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            Introduction
A skill is the ability to execute a task with a determined outcome, mostly within a specified period or with certain energy or both. The skills can be generally categorized into soft and hard skills (Stanley and Williamson 2017). To work either in the formal or informal sector, there is a requirement of particular skills that are related to the tasks that are to be performed. Students require specific academic skills for them to become potential candidates for jobs of their choices. For example, a person who wants to work in the bank as an accountant should have accounting skills. To acquire these skills in school, a student needs study skills that will lead to positive results. An example of study skills is cognitive-based study skills. 
Employability Skills
Besides the particular skills that I require for a specific job of my choice, there are general skills that employers are looking for, and these are called employable skills. Employable skills can also refer to soft skills and are the ones that make an individual standout (Exeter.ac.uk, 2019). There are some employable skills such as being dependable and easy to get along with other people, that people have, and yet they do not regard themselves as having any skills. Generally, these are some of the skills that are required to do most of the jobs. Hence, I have to think of employable skills when preparing for a job interview. 
The definition of employable skills varies from one person to another or across organizations. Employable skills can be broken down into eight categories as follows. 
Communication- depending on the nature of job, the expertise of communication require persons to be clear about what they are conversing, and the feedback they intend to get when they are talking or writing (Munishi and Emmanuel 2016). It also entails listening correctly to understand what the other person is communicating. Communication skill includes both verbal and non-verbal communication. Some of the ways I can boost my communication skills include using social media, engaging in assignment writing as part of studies, presenting my classwork through oral presentations, working in the customer service department in an organization, and being attentive to how I posture my body when communicating. 
Teamwork is another employable skill. It requires that one can get along with the members of the organization where a person works. It entails working together with other employees in the company to attain a common goal. Some of the things that I can engage in to boost the skill of teamwork include: doing assignment in groups as part of studies, voluntarily taking part in the community organizations, being concerned about how I can better work with other members of the organization, being part of the sporting team, and organizing to execute an event with friends. 
Another employable skill is problem-solving (Sharma 2018). It involves the ability to find solutions when issues arise. Hence, in the situation of difficulties, I need to employ a logical process to find answers. I can enhance problem-solving skills in a number of ways including researching in my coursework, solving issues at the place of work, and finding out how other people solve issues when they face them.
Initiative and enterprise is another important employable skill that requires an employee to notice things that are supposed to be done and doing them before being asked. It entails creatively thinking and enhancing the way things are done in the organization. Some of the approaches that I can employ to boost my enterprise skills include seeking placement from various companies, organizing friends to achieve a common goal, completing or helping in house chores without being asked. 
Alternative significant skills as far as employability is concerned are planning and organizing abilities. I can exercise this by coming up with project timelines and attaining deadlines. I can enhance the planning and organization skills through activities such as creating a study timetable and abiding by it, traveling from one country to another alone, ensuring time management while at work, family commitment and study, taking part in organizing community events, and organizing the family meetings. 
Another employable skill is self-management. It requires the employees to do their work without being frequently checked on. It also entails meeting the deadlines, and delegation of the tasks to other individuals and ensuring that they are done on time. I can acquire self-management skills in various ways such as being eager to assume new responsibility at work, coming up with a fixed routine and sticking to it, voluntarily taking part in community organizations.
Regarding learning as a skill, it is all about the eagerness of acquiring new knowledge and putting it to practice. It also involves trying to take on new things or changing the ways in which things are done. I can develop learning skills through practices such as doing the online courses, taking part in research about the course that I am interested in pursuing, being part of the sporting activity, learning new skills, and beginning a new hobby. 
Lastly, technology has recently become an important employable skill. I am required to have the ability to use machines such as computers, typewriters, and photocopiers to carry out normal office duties. Additionally, technology skills extend to the use of things such as social media and having knowledge in the fields such as video editing software. I can be able to improve technology skills through the following; registering in short courses online and taking extra training at work. Also, by carrying out research concernin the work that I intend to get involved in, and outlining of all the technology that I use in the daily life.
Soft Skills 
Soft skills are associated with the personality of an individual and the peoples’ skills. Often soft skills are more subjective and emotion-based as opposed to hard skills (Sharma V. 2018). For instance, most of the soft skills that I have, I did not acquire them through education but are a result of nature-based on emotional intelligence. Hence, it is challenging to quantify soft skills. For example, it can be hard to quantify how I am regarding communication even if I studied communication in school and mainly interact with customers. Some of the soft skills take an extended period to demonstrate to an employer, such as the work ethic. Some of the typical soft skills that individual lists in the resume include: self-motivated, personality, flexibility, active listening, and ability to effectively use time.
Hard Skills
On the other hand, hard skills are particular tangible professional aptitudes that I can either perform or not. It comprises of the skills that I am taught at school or learn while working (Pieterse and Van Eekelen 2016, p. 355). Such skills usually are quantifiable and teachable such as computer programming, plumbing techniques, and accounting techniques. Once an individual acquires the hard skills, they are retained in one's career. For instance, when I learn how to operate a computer, I carry that skill throughout my life. Some of the examples of hard skills include knowledge of programming language, certification in AED, and CPR. 
            





