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[bookmark: _Toc38378113]1 Introduction
Graduates need to develop their skills as a major section of their profile which grants them the chance to find better job opportunities. This paper initiates by providing general definition of the concept skills, then goes to presenting the different categories of them. Other classifications emerge to categorise the skills into academic, employability, soft and hard. After outlining a background on the composition of skills, the paper provided a personal SWOT analysis which is linked to the professional plan developed in the appendix. The reflective writing of the skills needed to be improved is followed by a conclusion. 
[bookmark: _Toc38378114]2 Defining Skills
The definition of skills has various dimensions and attempts. The simplest one states that a person’s ability to complete one task in a proper way is a skill. However, Warhurst and Luchinskaya (2018) believes that defining skills should have a more insightful perspective of the concept by giving it a social dimension rather than just a trait quality. Therefore, to more properly define skills, two main approaches should be taken into consideration: depositivist, which relates the skill to performing one task successfully and relational, which relates the skill to the level of competence. It’s important to note here that skills are not only the performance of a set of tasks but is related also to the person completing the tasks. Attaching a sociological perspective to the definition of skills is important to highlight how differences among skills emerge between one cultural context and another. From what has been presented, it’s obvious that skills should have an executive nature, which means an actionable aspect. Finaly, it should be noted that skills are degrees and move along a continuum, advancing from one degree to another based on the acquired knowledge.  
[bookmark: _Toc38378115]3 Kinds of skills
Skills as mentioned include a wide range and differ from one context to another depending on the sociological aspect attached to it. Yet, it is agreed among all cultures that skills are a gate for university graduates to increase their chances for better job opportunities and get their dream careers (Abbas and Imam, 2016). Therefore, students attend universities to acquire these skills and get themselves a good job and a stable life. Through university life, the students get to learn new sets of skills, that start by teaching students the value of time. Managing their own times to finish their studies, prepare for exams while still engaging in the university clubs and activities improve the pupils’ time-management skills (Abbas and Imam, 2016). 
Not only time management is learnt but also how to be effective within the time limits imposed, therefore increasing the speed and effectiveness of performance. Another skill that students get to acquire through university is how to be accountable and responsible. Taking the decisions regarding their own studies and relying on their own efforts and motivation to research more about the subjects discussed in class, the students develop a bigger sense of accountability. On the other hand, at a time when university lecturers do not provide the same level of support provided by college teachers, students learn to research and look for information that is relevant for their materials and topics. Research skills developed at universities compose a huge asset for graduates, as they learn how to choose reliable sources and retrieve valid information. Alongside with research skills comes the note-taking skill as it reveals the person’s ability to summarise only relevant information in a quick and concise manner (Sayed, Al Mushikhi, and Chaudhry, 2019). 
Furthermore, by engaging into university hubs and extra-curricular activities, the students develop socialisation and interpersonal skills which will help them further when seeking employment. This can be further developed if students decide to continue their studies in a foreign country or another city other than their home city. Also, by taking their lecturers’ feedback and seeking improvement, graduates learn how to build constructive notes from the more experienced (Bennett, Richardson and MacKinnon, 2016). 
Lastly, completing university years successfully is indeed an achievement that outlines students’ commitment and dedication to accomplish their goals properly, which is to earn a university degree.  
[bookmark: _Toc38378116]4 Categories of skills
For this paper, four main groups of skills will be explored which are the hard, academic, soft and employability skills. It’s important to note here that these groups are not distinctive from each other but rather overlap at some instances. 
[bookmark: _Toc38378117]4.1	Academic
The first set of skills that will be discussed is the academic skills. These skills include a wide range of competences that result from students’ seeking to acquire new knowledge and improve their intellect. The first skill that is usually associated with this group is the research skills. Research skills denote the person’s ability to dig for information, scan resources, and then pick the most reliable and related sources which would provide answers to the problem under study. Associated with the research skills are the academic writing and the academic reading. The reading implies taking out of the sources identified the most critical and relevant pieces of information. This kind of reading involves a critical analysis and interpretation. On the other hand, the writing reflects the competence to present this necessary information retrieved from the reading in a coherent, logical and understandable way (Balula, Vasconcelos and Moreira, 2019). 
Along with research skills comes also as mentioned earlier the skills of taking down notes. Whether in class, workshops, or webinars, being able to summarize the information presented in a fast and brief is a great skill that would give advantage to the graduates.  
Technical skills involve more information technology and computerized skills. This is why universities nowadays stress the relevance of employing Microsoft Word and Excel properly and skillfully, given their significance for employers. Finally, leadership can be also listed under this category. Students who develop good communication and listening skills are increasing their chances to earn managerial positions in a shorter period as well as critical thinking and problem-solving skills.
I can relate this category to a friend of mine who started working at an ice cream company, as a customer service agent. Then, thanks to her critical thinking and dedication to work Maria managed to earn a supervisory position. She even received good bonus one time because she advised the company to amend their marketing strategy and advertise in a different way by researching properly and gaining information about customers. 
[bookmark: _Toc38378118]4.2	Employability skills
This category includes the type of skills that recruiters, agents and employers, consider as criteria for successful recruitment. Under this group comes a wide range of skills, and even when these skills vary in their degree of technicality depending on the industry in which it is needed, some skills remain common across all industries (Suleman, 2018). These skills include mostly:
· Communication skills: these skills are very necessary as they reflect the employee’s ability to communicate with clients, understand their queries and deliver the service properly. It also involves writing reports to managers and communicating with colleagues. 
· Interpersonal skills: through this set of skills, employees can develop good working relations with collegues in the working environment and with clients to provide a better image and service. This skill sometimes result in more loyal customers who are happy with the customer service.
· Teamwork skills: these skills are very crucial for employers as no single company nowadays can profit by having totally individual work. Therefore, employers care about people’s ability to adapt and connect with others to achieve objectives. 
Maria encountered one time a serious conflict with a loyal customer caused by one salesperson from her team. But by using her communication and listening skills, Maria managed to resolve the issue innovatively, keeping her team member at the job and satisfying the customer without losing her.
[bookmark: _Toc38378119]4.3	Hard skills
The hard skills are defined as the tangible skills, that can be also quantified and measured. In other words, hard skills include the person’s ability to use properly equipment, machines, settings and tools. This kind of skills is usually very particular to each field and varies in between industries. For example, using the computer hardware to make photocopies, scanning and printing is considered a hard skill. The worker operating on a productive machine in a manufacturer is considered as well to possess a hard skill. 
My friend Maria uses the till system properly at her shop, counts the money and does the mathematical calculations by the end of the day which can be considered as a hard skill for her job. Even knowing how to operate the (Hendarman and Cantner, 2018). 
[bookmark: _Toc38378120]4.4	Soft skills
This set of skills involve the opposite sense of hard skills. These skills do not require any sophistication and should be present across all employees irrespective of their level. Under this category comes the listening skills, collaboration skills, interpersonal, critical thinking, creativity, and others (Cimatti, 2016). 
My friend Maria always aims to help her team members to improve and grow their skills and developed very good relationships with them. This made them respect her more and more and increased their trust in her ability to manage them. Eventually they are always motivated and dedicated to work. 



