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1	Introduction
Skills constitute a major part of the graduate’s profile and represents the strong base according to which future employment opportunities could be advantageous. The report starts by defining the skills, and how researchers have evolved this concept. Then the paper moves into outlining the various types of skills across industries and levels, to categorise then the skills into four main groups, employability, academic, soft and hard. The paper then goes into developing a personal SWOT analysis linked to the professional development plan, in a reflective and personal way. Finally, the paper concluded with the main skills developed throughout the module and how it impacted my personal development. 
2	Skills (Definition)
Defining skill has been the interest of several researchers in terms of what falls under this title and what doesn’t. A simple straightforward definition of the term stated that a skill should be related to the ability of an individual to perform some task properly. Yet, he argues on the depth and insight of this term further than what was simply defined, to probably include the level of quality assigned with that ability. Furthermore, this competence is not a simply born quality but is more developed and therefore it has a sociological aspect. Consequently, Attewell (1990) argued that skill should be distinguished through two lenses, the positivist lens and the relational lens. Under the positivist lens, skill is attributed to the performance of a specific task, whereas under the relational lens, it is more related into its nature and the level of quality and competence. Through his approach, skills are perceived as a selection of tasks that are required to carry out one thing, along with a complete recognition of the person carrying out these set of tasks. The significance of such kind of analysis relates to the sociological nature of the skill, as previously mentioned, which also implies that this nature is depended on the social context and therefore would be different from one context to the other (Matteson, Anderson and Boyden, 2016). Yet, these skills should have the aspect of action, or stated otherwise, execution. Skills do not necessarily mean a certain level but is rather a continuous range that can be upgraded from one level to another depending on the developed knowledge and competences (Rocco, 2000). 
3	Different types of skills
Attending universities has an ultimate purpose by the students, which is finding better job opportunities and increase their chances of recruitment in the market (Hovdhaugen, 2015). Universities as perceived by students provide a more securing guarantee to earn a job upon graduating, with a greater amount of income. Such guarantee is aimed by students seeking a better life and a brighter future. 
At universities, the students are exposed to a wide set of skills that will help them get their desired job opportunity. These skills start by teaching students how to manage their time for studying, exams and extra-curricular activities, while seeking high grades in their assessments (Burns and Sinfield, 2012). Another set of skills that emerge from this one is effectiveness within the time constraints. Students at universities learn how to get the most out of their time and therefore a more effective use of limited time is applicable. Another skill set that universities help students to achieve is responsibility. Being responsible for their own time and studies without the usual follow-up by teachers back in colleges and high schools, the students develop a greater sense of responsibility which is highly valuable by employers. Then, through applying their lecturers’ recommendations and feedback, students enhance their listening skills and learn how to improve according to others’ constructive criticism. This also improves their ability to lead others in terms of future job responsibilities. The last set of skill that can be discussed include overcoming the challenges and facing weaknesses with great commitment. Managing to pass exams while working and going under lots of pressure prepare students for further competence to lead others and achieve their task objectives. 
Another set of skills emerge from the classrooms other than the university itself which is enhancing students’ ability to conduct proper research. And by research, we refer to finding reliable sources and relevant information while taking proper and concise notes that help guiding the process. taking notes whether during lectures or when doing research is considered a great skill for student that teaches them to be fast and attentive when summarising information and knowledge. Conversational and socialising skills can be also greatly improved during university years, especially when students have to move to another city or country. This encourages them to leave their comfort zone and be open to other cultures and different kinds of personalities and characters (Murray and Nallaya, 2016).
4	Categorisation of Skills
The skills mentioned above along with others can be further classified under four main categories: academic, employability, soft and hard skills. Each category will be explored next. 
4.1	Academic skills
Academic skills include the set of skills that assist students in achieving their learning outcomes and objectives, absorbing new knowledge and information and developing their intellectual capacities. 
Starting with the academic skills, the main skill that would emerge first would be the research skills. Learning how to find the most reliable and relevant information that will help answering the academic inquiries is a great competence under this category. On the other dimension, academic writing is the skill can be developed through the academic years (Cottrell, 2013). 
The other set of skills related to the research skills is taking notes. When attending seminars, workshops or lectures, students who manage to write down important information at a fast pace without missing the relevant bits develop a great competence that can be utilized later. Consecutively, promoting the ability to use IT programs and softwares like Microsoft Office, SPSS and others, universities help in developing IT skills, that are considered essential nowadays for any position. Leadership as previously mentioned compose a major challenge for the majority of students and employment seekers, as it has to be developed properly by engaging properly with fellows and enhancing the listening skills. The last skill that can be categorized under the academic set is the ability to think critically. Jointly with the academic writing, thinking critically enhances students’ ability to solve problems and assess situations under study, which on the other hand, a critical reading approach. 
For instance, my friend works as customer assistant at Three Mobile Company. Sometimes, the company implements new technology and provides training. But my friend goes online and searches more in order to understand more and this is why he got promoted because he always has answers. 