SWOT Analysis
	Strengths
	Weaknesses

	· I’m not lazy
· I can assert my wrights 
· I do not remain silent 
· I have a good assessment for people and situations 
	· To improve my English 
· Personal and professional growth
· Opportunity for coalification 
· Enrichment of knowledge
· Improving living standard  

	Opportunities
	Threats

	· I’m not purposeful
· I’m not interested in many important things in life 
· I’m not restrained 
· I have a bad memory 
· I have addictions 
	· Tear of failure
· Lack of time 
· Illness in my family
· Far away of my family 



The tool of analysis that I employ is SWOT analysis. Using this tool I have gathered that some of my strengths include the ability to assess people in different situations. Such skill is essential as it helps me to know how to relate with other members of an organization based on the circumstances they are in. Hence, it reduces the issues that can likely arise, especially in an organization that has many employees. Another strength I have is being extrovert. Being sociable helps me to quickly get along with other members of the company or any social gathering. Therefore, it increases my chances regarding things such as learning and involvement in group work. Also, I am not lazy. It helps me meet the deadlines that I set and those that are set to me. Therefore, this is significant while at work, as I will be meeting the timelines of the tasks that are assigned to me. Generally, based on these strengths, they will help me to improve how I deliver at work and the overall performance of the organizations that I will work with. 
Also, based on the swot analysis, I have analyzed the opportunities on how I can improve my skills. The first opportunity that I have is improving my English. One way that I can boost my English language is through reading more novels, engaging in an oral presentation of the course works, taking part in group discussions. Another opportunity is personal and professional growth. Regarding personal growth, I can improve how I relate to other people, communicate with them, and how to address a large group of people. While professional growth, I can take online courses that are related to the work that I plan to do and researching more to get an insight into what is required. Additionally, I have a chance to enhance my living standards. I can achieve this by ensuring that I chose the right course that I complete and earn a job. With a good job and earning, I will be able to live a good life, hence improving my standards. 
 However, I have some weaknesses that can hinder me from attaining my goals. Some of these weaknesses include not having an interest in many important things. Such a challenge can lead to missing out on essential opportunities in life. Also, another weakness is lacking a purpose in life sometimes. There are some situations that I face in life which are challenging and make me feel that I am not purposeful. Another issue that I struggle with is a bad memory.
Provided that I have to pursue academics at an advanced level, and I have a bad memory, this raises a serious challenge. Also, bad memory can be a challenge at the workplace due to forgetting important information such as the instructions that are to be followed. Lastly, I have addictions. Once I am used to something, leaving it is a problem. For example watching a particular genre of movies.
Lastly, there are threats such as lack of time and illness in my family that can interfere with my goals. There are so many activities that I involve in, and at the same time, I have to remain focused on academics. Also, another threat is the illness that people in my family are facing. It acts as a challenge to both my academic and professional dreams. Resources that would have used to invest further in education are used to take care of health needs. Additionally, the illness in the family divides attention as one can find it difficult to concentrate at school when people such as parents or siblings are sick. Similarly, going to work when the family members are sick is challenging. Therefore, one is forced to spend much time away from work or school to take care of the beloved ones. 









