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[bookmark: _Toc40379647]INTRODUCTION
The whole assignment report is upon the academic and employability skills where analysis is done regarding the own academic and employability skills, which are very essential in an individual for their personal and professional development (Collet et al., 2015). These skills are very important in an individual for their career development and excellent performance. By the use of various tools and the techniques the report is completed mainly by SWOT analysis, time management tool, and the PDP. Also, analysis and reflection are done in terms of the academic progress in the individual which would further help them to compare their advancements and the development in the field and thus understand various concepts and the skills required for being an efficient academic student or an employee in any organization of interest.
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Therefore from the many skill sets like problem-solving, communication, time management, organizational, planning, and technical skills, it becomes very important for me to develop and find such skills that are there inside me and further develop them for my future success. From the self-assessment done by me I can very well understand that I have the skills of good verbal communication and time management, along with this I feel that I can manage any situation very well such that I have problem-solving skills as well. I know how to handle the situation in case they arise and are very toxic to the whole of the organization. Also, I came to know that I am very weak in various other spheres like working under pressure, I don't know how to work under the utmost pressure with a full mind, also I am not good in terms of teamwork and planning as well as the organizational skills, I can individually work very well, but in a team of certain people I feel somewhat hesitated and low confident, therefore, not able to express my viewpoints and the ideas in the way that I should have done (Jackson, 2015). 
From the self-applied assessment test I can very well understand that I have various necessary skills that are needed for the overall career development, but in too lack in various aspects where I need to develop and gain experience, being a student who wants to excel in higher studies or the job opportunities (Jackson, 2016). To develop such skills I think that various tools and techniques could be applied from which I can very well connect and understand the procedure for my overall personal and professional development. By application of various tools like SWOT, PDP and time management tool, I can get the idea in terms of aligning my positive and negative aspects and thus work on them according to my strengths and the weakness.
Along with being weak in problem-solving skills and working under pressure I do lack the skills in terms of decision making. Sometimes I cannot understand what should be done next, I remain confused at various points of my life, in terms of my decisions and the actions. So I should develop more confidence which would come with some experience and some sort of guidance practices. Along with this, I feel that I too, don't have good organizational and the planning skills, as I am not into this field therefore also I am bad at this and I think as I will go into some organization or any job with the time I would gain some experience and learn to organize the various plans and the actions. Other skills on which I need to improve upon includes skills of paraphrasing, reducing the error of language, grammatical learning, and knowledge, etc.
SWOT ANALYSIS 
By the use of this SWOT analysis tool, it could be very well understood in terms of my various strengths, weakness, opportunities, and threats (Abas and Imam, 2016). By undergoing this analysis I can very well understand the areas of improvements and developments that should be there inside me and which would ultimately help to gain various opportunities and prevent various threats or the risks as well.
	STRENGTHS
· Working experience with problem-solving skills
· Educational qualifications
· Good communication and time management skills.
· Good analytical and technical skills.
· Leadership and management skills which are very essential for working in some organization.
· Have good networking contacts with associations and the business groups 

	WEAKNESS
· Lack of job experience, as still undergoing study.
· Bad at problem identifying skills and decision-making skills.
· I could not work under excess pressure and cannot decide under toxic circumstances or situations.
· Weak grammatical skills.
· Weak at planning and the organizational skills which need very important attention.
· Also, find very difficult to work in a team or a certain group of people.

	OPPORTUNITIES
· Due to various positive trends in my field.
· Good education qualifications open for many job opportunities and success opportunities as well.
· Good network strengths and the contacts to undergo some sort of experience or the training.
· Utilizing my skills in different ways such that I could mold according to the situation or the conditions.
· Enhancing my personal development. 
	THREATS
· Negative trends and the factors in my field due to its various weaknesses aspects.
· Due to the high level of competition in my field, I think that I could lag than other students.
· Low confidence thus, I find it hard to express my ideas and thoughts among other students or the members.
· Limited ability to develop.
· I have very limited positions in my areas.




