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1. Introduction:

This is a report based on my personal experience, as little as it is, and also on the research I have made on Internet that includes reading business articles as well as visiting websites for helping people find a job. It will show how developing new skills, making a Personal Development Plan (PDP) and SOWT Analysis help find a job.
2. Skills
According to Wikipedia “a skill is the ability to carry out a task with determined results often within a given amount of time, energy, or both”. Skills and abilities to do particular things define you as a candidate for work on the labour market and provide tools and opportunities for your personal future development. You need to acquire certain set of skills to be competitive for every job opportunity you encounter.
2.1 Employability Skills
This is what your future employer would like to find in you. 
- Problem solving – is the ability of handling daily challenges and managing people.
- Communication – in order to be a good communicator you need to listen carefully; to understand and sympathize; to draw logical conclusions; to build rapport; to adapt language to your audience; to act accordingly upon the information you gather.
- Adaptability – is the ability to adjust and willingness to learn.
 - Collaboration – is the ability to work with others. It’s the other word for teamwork. Well-organized teams can achieve much more than any of its members could if they work on their own.
 - Planning and organizing means time management,  the ability to plan your time; working on projects, you need to be capable of managing people and set projects too.
  - Written communication- it is the ability to express yourself in writing,  it is good grammar and rich vocabulary. 
 - Technology use - good computer skills and always be up to date with the new software. 
 - Information use – the ability to look up for information, analyze it and draw conclusions, and communicate it to others.
 - Certain personality traits. In addition to the soft skills you have mastered over time, the employers look for a few personality traits they may want to see in you: professionalism, enthusiasm, drive, confidence, creativity, transparency.
Insight from a Top Employer: 
Daniel Pecharich, Senior Manager of Recruiting at DISH Network
“We hire for three things at DISH – energy, intelligence, and the need to achieve. We believe these characteristics are innate to our employees and essential for the company’s success. DISH employees are inquisitive, not afraid to challenge assumptions and are hungry for knowledge.”



2.2 Soft and hard skills
[bookmark: _GoBack]Soft skills are the skills that apply to every job. They include what you need to be in order to be the candidate the employers need. They are interpersonal skills, communication skills and other qualities that enable you to be successful in the workplace. You might have the right education or qualification for the job, but your soft skills are the first thing your future employer might focus on. They are natural abilities which are not taught at school but can be learnt and mastered over time, and which show your real you as a person. To be successful at your future work place, you need to be accepted and welcomed by your coworkers and this is where your soft skills show. Teamwork abilities are always needed as teams always do better job than solo workers.
Hard skills are the qualifications required to do the job. Hard skills are usually the skills you learn through your education or work experience. For example, computer skills, administrative skills, or customer service skills.
3. SOWT analysis
“SWOT (strengths, weaknesses, opportunities, and threats) analysis is a framework used to evaluate your potential. It is better for anyone on the labour market to know what they are good at, what they need to improve and what they must focus on in order to be competitive. The SWOT analysis helps you to identify your strengths and your weaknesses, analyses opportunities and threats. This is a powerful tool to discover what makes you the best applicant for the job, which of your qualities are suitable to mention, what are your advantages and disadvantages, how to take advantage of the opportunities, how to be aware of the difficulties and overcome them.
In order to use the tool, you need to ask and answer a few questions yourself such as:
· What am I better at than anyone else;
· How can I use my education and personal experience in this particular case?
· What are my negative personal or work habits?
· What do other people think I need to improve in myself?
· What can I take advantages of?
· What can cause troubles and threaten my future goals?

	STRENGTHS
	WEAKNESSES

	A trustworthy, hardworking and reliable Able to work on own initiative
with minimal supervision and works well as part of a team. Good interpersonal skills. A good communicator and able to
interact with coworkers in a professional manner.
	Not very good at defining my priorities and time management.
Having troubles with learning and memorizing; not focused enough.
Not confident enough in studying.


	OPPORTUNITIES
	THREATS

	To take advantage of developing new useful skills while I am at university;
Trying to be up-to- date with the new technology;
Attending professional development webinars or workshops if possible.
	Sometimes my fitness activities are more important than studying or anything else.
A possible drop out from university.
The lack of balance between studying and work.




