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1.  Int roduc t ion  

In  th is  repor t  I  w i l l  ana lyze  my acad emic  and  emplo yab i l i t y  sk i l l s  a s  

we l l  a s  exp la in  my cur ren t  goa l s  o f  improv ing  them and a cqu i r ing  

new sk i l l s  bes ide  the  ones I  cu r ren t l y  have .  I  u sed  a  S.W. O.T .  

ana lys i s  and  persona l  deve lopment  p lan  (pdp)  in  o rder  to  be t te r  

i l lus t ra te  my p l ans  to  improve  and  what  they  a re  based on .  O ther s  

tha t  I  descr ibed  in  the  var io us  sk i l l  sec t ions  a re  more  con t inuous 

improvement  ra ther  than  concre te  g oa ls  w i th  a  dead l ine .  

2.  Ski l ls  

Accord in g  to  the  d ic t ionary  a  sk i l l  i s  the  ab i l i t y ,  coming  f rom one 's  

knowledge,  p rac t i ce ,  ap t i tude ,  e tc . ,  to  do  some th ing  we l l .  Thus ,  we 

can  in fe r  tha t  every th ing  we can  do  we l l  i s  a  sk i l l .   

3.  Employabi l i ty  sk i l l s  

Employab i l i t y  sk i l l s  a re  sk i l l s  tha t  a  p rospect ive  employer  f inds  

use fu l  fo r  an  employee  to  have .  The re  a re  2  types  o f  emp loyab i l i t y  

sk i l l s  wh ich  a re  hard  sk i l l s  tha t  re la te  to  the  jo b  and  so f t  sk i l l s  o r  

t rans fe rab le  sk i l l s  wh ich  a re  more  g enera l  sk i l l s  wh i ch  as  the  name 

imp l ies  can  be  used  and  d i f fe ren t  o ccupat ions .   

Genera l ly ,  bo th  type s  o f  s k i l l s  a re  l ooked  fo r  by  emp loyers  and  

learned  by  emplo yees in  o rder  to  improve  the i r  h i r ing  chan ces.  

(Andrews and  Hig son ,  2010)  

3.1.  Hard sk i l ls  

Hard  sk i l l s  a re  sk i l l s  re la ted  to  a  sp ec i f i c  educa t i on  o r  t ra in ing  tha t  

a re  requ i red  fo r  par t i cu la r  jobs .  

 As  I  ha ve  no t  had  such  t ra in ing  o r  educa t ion ,  I  do  no t  po ssess  hard  

sk i l l s  requ i red  fo r  techn ica l  jobs ,  th ough i f  I  wou ld  be  in te res te d  in  

one ,  I  be l ieve  I  wou ld  be  ab le  to  lea rn  them.  

3.2.  Soft  sk i l l s  

Sof t  s k i l l s  a re  genera l  sk i l l s  tha t  a r e  use fu l  in  a  wor k  env i ronment .  

They a re  used  and  requ i red  even  in  some o f  the  most  techn i ca l  

f ie lds  and  a re  ac t ive ly  looked  fo r  by  employers .  (Sharma, 2009) 

 They  inc lu de  t ime managemen t  sk i l l s ,  communi ca t ion  sk i l l s ,  

o rgan isa t iona l  sk i l l s ,  teamwork ,  p ro b lem so lv ing  sk i l l s  and  more .  

There  a re  some sk i l l s  tha t  I  am lack ing  in  as  we l l  as  some in  wh ich  I  

be l ieve  I  exce l  a t .  

3.2.1.  T ime management ski l ls  



T ime management  sk i l l s  inc lude  ma k ing  sched u les  and  fo l lowing  

then ,  mak ing  u se  o f  l im i ted  t ime to  comple te  your  task ,  ha v ing  and  

fo l low ing  we l l - though ou t  p r io r i t ies .  Th is  can  be  don e th rough 

p lann ing ,  d ia r ies ,  and  choo s ing  wha t  to  do  respons ib ly .  (Morgan,  

2017,  p49 -68)  

 I  myse l f  have  found  myse l f  a  b i t  lack ing  in  th is  a spect  a s  wh i le  I  

can  and  do  fo l low a l ready  se t  ou t  schedu les ,  I  f ind  i t  much harder  to  

se t  one  ou t  myse l f  and  fo l low i t .  No t  on ly  tha t  I  do  no t  cur ren t ly  have  

a  d ia ry  e i t her  wh i ch  makes p lann ing  my t ime ra ther  hard .  

Never the less ,  I  do  want  to  chang e t h is  fac t  and  have  a l ready  s ta r ted  

to  change th is  fac t ,  I  have  t r ied  to  make more  p lans  leave  spec i f i c  

t imes o f  da y  fo r  spec i f i c  tasks  in  o r der  to  ra ise  my p roduct i v i t y ,  and  

so  fa r  i t  ha s  y ie lded  some pos i t i ve  r esu l ts .  

