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This assignment is a thorough analysis of my educational and employability skills. I would make notes of whatever educational skills and employability skills I currently possess, then I will note down the skills that I want to acquire, and then I would think of the way forward as to how to get to my goal state from my current state. I would be devising a strategy about how I can learn all the skills that I do not have right now, and how they would help me in the future. Furthermore, I would also have a SWOT analysis which would be a description of my strengths and weaknesses, along with a personal development plan which would be my action plan for the future. 
I am an ex-police officer in my home country, Bulgaria. Since the past one and a half year, I am running my own business which is basically a franchise of one of the biggest companies on the UK market - Fantastic services. I have a few employees working in my franchise too. In my current business, I use my educational and employability skills for many tasks, however there are still certain tasks that I am unable to complete as my current educational skills do not support them, therefore I have joined this course to help me further with my business. 
Once I develop the necessary academic skills, they would greatly help me do better with my business as well as provide better employability opportunities too. Better academic skills make us sounder in the work environment, therefore we can function better, which would in turn increase the employability opportunities and would also provide better job opportunities. 
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The academic skills are the skills that are learnt by an individual through the course of time. These include the education that one receives from the young age till they achieve their degrees. It exploits a person’s full academic potential as to what they have learnt. Academic skills majorly depend upon the profession of the individual and is a direct measure of the potential they have in their profession. In most cases, these skills are extremely critical for acquiring jobs and are considered imminent for the success as a professional (Shapiro, 2011). 
I have taken into account my current academic skills. Following is a brief description of the academic skills I currently have :
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· Organizational Skills
Organizational skill is of the major skills that I possess. As previously mentioned, I have my own business which greatly requires me to have this skills. I can properly divide the tasks among myself and my employees, and achieve them in the given time frame by proper time management skills. I never make my deadlines late or provide incomplete projects. 
· Critical Evaluation
As the owner of my restaurant, I can critically evaluate all the situation at hand because my job description requires that from me. I take into consideration all the factors and can analyze any situation at hand. 
· Decision Making
From the smallest decision such as buying the raw materials, to the bigger decision as to which employee to hire, I can easily make the decisions. As my previous job required me to think critically, I can now analyze all situations and reach the right decisions in a short period of time. 
· Discipline
Being an ex-police officer, discipline is one thing that I could never let go of. I set clear goals and work hard to achieve them without getting demotivated or diverted in the process.
· Leadership 
Being the owner of my franchise, I have naturally acquired the skill of leadership. My employees greatly value and respect me as a good leader . 
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· Accounting
I have been facing huge difficulties in accounting and I want to know all the rules and regulation for accounting .
· Law
I am also facing difficulties about the laws and legislatures, therefore I want to learn about them so I can help my business and also guide others who face similar situation
· Note Taking
I find myself partially lazy at writing things down, therefore I want to learn the skill of note taking so I can jot down the useful and necessary information. 
· Digital skills
I am not very much familiar with the digital technology, however, I believe that it is extremely vital for the betterment of my business therefore I would like to learn the IT skills and use them for my business . 
· Presentation Skills
Being a business owner requires me to present and market my products at several occasions, therefore I want to learn the presentation skills so that I can better present my products to the customers. 
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Apart from the academic skills, the employability skills are also required in order to succeed in any job. Employability skills are an evaluation of the skills that a person as to be a potential employee (Overtoom, 2000). 
My current employability skills and the skills that I want to acquire are as follows
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· Managerial Skills
As I am currently a staff of a few employees, I have the managerial skills to manage them. 
· Team Work
Even as the owner and the manager of my franchise, I believe in team work and work alongside my employees. This increases the motivation and the work at hand gets done easily too . 
· Interpersonal skills
I can easily build a good rapport with my peers as well as with my subordinates. 
· Problem Solving
I have quick thought process that helps me find evaluative solutions very easily.

[bookmark: _Toc2788554]Employability Skills to be acquired
· Flexibility
Having a police background, I am not very flexible as an employee. I like things to being a perfect order and when that is disturbed, I find it hard to cope up.
· Communication Skills
I find it hard to communicate my message correctly to the clients which makes me often lack behind. 
· Motivating the employees
Although I can stay motivated on my job, I find it hard to motivate my subordinates. Therefore, I want to learn how to motivate them . 

[bookmark: _Toc2788555]SWOT Analysis
The SWOT analysis is an observation of a person’s strengths, weaknesses, opportunities and threats. It outlines the major qualities of a person both internally and externally. The strengths and the weaknesses portray the internal environment, whereas the opportunities and the threats portray the external environment.
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· Management skills
· Organizational skills
· Decision making
· Critical evaluation
· Team work
· Problem solving
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· Accounting skills
· Knowledge of the laws
· Communication skills
· Flexibility
· Digital skills
· Presentation skills
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· Better career opportunities
· More success of the franchise
· Expansion of business to more franchises
· Increased number of customers
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· As I lack digital skills so that would make my business backward. So either I have to learn digital skills or hire someone who has the digital skills or my business would stay backward.
· As I lack presentation skills so my customers would not be much inclined towards buying my products.
· Lack of communication skills would result in incomplete message transference to the clients and customers.
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As I have already analyzed my strengths, weaknesses, opportunities and the threats through the SWOT analysis, now I would use these to develop a plan by which I can promote my strengths, reduce my weakness, take up on the opportunities and turn down the threats that I currently have. A personal development plan would help with this process. 
I would use the SMART goal strategy which stands for
S – Specific 
M – Measurable
A – Achievable
R – Relevant
T – Time bound
These measures would help me have goals that I can have in order to learn.
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1. Learn Digital Skills
How:
I would take online tutorials for the different software.
When:
I would practice an hour every day.
Evidence:
Deliver presentations, documents and spreadsheets.
Due time:
Every week.
2. Learn Presentation Skills
How:
Attend presentations, and watch online presentations.
When:
Once every week.
Evidence:
Improve confidence.
Due Time:
Every Week.
3. Flexibility
How:
I would try to work in more flexible environments.
When:
Every day.
Evidence:
Ask employees for improvement.
Due Time:
Every week.
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Organizations favor candidates who have a larger skill set as they would have more competent people in their organization . Whenever organization consider their candidates, they look for a number of skills in the employees. These include both soft skills and hard skills. The soft skills are the ones that define the character, nature and the behavior of the employee. These include attitude, ethics, socializing abilities, communication skills, etc. While the hard skills are strictly the working skills that the employee has. These include the skills related to the job, the qualifications etc (Robinson, 2000). 
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