4. Personal Development Plan (PDP):
Personal development is a lifelong process, highly supported by the employers who are aware of that the investing in their staff improvement is crucial for being in track with the fast-growing business environment.  Personal Development Plan is a process of which can help you to achieve your goals, either in your personal life, your study or your carrier. After identifying your strengths and weaknesses, and analyzing the opportunities, you want to set your personal goals how to solidify the strengths, how to strengthen the weaknesses, how to use the opportunities which might be good for you and how to avoid the threats.
This is what the Personal Development Plan is about.
	What are my big goals?
	Which goals need to
happen first?
	When do I want
to achieve this?
	What obstacles
might get in my
way?
	How can I improve
my chances of
meeting my goal?

	Where can I go
for support?
	Review:
How am
I doing?

	Complete my university course and get a degree in business management
	Get a degree 
	In the next
2 and a half years 
	Not studying  hard enough and dropping out from university
	Attend classes regularly. Study hard.
	Professors and instructors.
Other students.
	I have done relatively well in  my study so far

	Start a boxing gym
	
	By 2025
	Poor business plan;
Not enough funding;

	As a nonprofessional boxer, I have to win my next fights in order to become a professional boxer and be paid for it.
Learn business theory so I can write my own business plan.

	Financial advisers
Banks

	






5. Academic skills:
Academic skills are very useful not only while you are doing your university course but also in your future job hunting. Everybody, nowadays, knows how to use Google for researching but you need to learn where to focus, and how to focus, and once you learn that, you usually end up doing so much better with far less effort. You need to develop certain skills for learning using effectively the information to complete the assignment you are working on.
5.1 Note taking and Research
“Note-taking is the practice of writing down or otherwise recording key points of information. It's an important part of the research process.”
Students don’t usually take notes on class lectures as there are available published books on a particular subject but in my opinion it is something useful. When you listen in class and take notes, you don’t just listen and write but you do active listening and your brain is engaged in process of retrieving information. 
“Note-taking involves certain cognitive behavior; writing notes engages your brain in specific and beneficial ways that help you grasp and retain information. Note-taking can result in broader learning than simply mastering course content because it helps you to process information and make connections between ideas, allowing you to apply your new knowledge to novel contexts”, according to Michael C. Friedman, in his paper, "Notes on Note-Taking: Review of Research and Insights for Students and Instructors," which is part of the Harvard Initiative for Learning and Teaching”.
Shelley O'Hara, in her book, "Improving Your Study Skills: Study Smart, Study Less," agrees, stating: "Taking notes involves active listening, as well as connecting and relating information to ideas you already know. It also involves seeking answers to questions that arise from the material."
5.2 Referencing and avoiding Plagiarism
Plagiarism is to use someone’s work without acknowledgement. To avoid plagiarism, you need to learn how to reference properly or in other words; you need to make a list of all the sources used while writing an essay, an assignment or any piece of work. They can be paper books or Internet sources like web pages, e-journals and e-books as for books you need to have full details of author, date, title and publication details and for internet sources - the web addresses. This way the reader can easily access and verify the validity of your arguments.
5.3 Quoting, Paraphrasing and Summarizing
While in university and later on in your work, you use books, articles and research papers from both libraries and internet. It is when you write essays, work on projects, do tests and work in general. And you cannot just copy from the written materials you use because it is illegal and you may be expelled from university.  Quoting, paraphrasing and summarizing are the three ways to use author’s words in your written work. 
· Quoting is the exact use of the original text;
· Paraphrasing is the use of a text but told in your words;
· Summarizing is retelling the original with your words but in a shorter way.

6. Conclusion
The above mentioned skills are very important not only for successively completing your education but also for your future development. The more skills you acquire, the better is your chance for completing education and getting a degree, finding a well-paid and stable job, and  managing better your future work duties and responsibilities. Developing and practicing these skills while you are studying is the best way for being competitive and achieving your goals in future. 
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