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[bookmark: _Toc38391671]Introduction 
Academic skills refer to the attributes of behaviour learned by a student during his academic life. Academic skills help in the development of aspects such as problem-solving attitude, effective communication skills, analytical skill and creativity. On the other hand, employability skills refer to the concept of transferring skills to an individual to make him employable with good technical skills and knowledge of the subjects. Increased and more comprehensive academic skills can thus increase the potential for employability for an individual through enhancing their skill sets and professional capabilities. The main objective of this study is to provide a thorough analysis on the identification of the academic and employability skills. The study also sheds light on various tools that are used for the analysis of the various opportunities, strengths, time management ability and also the threats.
[bookmark: _Toc38391672]Identification of academic and employability skills
[bookmark: _Toc38391673]Time Management 
The management of time through organising and planning to complete certain activities is referred to as time management. Proper time management ensures to work in a smarter way rather than working hard. It helps in avoiding ineffectiveness of work and stress. Good time management helps in delivering good quality of work within the estimated deadline. Time management helps in gaining learning opportunities and creates a path or success (Morgan, 2016). In the academic line, time management helps students to prioritize their task and accurately estimate the time required to accomplish the task. Time management benefits the aspect of life for both the student and an employee.
[bookmark: _Toc38391674]Teamwork
Teamwork refers to the combined effort of a team to complete a job in the most effective and efficient way. Teamwork motivates the employees to foster friendship and trust among each other. Through teamwork it helps the employees to align together and perform for a common goal (Raime et al. (2018). It helps in strengthening the communicational skills of the employees. Teamwork also helps in improving the social and communication skills of the students. As identified by Morgan (2016), it also helps in the development of self confidence in the students. Teamwork is a goal-oriented process which plays a vital role in an organisation and also in academics.
[bookmark: _Toc38391675]Decision Making 
The formation of right choice among the various courses of action is termed as Decision making. Right decision is required at every level of organisation to ensure the achievement of the desired goals. Decision making is also a goal-oriented process as right decision helps in optimum growth of an organisation. Decision making refers to the process of selection from a variety of choices to fulfil the aims of the problems more appropriately than others (Devi and Devaki. 2019). Decision making helps the students to validate certain opportunities and make correct decisions about their own career as a whole.
[bookmark: _Toc38391676]Communication 
Communication in an organisation refers to the representation and constitution of various goals and objectives that distinguishes the organization and its skilled workforce. Communication generally refers to the transmission of messages from one person to another. Effective communication helps in bringing each and every individual in an organisation closer.  It helps in bridging the gap between employees and managers through the flow of understanding and information. Effective communication helps an individual engulf more from the process of learning and empowers their self-confidence to answer correctly. It also helps them in socialization which in turn aids the process of learning.
[bookmark: _Toc38391677]Problem-solving
The strategy of finding a solution to a basic problem by an individual is defined as the problem-solving skill. It is the problem of reducing and removing threats through creativity and innovation. Problem solving skill in an organisation helps in improving performance of the employees and also increases productivity. Problem solving techniques help in avoiding conflicts in their academic areas (Wilson, 2013). It helps in improving the empathy skills and also makes them confident. Problem solving skills help in enhancing creativity and dependability. It also helps in identifying the problem and selecting alternative solutions. 
[bookmark: _Toc38391678]Tools for analysis
[bookmark: _Toc38391679]SWOT Analysis
	Strength
· My proper time management skills help in completing my tasks.
· My adequate skill of decision making helps me in taking right decision at the right time
	Weakness
· Due to poor communication skills I am always unable to connect and socialise more with people. 
· Due to my limited technical knowledge it often creates obstacle at the time of multitasking

	Opportunity
· In a workplace having a diverse workforce can help me more in enhancing my creativity (Williams, 2014).
· Enhancing education will always act as an opportunity for me as it will help me in both career and academic development.
	Threat
· My introverted nature can act as a threat to my communication skills. 
· Due to limited advancement in my field of expertise I may get stuck and may not be able to excel more.