3.2.2.  Communicat ion ski l l s  

Communica t io n  sk i l l s  a re  the  ab i l i t y  to  impar t  and  rece ive  

in fo rmat ion  to  and  f rom o thers .  The y a re  h igh l y  impor tan t  in  f ind ing  

employment  and  keep ing  up  per fo rmance a t  a  compan y.  ( Giri V. N. and 

Kumar B. P., 2010)   

Th is  is  sub jec t  tha t  I  f ind  myse l f  we ak in  as  we l l  as  I  ha ve  a  

na tu ra l ly  in t rover ted  p ersona l i t y  and  a  lo t  o f  t he  communi ca t ion  I  do  

have  wi th  my c l ose  f r iend s  and  fam i ly  is  in  my na t ive  language,  and  

though i t  s t i l l  he lp s  to  improve  my a b i l i t ies  i t  wou ld  be  more  use f u l  

to  f ind  more  Eng l ish  communi ca t ion  par tners .  

As  I  ha ve  s ta ted  in  my a ssessment  f o r  Ef fec t ive  team w ork  and  

communica t ion ,  I  w i l l  use  my ne w - fo und knowled ge  about  

communica t ion  theory  to  improve  m y sk i l l s .  

3.2.3.  Organisat ional  sk i l l s   

Organ isa t iona l  sk i l l s  a re  re la ted  to  p lann ing  and  execu t ing  on  the  

p lans .  They a re  re la ted  to  t ime man agement  sk i l l s ,  though 

o rgan isa t iona l  sk i l l s  a re  most ly  abo ut  thorough ly  e xecu t ing  a  p la n  

and  be ing  ab le  to  qu i ck l y  amend i t  a nd  adapt  to  ne w s i tua t ions .  

I  th ink  th a t  I  possess  goo d o rgan isa t iona l  s k i l l s ,  and  I  be l ieve  myse l f  

ab le  to  use  them in  o rder  to  p lan  an d  execu te  a  t ask ,  t hough I  do  

somet imes have  p rob lems an d  I  am prone  to  spon tane i ty ,  bu t  

th rough e f fo r t  and  p ra c t ice  I  w i l l  be  ab le  to  be  be t te r  o rgan ise d .  In  

o rder  to  improve  I  s ta r ted  f rom sma l l  th ings  l i ke  a r rang ing  my  

workp lace  in  a  more  log ica l  and  o rg a n ised  wa y.  

3.2.4.  Teamworking  



Teamwork ing  i s  the  ab i l i t y  to  d i v ide  your  tasks  be tween a  g roup  o f  

peop le  and  he lp  each  o th er .  I t  i s  use fu l  in  o rder  to  u t i l i se  e ach  

o ther ’s  s t reng ths  and  cover  fo r  each  o ther ’s  we aknesse s.  As  most  

b ig  compan ie s  and  corpora t ions  re ly  on  teams fo r  most  o f  the i r  

ac t iv i t ies ,  i t  i s  essen t ia l  to  maste r  t h is  sk i l l  in  o rder  to  f ind  

employment .   

I  th ink  th a t  I  do  ha ve  teamwor k ing  sk i l l s ,  as  I  have  had  a  recen t  

exper ience  wi th  team work ing  in  the  D ig i ta l  sk i l l s  and  research  

methods where  I  a nd  my team ha ve  made a  g roup  p resen ta t ion .  

3 .2 .5 .  Prob lem so l v ing  sk i l l s  

Prob lem so lv ing  sk i l l s  a re  the  ab i l i t y  to  f ind  so lu t ions  to  p rob lems,  

exp la in  th em and imp lement  them.  I t  i s  an  ab i l i t y  loo ked  fo r  i n  

managers  and  an  impor tan t  everyda y sk i l l  as  we l l .  I t  cons i s ts  o f  

ana lys ing  the  p rob lem,  f ind ing  the  cause  and  a  wor kab le  so lu t io n ,  as  

some so lu t ions  can  be  imposs ib le  to  imp lement  o r  too  cos t ly ,  so  a  

good p rob lem so l ver  can  f ind  a  so lu t ion  tha t  no t  on ly  wo rks  b u t  i s  

a lso  cos t -e f fec t ive  to  imp lement .  

Prob lem so lv ing  sk i l l s  a re  harder  to  asses  as  they  a re  mos t  o f ten  

s i tua t iona l  o r  re la t ing  to  exper t i se  i n  a  spec i f i c  f ie ld ,  b u t  

nonethe less  I  do  th ink  tha t  I  can  f in d  so lu t ion s  to  p rob lems in  the  

f ie lds  I  am fam i l ia r  in .   