4.2	Employability skills
Employability skills include the set of skills that the majority of employers highlight and look for in their potential candidates. These skills include a wide range and can vary from industry to another and from one field to another, in terms of technicality, however, a special set of skills should be present regardless of the field. The first set of these skills include the relational skills. These skills include three subsets: the communication, the interpersonal and the teamwork. Employees, in whatever industry they are working in, are supposed to exhibit proper communication skills for the sake of writing reports and communicating with their supervisors, subordinates and colleagues. Interpersonal skills on the other hand are considered as well highly valuable as they reflect the person’s ability to integrate with others and engage in fruitful and interactive relations. Finally, teamwork is a marking skill for candidates and employers. Enjoying group meeting, assignment of tasks, collaborative work and joint efforts are considered as criteria by employers recently. My same friend at Three mobile, he was struggling with communicating with clients as his first language was not English. So he took many courses and improved very much and he is now very confident talking with customers.
4.3	Hard skills
Hard skills involve the set of skills that are quantifiable and mostly tangible. Under this category, mainly fall the technical skills. In the medical field for instance, the hard skills include properly using the medical machines like the defibrillator. This kind of skills is specific to the industry in which the job belongs and range from production, manufacturing, pricing, purchasing, machinery, and others. In the same sense, the hard skills include the ability of employees to use computers and technical equipment to access data or perform some tasks (Gale, Duffey, Park-Gates, & Peek, 2017). Working at Three mobile, my friend whenever he is recruiting new people, he is always asking for computer knowledge skills, and IT skills given the sophistication of the job and the technical information.
4.4	Soft skills
The soft skills in its simplest definition include the non-technical skills that do not require technicality but are rather specific to individuals regardless of their positionality or seniority within the organisational hierarchy. It involves the communication skills, teamwork skills, leadership skills, interpersonal skills, listening skills, conflict resolution skills, collaboration and cooperation skills (Hurrell, Scholarios and Thompson, 2013). My friend at Three mobile has very good listening and interpersonal skills, which assisted his promotion to Assistant Manager.  
5	SWOT analysis
The SWOT analysis usually applied for businesses and organisations is applied in this paper to highlight my personal strengths, weaknesses, opportunities and threats. 
Strengths
· I’m good in spiking, selling and marketing
· I am very good in organising and planning. Once I understand the work process (which only takes short time for me), I can suggest successful plans to improve the whole process
· I am self-concious of my own feelings, actions and behaviours
Weaknesses
· I am very impulsive and bossy
· I can rarely control my body language and my expressions when I know I’m right about something
· I am very detailed and pays attention to tiny matters which might not be relevant, and this puts me into conflict with manager and colleagues
· I have little patience over things
· I take things personally even if they were not, which creates obstacles in my career
Opportunities
· I could be promoted at my current workplace
· As I’m attending university now, I am developing new knowledge that will help me find better work opportunities
· Developing new skills such as presentation and communication skills, time-management skills as well as critical thinking skills which would promote my opportunities for a more senior position
Threats
· Showing excessive emotions
· Possible conflicts at the workplace as well as with classmates
· Possible emotional repression whenever I lose instead of winning
· Overtime work can be a threat for my personal as well as my academic lives.
Assessing my situation through the SWOT analysis helps me understand which points I should improve and how to do that (Morgan, 2017). So, first, I identified where do I stand now and what things I have to work on, through the SWOT analysis now and the Johari window from class. My career goals involves being promoted to a senior position and then to a managerial position in the next few years. For that purpose, I am doing my university degree now and I am working to improve:
my time management skills as in my work it is important to deliver the service on time without delays: Also through Eisenhower matrix, I learned how to manage my time effectively, and to categorise the priorities of each task and how much time should be assigned to each. 
my communication skills for me to communicate well with customers and managers: Through writing successful assignments, papers and reports, students develop proper structure and understanding of writing reflective content (Hopkins and Reid, 2018). Through in-class activities that aimed to develop phrase structure, plagiarism, and academic writing I believe by the end of the modules I will be more able to write and communicate properly, and 
my research skills in order to retrieve the information I need to solve the problem or question: It enlightens the understanding of the individual and further deepens their knowledge to be able to provide informed decisions. Checking the physical library and/or surfing online journals and libraries help sharpening this skill.
Improving these skills through continuously reflecting on their relevance to the plan I am developing will assist me in reach my goals within 5 years maximum. 
6	Conclusion 
Through this report, I presented a literature background about the skills and what are the categories of skills. The report then moved into defining my SWOT analysis, and how it helps achieve my personal plan for development. 
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8	Appendix- PDP
Following Morgan’s (2017) guide on developing the professional development plan, this PDP is developed. 
1. The SWOT analysis helped identify my strengths, weaknesses, opportunities and threats. This analysis spots things I can exploit, things I have to improve and guides my plan
2. My career goals are to occupy a senior position within 1 year and then a managerial position after 3 years.
3. For me to achieve this goal, I have to understand better my work environment and improve my weaknesses
4. The skills that I would like to work and improve are:
· my time management skills as in my work it is important to deliver the service on time without delays
· my communication skills for me to communicate well with customers and managers 
· my research skills to be able to find solutions for problems I might face
5. for me to accomplish my goals, I have to improve my situation at work by increasing these skills. For that, I will finish my modules successfully and learn from my lecturers and classmates. I will also work on my weaknesses and improve my self expressions and control. 
6. Timeline
· in 1 year: improve my communication skills- earn a senior position
· in 2 years: improve my research skills and my work knowledge
· in 3 years: earn an assistant manager position
7. I will be evaluating my plan along for my progress. 

