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[bookmark: _gjdgxs]Introduction 
In this survey, I will review my academic and performance-based recruitment skills, including classified quotes from published literary work. SWOT analysis is included to understand a variety of skills, including personal/professional development planning (PPDP). PPDP content represents the time and skill required to achieve the desired goal. In the vastness of the composition's reflection, special attention is paid to both personal and professional skills.
[bookmark: _30j0zll]Skills 
Skills are defined as the expertise or relevant talent (gained through intense determination and practice), that an individual need to complete a job or an assigned task. It makes an individual confident as well as independent while defining success in their respective life (Cotronei-Baird, 2020). 
Consider the different types of skills
Time Management- Time management refers to the practising planning process and increases efficiency, effectiveness, and productivity. This includes the meeting of various requests made to a person at appropriate times regarding work, hobbies, and personal obligations. Effective use of time gives the person a "choice" of his time and allows him to buy/manage tasks at a reasonable rate. Initially, time management meant only business or associated activities but in the end, this condition was extended to include personal terms as well. It is a system that includes a well-designed mix of processes, techniques, tools and methods. It usually requires the development of any project because it determines the scope of project management. It is time management that exists technically and structurally due to changes in cultural awareness over time (Griffiths et al.  2018).
Decision Making Skills refers to the thinking about choosing logical options in context to available options. In the attempt of making a good decision, a person must consider each beneficial option and consider them accordingly. To make an effective decision, everyone must predict the effect associated with each available option and determine the best option (Cotronei-Baird, 2020).
Consider further classification as examples below:
Academic Skills 
Reading skills: Used to read and understand the information. Most people skip read, don’t invest the time to read the whole content, and results in a non-understanding of their readings. I am studying at the university level where I adapt to what I will read and how I will read it. Reading information about whom, where, and when the article was written, affects the way an article relates to the topic.
3) Essay Writing. An understanding of academic thesis is the biggest challenge for new undergraduate students. High school essay writing or report writing techniques taught for commercial purposes do not provide any good help to write complex college papers. Also, not all undergraduate articles are the same. A student like me may be asked to critique, analyze, describe, defend, compare, define, and research each article. To improve the writing skills I need to know the specific differences between each topic (Keevy and Mare, 2018).
4) Note-Taking. A certain pattern is followed by most lectures - a key point is created, other ways to describe the main point are utilized until other key points are created. When students come to prepare for a lecture, they create the required text for the pre-class lectures, it is a little easier to identify the key points and then take notes when the key points are needed. It helps me to understand what is happening.  But at times I remain too busy writing, throughout the lecture in which the most important information is lost.
5) Research: Often the students are ignorant toward the difference that exists in between of the academic journal and that of a consumer magazine and it can bear severe future consequences. Even using Wikipedia as a primary source for large paper research is largely unacceptable. Students need to be familiar with their “online university’s library” and include research resources starting there. When I use high-quality academic research materials for an article, most examiners can identify the articles and are appropriately influenced by them. This way I succeed availing high grades (Griffiths, et al. 2019).
Benefits of Time Management
It creates more opportunities by utilizing time and increase job efficiency as the early birds like me avail more options for being prepared.
It improves the reputation as it will give me an advantage at work and also in life making me a reliable person. This will lead to less questioning on my efforts and my seniors always bestow their faiths on me on what I am going to do, to meet the given deadline.
Less Effort – A prevailing misapprehension that is associated with time management is that it takes in the extra endeavor. Able management of it makes my life easier by deducing my effort while finishing up an allotted project.
I can manage time as such that it sounds like “More Time Where it Matters” and can avail the most out of a situation. Thus, in this way Time management allows me to spend time on the things that matter the most to me.
Employability Skill 
These are those skills as well as the behaviours that are indispensable for every job. Employability skills are also known to be the soft skills, the skills that relate to one's foundation, skills to manage and creates work-readiness, conversely it helps in getting job-ready (Keevy and Mare, 2018).
Essential Employability Skills
Foundational Skills refers to the skill of an individual to be organized and is a combination of good behavioural habits. Like on-time workplace arrival to avail important pre-job updates, consistency and being reliable by maintaining a positive attitude and exerting high levels of perseverance effort toward the on-time completion of assigned job accurately. All this leads to the improvement of employability skills by being highly adaptable at times of doing unpleasant tasks.
Interpersonal Skills refers to the characteristics of a human being to be friendly and polite toward the subordinates, co-workers, and seniors. It includes the quality of respecting the decisions of the supervisors and Respond appropriately to both the co-workers and the clients. I have always asked for their feedback and take down note of the constructive criticism. This way it has helped me in resolving the conflicts calmly and appropriately.
Communication Skills refers to the ability to read and understand all the written materials. It addresses the skills to listen, understand, along with asking questions to follow cherished directions. I need to express ideas clearly while speaking or writing or at times even learning the complicated aspects of required technology and use them appropriately when needed (Wilson and Ortiz, 2017).
Problem Solving and Critical Thinking refers to the ability to accept change and addresses the willingness in a human being to start, stop, and at times switch responsibilities. 
I think an individual must work calmly in a busy organizational environment by starting a task without prompting and only ask questions for self-improvement.
Teamwork refers to the ability to be comfortable with the ways of working with other people who hail from diverse backgrounds and act sensitively toward their needs. This can be done (in my opinion) by taking responsibility for own work and contribute highly toward team goals (Keevy and Mare, 2018).
Ethics and Legal Responsibilities refer to the ability to take responsibility for one’s own decisions and associated actions. It is the way of understanding and at the same time following the rules and procedures of the organization I am working. I try to be honest and trustworthy by staying professional and tend to work with maturity.