4.  Academic ski l ls  

Academic  sk i l l s  a re  those  requ i red  i n  o rder  to  ach ie ve  a  h ig h  g rade  

and  learn  in  a  learn ing  ins t i tu t io n .  T hese  sk i l l s  used  to  be  more  

spec ia l ised  in  the  pas t  bu t  no wadays they  a re  h igh ly  u se fu l  e ven  

ou ts ide  the  academic  sphere .   

They inc lude  c r i t i ca l  th ink ing ,  wr i t in g ,  read ing ,  numeracy  sk i l l s ,  

some o f  wh i ch  l i ke  wr i t ing  ha ve  sub ca tegor ies  l i ke  summar is in g  a nd  

paraphras ing .  

4.1 Cr i t i cal  th ink ing  

Cr i t i ca l  th in k ing  is  the  ab i l i t y  to  ide n t i f y  gaps  and  wea knesses  in  an  

idea ,  show  ev iden ce  and  a rgue  fo r  your  po in t  o f  v iew a nd  g ive  a  

thorough in te rp re ta t ion  on  d i f fe ren t  mat te rs  and  even t s .  (Morgan,  

2017,  p68 -93)  

I  be l ieve  tha t  I  po ssess  such  sk i l l s ,  as  I  o f ten  cha l len ge  my be l ie f  

w i th  new  know ledge and  a lways  t r y  to  see  d i f fe ren t  s i tua t ion s  

ob jec t ive ly .  

 



4.2 .  Wr i t ing  

Wr i t ing  is  a  key  ab i l i t y  bo th  in  the  a cademic  and  bu s iness  wor ld .  I t  i s  

inc red ib l y  impor tan t  to  learn  wh ich  i s  why i t  i s  taugh t  to  young 

ch i ld ren .  Wr i t ing  a l lows f o r  express ion ,  exp lana t ion  and  

communica t ion  w i th ou t  the  need  fo r  speak ing .  

I  th ink  th a t  I  am pro f ic ien t  in  Eng l ish  wr i t ing  and  tha t  t he  in -c lass  

exerc ises  demonst ra te  my  ab i l i t y  to  wr i te ,  though  I  do  no t  see  them 

as  an  end  to  my  learn ing .  

4 .2 .1 .  Paraphra s ing  

Paraphras ing  is  the  ab i l i t y  to  exp la i n  a  concept  o r  idea  i n  d i f fe ren t  

words  f rom the  o r ig ina l  wh i le  re ta in i ng  i t s ’  mea n ing .  I t  i s  a n  

impor tan t  sk i l l  in  the  a cademic  wor l d ,  espec ia l ly  fo r  re fe renc in g  

o thers ’  work  and  avo id ing  p lag ia r i sm.  

I  have  done exce l l en t ly  on  my parap hras ing  in -c lass  e xerc i se ,  so  I  

be l ieve  th a t  I  can  do  i t  re la t i ve ly  we l l .  Obv ious l y  I  can  s t i l l  improve  i t  

and  I  w i l l .  

4 .2 .2 .  Summar i s ing  

Summar is ing  is  t he  ab i l i t y  to  conde nse  an  idea  to  i t s ’  most  impor tan t  

par ts  wh i le  re ta in ing  most  o f  the  me an ing ,  thus  shor ten ing  the  leng th  

o f  a  tex t  bu t  s t i l l  a l low ing  fo r  under s tand ing  o f  the  idea .  

4 .3 .  Read ing  

Read ing ,  l i ke  wr i t i ng  is  an  essen t ia l  sk i l l  in  the  academic  a nd  

bus iness  wor lds .  I t  i s  an  ab i l i t y  tha t  leads  to  g rea te r  ease  o f  

lea rn ing  as  i t  open s new sources  o f  in fo rmat ion .  

 

 

 

 

 

 

 

 

 

 



5.  S.W.O.T .  ana l ys i s  

St reng ths  

•  Cr i t i ca l  th in k ing  ab i l i t y  

•  Teamwork ing  sk i l l s  

•  Learn ing  ab i l i t y  

Weaknesse s  

•  Lack  o f  commun ica t io n  

sk i l l s  

•  Lack  o f  t ime management  

sk i l l s  

•  Lack  o f  jo b  exper ien ce  

Oppor tun i t ie s  

•  An  in te re s t  in  In fo rmat iona l  

Techno log ies  wh ich  I  cou ld  

use  to  deve lop  

p rogramming  sk i l l s  g iv ing  

me an  op t ion  to  work  in  IT .  

•  Ab i l i t y  to  learn  and  re t a in  

in fo rmat ion  t ha t  I  am 

in te res ted  in  and  a  vas t  

range o f  in te res ts  g i ve  me 

the  oppor tun i ty  to  go  in  

o ther  f ie ld s  as  we l l .  