Table 1: SWOT Analysis of own academic and employability skills
(Source: Influenced by Scott et al. 2019)
[bookmark: _Toc38391680]Time Management tools 
[bookmark: _Toc38391681]Creating action logs
Action logs refers to the written record of time spent on doing a task. Through the creation of action logs, one can build up an accurate picture of the tasks or works done during the whole day (Maund et al. 2017). Action logs help in tracking effectiveness and energy invested in the whole day.
[bookmark: _Toc38391682]Developing To-Do Lists 
To-do lists help in determining the prioritized lists of all the tasks that are needed to be accomplished at first. By making a To- Do list one can ensure that all the works are written at one place and nothing important is missed (Maund et al. 2017). Through the To-Do list one can experience less stress and it also helps in focusing on the high-value activities. It helps in making oneself more productive and valuable. Through the Eisenhower method it is asked to list all the tasks and projects that are needed to be done. This method helps in future planning and helps to avoid procrastination.
[bookmark: _Toc38391683]Setting SMART Goals
It is very important to set SMART goals in every aspect of one’s life. SMART goals stand for Specific, Measurable, Achievable, Realistic, Time-Related. These goals help in giving a clear focus to the path of achieving the desired goals (Open.edu, 2016). Specific refers to being well defined and clear of the objectives, Measurable refers to the criteria of measuring the progress towards achieving the goal, Achievable refers to being attainable, Realistic determines one’s reach for the purpose of life, Time-Related defines the timeline from the starting date to the closing date. Through the means of developing personal improvement goals by following the SMART framework, goals can be developed and achieved in an efficient manner.
[bookmark: _Toc38391684]Personal Development Plan 
	Factors of Personal Development
	Short-Term Goals
	Mid-Term Goals
	Long-Term Goals

	Overall Goals
	· To enhance communication skills
· To develop teamwork ability
	· To become better at organising and decision making
· To ensure awareness of the business environment
	· To develop critical thinking abilities
· To be able to innovate in times of crisis

	Skills and knowledge requirements
	· Communication Skills
· Interpersonal Skills
· Confidence in oneself
· Empathy for engaging with a team
	· Quick analytical skills
· Ability to research and reason with ease
· General awareness of the given business environment
	· The skill of in-depth analysis and logical decision making
· The skill of leadership in order to innovate effectively and take initiative
· The skill of being creative and thinking outside the box to solve problems

	Steps to acquire skills
	In the case of acquiring skills, it can be understood that communication skills will primarily be developed by interaction with more people. Reading up theory and then implementing it into practice would help in order to ensure that communication skills are enhanced. Further, attending seminars and interacting with people helps in the development of the interpersonal skills which are required. Skills for teamwork are built through exercises which are undertaken with other people. Group activities massively help in order to increase the skill base of an individual.
	To develop a quick-thinking ability the need is to efficiently keep oneself reading. For the purpose of the development of this skill case studies and problems which are analytical in nature can be read in order to understand how to analyse a situation. Alroaia and Bahrun (2017), states that experience from case studies helps to give an outline of how to deal with problems.
General awareness and the ability to research and reason can also be developed by engaging in a voracious reading habit of business cases and the current business news to ensure knowledge of past problems in the upcoming ones. 
	These skills can be developed through the use of role-play activities and effective case studies. This would help in taking examples of innovation and further also help in understanding how leadership can be applied. This would add significantly to the development of skills for leadership.

	Resources Required
	Seminars, case studies, books, workshops
	Databases, case studies, books, other academic resources
	Case studies, workshops, role-play activities

	Time Schedule
	2 months
	6 months
	10 Months

	Completion of Goals
	· 12.06.2020
· 24.06.2020
	· 15.10.2020
· 26.10.2020
	· 01.02.2021
· 10.02.2021


Table 1: Personal Development Plan
(Source: Created by Author)
[bookmark: _Toc38391685]Reflection on academic progress 
The academic and employability skills have played a vital role in my life. By implementing various reflective styles such as Gibbs Reflective cycle in my day-to-day life has helped me in improving my performance. In terms of the skill of time management, I have become adequately able to organise my tasks according to priority and accomplish them with the deadline with the help of time management tools. It has helped to develop my self-confidence. It has also helped me in avoiding stress. Through my own SWOT analysis, I have also been able to understand my strengths and weaknesses as well as factors acting as threats and opportunities to my further development. Through my proper time management skills and adequate ability of decision making it has helped me to take the right decision at the right time (Cottrell, 2011). Though my introverted attitude may act as a threat to my opportunities as I am incapable of communicating efficiently with others. I need to work more on my threats by being flexible on working with people at any point of time. I need to be focused on the issues more rather than other activities. I need to be more genuine. Through proper communication it will help me in enhancing my further education which will in turn help me to excel more in my life. It will help in improving my creative and innovative skills as well as my academic skills that are crucial in all walks of life (Greetham, 2013). As I am not good with the technical things it might act as a threat as there is less advancement in my field, I may get stuck and it might create obstacles in my path of success. For this, I need to learn all the technical skills which will help me in improving my performances and will also open doors to more new opportunities. I need to be more proactive and work hard to create value for the organisation. 
[bookmark: _Toc38391686]Conclusion 
This study has provided a wider perspective on the aspects of academic and employability skills. It is very important for an individual to enhance skills such as time management, decision making, problem solving, effective communication contributes in achieving the desired success. The impact of proper academic and employability skills will help in the future perspective of an employee. Therefore, it can be concluded that applying the tools for time management can aid in elimination of certain obstacles catering towards an individual’s optimum growth and development. It has also been stated that with the help of conducting SWOT analysis of oneself it will help in identifying the strength, weakness, opportunities and threats.
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