Personal Development Plan

	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 chance of meeting my goals?
	Where can I go for support?

	To improve my English
	· Find a course
· Save money for the course
	· 1 year
	· Unappropriated course for me
· Incompressibility of the material 
· Not enough money
· Not enough time
 
	· Stop sending money on unnecessarily things
· Find the right course for me
· Allocate my time properly
	· University
· Friends
· internet

	To complete successfully the first year of my study
	· to pass the first term successfully
	· 1 year
	· Language difficult
· Diff. with exams
· Diff. in using office programmes
	· English course
· Self-study
· More time spend learning
	· University
· Friends
· Internet





My development plan is broadly divided into five levels of activities. First, my big goals are to improve my English and to complete my first year of university study. Second, the goals that need to happen first are finding a course and saving money for the course and to pass the first term successfully. Third, the period that is set to achieve these goals is one year.
However, while pursuing these goals, some challenges are likely to be encountered. They include a selection of the inappropriate course; this can be a problem as I will not acquire the skills I need in my career, inability to comprehend the early materials due to bad memory, lack of enough funds required for other things such as illness and lack of enough time due to several activities I would have to attend to. Also, another category of difficulties falls into language challenges, and I need to work on my English, difficulties in understanding materials as I am prone to forgetting, and this gives me difficulties during exams and problems in using office programs. 
Despite challenges, there are ways that I can overcome these difficulties to attain my goals. Some of these ways include avoiding unnecessary expenditures and only use funds for useful things, ensuring the selection of right course which would be useful to the job that I want to do in the future and proper allocation of time so that there is no time wastage. Some of the people that I can seek help from are my friends, university counselors, and people on the internet. 
Academics Skills
Examples of academics skills include reading proficiency, time management, oral communication, critical thinking, written communication, analytical thinking, and problem-solving, and research abilities (Stanley and Williamson 2017). It is also important for me to have interpersonal and orgnaisational skills in order to excel in academics. I also need to have intercultural understanding, flexibility, commitment to tasks assigned to me, sensitivity when conversing, dedication, and motivation to attain my academic goals. 
Conclusion
Additonally,communication is viewed as the most fundamental device for academic skills. For instance, “I need to orally communicate with my peers and educators, I need also to express thoughts and reflections that show basic reasoning when partaking in the class talks, and I am respectful when communicating with my peers.” In addition to oral and nonverbal communication, written communication is the primary example of an academic skill that I require as I am needed to express myself through writing. I have to seek help from my teachers and use the resources that are available at school to enhance my academic skills.
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To be a great leader, you need to start by leading yourself

ten crumble due to the demands — and

Most people g0 into top positions with good intentions, but those oft p
says consultant

perks — of the job. If you want to succeed, devote some time and energy to sclf-leadership,
Lars Sudmann. Being a leaderis altlelike being a paren; beforehand, we have all these rosy visions of how
how incredible we're going to be, and how we'llsidestep the mistakes that we see other

o ectations

people make. But when its our turn to assume the role, we find that reality doesn't match ou expx
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fel apart.

Aftersome months, Sudmann realized he was fighting against certain entrenched factors that keep al leaders,
from improving. Like many in the working world, leaders have to0 much to do and not enough time to do it
they don't clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a ot of problems.

Sudmann found a potential Solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of is energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

Firstofal, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses) Another ideais to take 5~ 10 minutes every day to think about the challenges you've recently
handled and the ones youllsoon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leaer Id like to be have faced the challenges I faced? What about my challenges today? What
could | do differently?” Write down your thoughts 50 you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice.
of “reframing” comes in; stopping and asking yourself....on a scale from 1to 10, how important is this issue
right now? Then, give yourself a momentto think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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