Threa ts  

•  Lack  o f  mot iva t ion  wh i ch  

makes choos ing  an  a rea  to  

spec ia l ize  in  hard  

•  Due to  my fear  o f  fa i lu re  I  

f ind  i t  hard  to  commi t  to  

spec i f i c  f ie lds .  

 

I  have  made th is  swot  ana l ys is  w i t h  d i f fe ren t  ab i l i t ies  and  fu tu re  

p lans  in  m ind  as  we l l  as  the  p oss ib l e  p rob lems tha t  I  m igh t  

encounte r .  I  ra re l y  method i ca l l y  th in k  about  my fu t u re  and  myse l f ,  so  

th is  wa s an  in te res t ing  p rac t ice  tha t  he lped  me re f le c t  on  my  

ab i l i t ies .  

 

 

 

 

 

 

 

 

 

 



6.  Persona l  deve lopment  p lan  

Targe t  How to  

accompl ish  

Resources  and  

suppor t  

Targe t  da te  

Learn  a  

p rogramming  

language l i ke  

Java .  

Learn ing  every  

day ;  

Cont inuous ly  

p rac t ic ing .  

Books ,  on l ine  

gu ide  v ideo s ,  

he lp  f rom 

f r iends .  

September  

2019  

F in ish  “Sk i l l s  

fo r  the  

workp lace”  

course  in  

UWTSD.  

At tend ing  a l l  

courses ;  

Learn ing  a l l  

the  mater ia l ;  

Submi t t ing  a l l  

the  

assessments ;  

He lp  f rom the  

un ivers i t y  

lec tu re rs ;   

Books  f rom the  

l ib ra ry ;  

 

October  2019  

Learn  to  d r ive  

and  ge t  a  

d r ive r ’s  

l i cense .  

Learn  a l l  t ra f f i c  

ru les ;  

Pass  th e  

d r iv ing  

examina t ion ;  

T ra f f i c  

ru lebooks ;  

He lp  f rom my 

fami ly ;  

January  2020  

App ly  fo r  

fu r ther  h igher  

educa t ion .  

F ind  a  course  I  

am in te res ted  

in ;  

Un ivers i ty  

s i tes ;  

 

October  2019  

F ind  

employment ,  a t  

leas t  shor t -

te rm 

Look fo r  jobs ;  

Go on  

in te rv ie ws;  

Job  seek in g  

s i tes ;  

Job  pos te rs ;  

Apr i l  20 19  

 

For  my persona l  deve lopment  p lan ,  I  have  thought  about  a l l  o f  my 

shor t - te rm goa ls  th a t  I  w ish  to  acco mpl ish  cur ren t ly ,  th ough I  m igh t  

add  more  to  them as  we l l .  As  I  am i n te res ted  in  computer  

p rogramming ,  I  w ish  to  learn  a  p rog ramming  language l i ke  Java ,  

wh ich  is  cur ren t ly  one  o f  the  most  p opu la r  one ’s  in  use  in  the  wor ld ,  

and  knowing  one  p rogramming  lang uage makes i t  eas ie r  to  learn  

o thers  as  some o f  the  ne w one ’s  a r e  based on  the  o ld  ones .  I  a l so  

w ish  to  ge t  a  d r i ve r ’s  l i cen se  as  i t  i s  a  document  tha t  can  g ive  me 

many oppor tun i t ies  and  t he  ab i l i t y  t o  d r ive  i s  o therw ise  use f u l  in  

bus iness  l i fe  as  we l l  as  my persona l  day - to -day  l i fe .  The  o ther  two  



goa ls  I  wro te  have  t o  do  w i th  f in ish i ng  my cur ren t  year  o f  educa t ion  

and  app ly in g  to  con t inue  i t  beyond.  Whi le  I  am no t  sure  i f  I  w i l l  

con t inue  my cur ren t  pa th  w i th  ed uca t ion ,  I  kn ow fo r  sure  tha t  I  d o  

want  to  con t inue  s tudy ing .  

7.  Conclusion  

In  conc lu s ion  I  th ink  tha t  wh i le  th ere  sk i l l s  tha t  I  have  a  good g rasp  

o f ,  espec ia l ly  among the  a cademic  sk i l l s ,  there  a re  s t i l l  many  ways  

in  wh i ch  I  need  to  improve  in  o rder  t o  enhance  my emp loyment  

chances and  to  fu r ther  deve lop  myse l f .  Us ing  a  PDP and S.W. O.T .  

ana lys i s  has  fu r t her  he lped  me u nd ers tand  myse l f  by  mak ing  me 

quest ion  my concre te  weaknesses a nd  goa ls .  
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