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Introduction:
In this report I am going to prepare an analysis on myself in order to determine the skills I possess and the ones that I must improve after studying the module of Academic and Employability skills.
The analysis that I am going to present will be made in two parts: a SWOT Analysis (Strengths, Weaknesses, Opportunities and Threats) and a PDP (Personal development plan).
I am also going to prepare a reflection on the outcomes I have learned after studying this module.
Definition, characteristics and analysis:
According to Doyle (2020) a set of skills can be defined as “the knowledge, abilities and experience needed in order to perform a job”.
To roughly categorize skills, they can be divided into academic skills and employability skills. As I have learned during the classes of this module skills can also categorised as: communication skills, time management skills, team working skills, leadership skills, etc.
Some of the basic academic skills usually refer to skills such as: reading, writing, listening, oral communication etc. In my opinion I present all the mentioned basic academic skills that I need in order to perform well at my job.
More advanced academic skills can be science, math, literature etc. Subjects which are compulsory when getting a job in a related field.
Compared to the academic skills, the employability skills are the basic skills a person must possess in order to get a job and do a great work at it. Included into the employability skills are the basic academic skills, higher order thinking skills (learning, reasoning, decision making etc.) and personal qualities (self-confidence, team spirit, honesty, determination, social skills, etc.)
SWOT Analysis:
A SWOT Analysis is used in order to determine the strengths, weaknesses, opportunities and threats for an individual (either a person or a company). This analysis helps you realize what advantages you have and exposes what do you need to improve in order to face the threats that can occur.

	Strengths

	Weaknesses

	After studying into the module this tool and after analysing my skills I have come up with the following strengths:
· The time management skill is one of my strongest strength as I know how to organise my work in order to meet the deadlines and how to prioritize my time so that the most pressing issues are solved first and the least important issues are left at the end.  My ability to not be distracted offers me an advantage in meeting deadlines as I can remain focused on my work. This offers me an advantage as an employee due to the fact that I can offer a good service in a timely manner. 
· Another strength that I possess is represented by the communication skill. This skill has proved to be quite useful as I can communicate well with people and I can easily understand their needs and thoughts. Having good communication skills means having good listening skills also which helps me as an employee as I do not have to be told twice what I need to do. This skill can bring an advantage into most fields of work.
	As all people I do not have only strengths, I also have weaknesses, and those are the following:
· The main weakness that I possess is my poor team working skill. I am more of an independent person and I tend to do tasks all on my own and this can affect how employers are perceiving me as a potential candidate. Trying to everything by yourself can overwork you and affect the quality of you work, which will not happen if you work in a team where everyone does their part. This is a skill that probably will improved over time.
· Another weakness that is affecting me and my work is the lack of technology skill. Not keeping up with all of the technology that has appeared is definitely a minus for me in the eyes of an employer. 

	

	
	
	

	
	
	

	Opportunities

	Threats

	Analysing the job market around me I have identified some skills that could come to my advantage if I improve them, such as:
· Having good communication skills can help me in the field I am working in as I am working with clients on a daily basis. Developing further this skill could be an even greater advantage for me as the key in making a consumer content is by communicating and understanding their needs. Communication seems to be a key factor into a building commitment. (Sharma and Patterson, 1999)
· Another opportunity for me would be to improve my analytical skills as they could help me assess situations and make it easier to make the best decision if an issue arises. 
	There are a lot of threats that can occur to me as an individual and they are the following:
· The biggest threat that can affect me as a potential employee is my lack of knowledge in the IT department. In a world where everything is run by technology not keeping up with it can become a real problem. This can make potential employers choose someone with more IT knowledge over me. 
· Another threat that can affect me is comes from my lack of management skills. Leading people and managing a company is not an option at the moment as I am not able to do that. For a management position to be possible for me, I need to work harder to improve these skills and also my weaknesses.



According to Fine (2010) the SWOT analysis tool helps you by maximising your strengths and by minimizing your weaknesses while also highlighting the opportunities that you have. After preparing this analysis I have a better grasp on my skills, and it will provide a clearer picture for me in order to be able to prepare my personal development plan and set some goals that will help me in the future.
Personal development plan:
	Target skills to be improved
	Methods of achieving target skills
	Resources
	Target time
	Feedback

	Language skills
	One of the skills that I would need to improve in order to be more successful is the language skill. Not being a native English speaker can be a barrier for me when communicating with other people and in order to improve that skill I would need to enrol in more language classes or online courses.
	Language classes;
Online courses 
	7-8 months
	The feedback will come from my colleagues and my supervisor who will help me evaluate the level I have achieved for this skill.

	IT skills
	The biggest challenge for me would be to improve my technology skills as I am not very compatible to this type of skill, but I know that it has become essential nowadays. Technology is a big part of today and learning how to manage different tools will help me in any future job. I plan on developing this skill by attending IT classes for beginners of by taking some online classes in this regard.
	Online courses;
IT classes

	4-8 months
	The feedback regarding my success in achieving this skill would be given by my teachers or by my supervisor. I would ask for advice in order to be able to further improve this skill.

	Team working skills
	Another skill that could benefit me as a potential employee is the team working skill. A lot of jobs involve working in a team, and I believe that improving it would be a plus. I plan on improving this skill by attending the team buildings that are organized at my workplace and by attending some online courses or workshops about team spirit.
	Team buildings;
Online courses;
Workshops
	2 months
	For this skill I believe that the best feedback will come for the team I am working with, as they can attest to any changes in my work performance as well as my supervisor and teachers.



After preparing my personal development plan I am hoping to achieve all of that I planned in order to improve my professional career and open myself up to new possibilities.
Reflection:
In this module I have learned a lot of new concepts that I have previously heard about but not knew the extent of their usefulness. Some of the tools I have learned are the SWOT analysis, the Personal development plan and some time management tips. I have also managed to finally understand how to properly reference the literature I am integrating in my essays and how to prepare a report.
[bookmark: _GoBack]Attending classes in order to achieve the Certificate of Higher Education helped me improve some of my skills such as: the team working skill (because we have been put together on teams in order to complete assignments), our technology skills have been addressed by bringing to light different programs that we can use and also the adaptability skills as we learn everyday to adapt to all the situations we are put in.
After attending the module, I have learned more about the time management skills such as the fact that when we are setting goals we have to be “SMART” (Specific, Measurable, Achievable, Realistic and Time-Related). This course also managed to show me how I can analyse my skills and how to improve them.
Preparing my SWOT analysis, I have discovered my strengths: time management skills and communication skills, I am also more aware of my weaknesses such as: the team working skills and the technology skills. I have discovered that opportunities that I have and the threats I can face. I have learned that I can overcome the threats because I know now what challenges I have to face.
The personal development plan helped me set a plan for myself in order to improve all my weaknesses. The kind of skills that I would need in the future are going to take time to develop and I believe this plan would help me in achieving my goals and into making it possible to apply to better jobs. 
The benefits that come from preparing a personal development are, according to (Cottrell, 2015), the following: a better sense of what I would like to accomplish, confidence in the choices that I plan on making, a positive attitude etc. 
Conclusion:
After preparing this report I have come to the conclusion that analysing yourself is very important, even if it is bad or good. I have learned a lot about myself and it would most definitely help me in the future. We can observe that a big influence comes from the outer trends and by the changes in the environment.
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