[bookmark: _Toc38378121]5 Personal SWOT
Conducting a personal SWOT analysis helps me understand where do I stand, what are my strengths, weaknesses, opportunities and threats. 
	Strengths
	Weaknesses

	· I am really good in listening to others
· I am very compassionate and considerate
· I have photographic memory
· I enjoy high motivation
· I always seek to self-improve and believe that any situation makes me learn new things
· I enjoy team work
	· Am a very shy person and I find it difficult sometimes to speak with strangers
· I struggle with panic attacks and am always worried whether I am right or wrong
· I am too much into work that sometimes my co-workers take advantage of this and give me their jobs
· I am very critical in my work
· I don’t know how to say No to others and sometimes I can’t refrain my emotions

	Opportunities
	Threats

	· My language improved as compared to the last three years and finished college and now am at university which will give good chances
· Using my photographic memory, understanding and listening skills can get me a good job on computers
	· Technology communication could be a threat as I don’t think I can cope with it easily like studying online
· I am not a competitive person
· I might not be a good leader especially to tell people what to do and how to do it 



Reflecting on my personal analysis on my weaknesses, strengths, opportunities and threats compose the first step for me towards developing my professional development plan in the appendix. It’s obvious in the table that I need to improve my interpersonal skills as I am considering it as a weakness. Even though I can easily form friendships but in the formal and professional context, I believe I am taken advantage of because I don’t know how to form strong professional relationships. This skill is very important I believe for me to achieve my dream career as an accountant, as I will have to report to my manager continuously. The Johari window we had in class also made me realise how people are perceiving me as non-confident. And if my future manager perceives this as well, it will be an obstacle for my success. Under the same concept, I have to improve my communication skills. They are already improved since I started my course, given the activities we were having in class, especially how to form sentences, the structure of them, and how to paraphrase. This has helped me feel more confident whenever I send messages, emails or do assignments. The communication skills are very important because my future accountancy career will involve writing reports, management letter and clients’ letters as well lots of emails. Therefore, the better my skills are in communicating the more effective I will be in my job. The last set of skills that I want to improve is my critical thinking and problem-solving skills. If I want to be a future accountant, then I will have to think critically and have eyes for details. This can be improved by the future assignments and reports that I will have to write. This soft skill is very important for my future career given the numeracy included and the connection between accounts. Even if my module now is not related to accountancy, but I want to pursue an accounting course, and I believe this can help me a lot. 
[bookmark: _Toc38378122]6 Conclusion 
This paper aimed into presenting a literature on skills and how can they be grouped. Then, I presented a personal reflection on my own skills through the SWOT analysis, in order to identify the weaknesses and skills that need to be developed.  This reflective writing relates to the professional development plan. 
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8 Appendix 
Following Morgan’s (2017) guide on developing the professional development plan, this PDP is developed. 
	Developing a personal SWOT analysis that spots the points that should be developed and the skills that need to be improved
	Developing my career goals include finishing this module and then doing accounting courses
	Gathering information about the accounting course I need to take is important. So, I will check colleges and institutes
	Seeking further improvement of my skills:
· Interpersonal
· Communication
· Critical thinking
· Problem solving
These skills will help me achieve my goals and develop a successful career
	The next step after finishing my current modules and courses would be to enrol for accounting course, then intern at accounting office
	I am planning the most of my classmates and my teachers. The feedback provided by them 



	in 1 year: develop my communication skills especially the academic writing 

	in 2 years: finish my accounting course and doing accounting internship

	in 3 years: earn an accounting position in a good accounting office



· 