TIME MANAGEMENT TOOL
According to this time management tool, it becomes very essential in the individual to understand what is time management. According to this tool, the individual must manage their time according to the priority of the work and thus determine the correct sequence in which the activities should be undertaken (Williams, 2015). According to me, my daily schedule should include the time allocation for my study and managing the time in a very effective and efficient manner. Therefore I feel that it becomes very important to balance time requirements according to the different aspects of life.
Basic time management principles include directing my efforts in a very appropriate manner such that the most important things should be done based on priority. The efforts should be directed in a very efficient manner so that productivity is maximized and expenditure of time and energy is minimal (Pinto and Ramalheira, 2017). Finally, I should make sure that I do not waste my time. From the above-mentioned SWOT analysis, I could very well interpret my strength weakness threats and the opportunities, therefore to along my schedule I need to follow certain criterion like:
· Listing to do activities or tasks.
· Prioritizing such activities and the level of these activities based on high to medium to low.
· Estimating the time required for each of the activity.
· Various daily and ongoing activities should also be listed down.
· There should be time for analyzing some situations such that experiences could be gained and problem-solving skills as well.
· I should allow for delays and interruptions.
· At last, I must also review, replay, and manage the lists of working according to their level of priority.
· Thus I should manage diaries, action logs, lists, tidy workplaces, and filling systems to remember how to and when to work.
PERSONAL DEVELOPMENT PLAN 
Therefore, form the SWOT and time management plan I could very well develop the personal development plan as well where I can by looking into my weakness and the strengths determine the actions and the strategies taken to develop and meet the success goals (Pinto and Ramalheira, 2017). 
	Development objective 
	Priority 
	Activities needed to perform 
	Resources
	Duration 
	Feedback 

	Working under pressure 
	High 
	Listening, gaining lessons from past experiences, communication, confidence 
	Working in some organization, handling toxic situations, attending group discussions
	1 month
	Take from the friends, family, and team members along with the teacher as well.

	Team working skills 
	Moderate 
	Being interactive and friendly with the co-team members, maintaining good personal relationships
	Focusing on once own behavior, body style, and engaging in group discussion like activities.
	2 months 
	Taking feedbacks from teachers and team members.

	Decision making 
	High
	By enhancing the innovative and creative thinking ability 
	Working with the superiors, managers and adopting new ways for making certain decisions. 
	2-3 months 
	Taking feedbacks from colleagues and managers of the organization.



WORLD OF WORK
According to the association for career and technical education, (2019) it can be very well said major skill areas for development in the individual includes core academic skills and ability to apply such skills to the concrete situations. Employability skills are very essential for the individual in the specific carrier pathway (Association for career and technical education, 2019). Various researches have been done and various aspects to have been observed that allows the individual to feel confident in terms of being ready for the upcoming challenges in their lives (Association for career and technical education, 2019).
According to Stemnet, (2018) it is said that students while undergoing their development of academic skills must also apply that knowledge into the authentic situations which they could face in their future career endeavors (Stemnet, 2018). For example, the student who is preparing for the nurse should be able to calculate and apply the ratios, proportions, and rates for determining the drug dosage. In terms of employability skills, the association for career development suggests that these skills include adaptability of the employees to certain working conditions and the student's priority should be provided with these skills to apply them into real-life situations and therefore becoming career-ready (Stemnet, 2018).
Further according to the indeed carrier guide, (2020) most of the career opportunities for the students of today's world require post-secondary education. Additional knowledge and the specialization in such various skills become very necessary to get career ready. Communication skills are very essential along with facial expression and body language. Also, the individual must possess the team working skills like volunteering and working with some local organization, and joining some sort of the sports team as well. Also, the reliability makes the individual more employable thus maintaining the trust between the employer and the employees (Indeed career guide, 2020).
ANALYSIS AND REFLECTION ON ACADEMIC PROGRESS
From the above report, it is being evident that I have learned a lot and still some barriers are there in my skills that need to be filled and analyzed and also implemented. To be career-ready it becomes very essential that I need to gain various experiences from the situations and the conditions which are faced by me during my career path and the process. From the SWOT and the time management tool along with the personal development plan, I can very well understand that I have weakness in many spheres of my study and experiences which needs to be filled. Form various comments of the tutors and the studies which are performed in came to know that I do not possess good grammatical knowledge. Further, I understand that for being a perfect student and employee I need to good in skills like time management, communication, problem-solving, technical and analytical skills, decision-making skills, organizational skills, planning skills, etc.
Out of such skills, I came to understand that I am not a good team member as I could not express my ideas or the viewpoints in front of my teammates. I also came to understand that I cannot work under excess of pressure, whenever I feel pressured I feel that my mind does not work with that efficiency that it should have worked with. But by the end of this module, I get to know various solutions for my problems and applying them to get success in my future works. 
[bookmark: _Toc40379649]CONCLUSION 
Form the whole report it could be concluded that as the world is growing fast in every field be it science, technology, management, innovations, etc. the skills and talent required to meet such aspects and the considerations are also increasing day by day. It is very essential to inculcate such skills and apply them in day to day to make life more simplified and advanced according to the growing world. There are various essential skills for personal and professional development including communication skills, problem-solving skills, time management skills, organizational skills, planning, and developmental skills, etc. These skills are therefore very essential in an individual to succeed in every sphere of their life and gain importance and experience which is very beneficial for their overall development.
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