad J Econ Buss, 1, pp.36-42.
Peng, T.Z. and Kamil, B.A.M., 2018. Time Management, Procrastination and prioritization: A framework for service based learning module. e-Academia Journal, 6(2).
Salihu, L., Aro, M. and Rasanen, P., 2018. Children with learning difficulties in mathematics: Relating mathematics skills and reading comprehension. Issues in Educational Research, 28(4), p.1024.
Shukla, A. and Kumar, G., 2017. Essential soft skills for employability–a longitudinal study. Advances in Economics and Business Management, 4(6), pp.362-367. 
Sousa, M.J., 2018. Entrepreneurship skills development in higher education courses for teams leaders. Administrative Sciences, 8(2), p.18. 
Watkins, H. and Smith, R., 2018. Thinking globally, working locally: Employability and internationalization at home. Journal of Studies in International Education, 22(3), pp.210-224. 


[bookmark: _Toc38238721]Appendices 
Personal Development Plan
	Specification 
	Measurable 
	Achievable 
	Realistic 
	Time frame 

	Time management
	Simple and effective. I often focus on how long some tasks take me to complete while I should focus on what I accomplished in a day which also helps me to plan more effectively. One way of measuring results is to keep a list of tasks I’ve completed on each particular day. It is simple and will motivate me and allows me to focus on my accomplishments at work.
	By adhering into time management courses that help to shape the future.
	On completion of the course, I will be able to manage time effectively and Find time to do the things I love.
	2 months 

	Communication skill
	Keeping track on the ongoing process.
	Achievable by adhering to communication skill programmes and training courses.
	When I will be able to communicate effectively with everybody without thinking twice.
	4 months 

	Interpersonal skill 
	By keeping a track on the areas like communication, influencing others, learning from interactions, leadership, teamwork, fostering relationships, conflict management.
	By adhering to programs and courses that help to build communication, conflict management, teamwork etc
	When I will be able to be confident about myself.
	6 months
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