Hard skills
These are the measurable abilities that are teachable, it includes the aspect of writing, calculative ability, reading, or familiarity in using the professional software’s.
Some of the basic hard skills are:
1. Computer Technology
In today’s modern business world, all the employees must possess basic computer knowledge and candidates can apply for a job post based in any part of the world using online platforms. Employers’ are interested in hiring candidates who are prepared to work in the technology-induced automated environment. So to perform this type of a job role is instrumental in recommending the 7 technology-related hard skills: Use of MS Office Suite, familiar with Social media analytics, use of HTML and create and maintain data using pivot tables (Wilson and Ortiz, 2017).
2. Hard Communication Skills
Successful communication can be carried out in several ways in which a communicator can demonstrate concrete strengths by effectively showcasing skills based on communication. This quality helped me stand-out in comparison to other candidates. Examples of hard communication skill that are preferred by the employers include the knowledge of the foreign language, well versed in digital communication and that of copywriting (Osmani, et al. 2019).
3. Data Analysis
Data analysis skills are of high value and are preferred by industry recruiters.  The ability to analyze data is well acknowledged for the post of finance managers and as data analytics defines the success role of a company. I can demonstrate my efficiency in making the most out of the company’s money and time, by apt resource management. The mentioned abilities include data mining, engineering, and database presentation of resource management (sharifi Asadi Malafeh et al. 2019). 
Soft Skills:
Soft skills are the traits that make me a good employee, such as etiquette, communication and listening, getting along with other people.
The basic soft skills are:
Communication is one of the appropriate soft skills. The efficient communicator can adjust their tone and style to suit their audience and make the system work professionally. I can reveal complex issues to colleagues and clients through effective communication techniques.
Listening is also a communication skill that is normally neglected. I oversee customer complaints or work with my colleagues, incredible listening skills helps me to learn and respond appropriately to the condition acquainted with me. 
Verbal and non-verbal skills are also considered to be crucial to enable pleasant, respectful, and in the end the productive corporate relationship. This applies to my written communication as heaps of business email communication is being handled by me in day to day context, so it's basic to know the strong sense of email etiquette and give clear and brief messages (Rowe and Zegwaard, 2017).
A good leader must possess a certain range of leadership skills like that of the positive attitude and ability to make effective decisions in the process of solving a problem within a management framework. This will be useful in solving out conflict and develop effective communication by effectively motivating others.
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	Strengths
My strength is my leadership skill and interpersonal skill that subjects me to be one of the best in context to my subject area. I am also a potent leader and can mitigate my issues and help others.
	Weakness
In the context of my development plan, my weakness is my negotiation skill. This is a pertinent employability skill that I need to comprehend.

	Opportunities
As my development plan includes negotiation skill, soft skills, employability skill will help me to cater a better future.
	Threats
Lack of negotiation skill can pose a threat to my future aspect. As failing to negotiate in critical situations can lead to confusion and also failure of a business project in near future.



[bookmark: _3znysh7]Personal Development plan:
A personal development plan supports the shape of my thinking. It helps me to plan routinely and think about the needs; anyway while making a PDP I should not miss noteworthy detail and make a sensible method to achieve the goals mentioned in this plan. That is the explanation of certain quantities in the form of a "plan" that remains in my imagination (sharifi Asadi Malafeh et al. 2019). A personal development plan is a method that makes sense of what is of basic priority to me, instead of the targeted goal that I have to achieve, it defines the quality of my planning and my intention to pre-achieve my targets.
It addresses the aspects that I need to improve and justifies my efforts. I ought to be prepared because each planning process requires some effort and paves the way toward the achievement of a target.
A personal development plan was made by me to understand the context better. The main aim of this plan was to project my planning for the next 6 months to come. The sole purpose was to eradicate the points where I lack and proceed toward self development. The contextual skills that I have figured out and need to be addressed properly to succeed in my plan includes the likes of Time management skills, a good skill to communicate with people and to work on my negotiation skills. The above mentioned skills are of utmost importance to me as it addresses all the life’s vital area. It takes into account the intent of mine to get myself prepared for any jobs opportunities that are to come in my future life as in the form of a goal. I personally tend to work on these contextual skills in order to perform better and achieve my futuristic goals with a positive outlook.
All the work-specified skills that are technical in nature were considered by me shape my career on a distinctive path. Since the day of my graduation, I was desperately trying to prove myself. In the virtue of which I wondered around to avail the answer of the very question, that is, whether or not I lack in skills that will help me peruse a bright carrier. I in due course of time was also felling hesitant to understand and acknowledge my lacking points.  Then I stopped being negative and decided to use the fear of my failure to pave the way toward my ultimate carrier success. This was the time I was instrumental in finding the needed skills to shape up my carrier and increase the level of efficiency. 
All the skills in context to the subject were purposefully incorporated to address the main aim of this paper. These writing talks about the relevant real-life scenarios that provide an overall terms and significance associated with the contextual topic. It tends to figure out all reasons useful in the process of developing employability skills, and maintains a specified timeline. The practice of certain exercises in context to this writing ensures a fact that these are all suggested in the lesson. A reflective style is maintained in this writing that helps to deal with the feedback as well as the outcomes as considered in the form of an action plan (Rowe and Zegwaard, 2017). 
[bookmark: _1t3h5sf]Conclusion 
[bookmark: _4d34og8]The main aim of this study was to learn a lot by entailing this study which will help a student to build their future. This PDP can help a student to understand the areas where of their lacking. Achieving career advancement is seen as the path to a better and more secure future. Thus, in order to achieve the core goal, they must work hard to develop and maintain specific action skill sets. I learnt several things that were unknown to me. During my college days, various outdoor activities within me formed the necessary knowledge base that helped me reach my future goals.
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