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Introduction

The purpose of this report is to analyse an individual ‘s ability to learn about skills that are required to improve the academic or employability skills environment. A skill according to (business dictionary 2020 edition) is the ability and capability to carry out a function or an activity. Academic skills are paragraphing, paraphrasing, referencing, reading and writing etc. are important for studying while the employability skills such as CV writing, organizing, management of people are used in a workplace. A SWOT analysis carried out to enable an individual plan his or her own Personal development plan would be developed to help improve the performance in academics or work.

1.1 Communication
Communication is the ability to send an information from a sender to a receiver through a medium which is either verbally, which is speaking or non-verbally which can be by written, signs, picture and body language. It is the most efficient way for a person to pass information to one another well (Morgan P 2017). Communication skills is important for enhancing or aiding a person, team or an organization to be successful in the academic or work environment. Listening and assertiveness enables messages or information to be clear at the university or work. 

Having communication skills would enable an individual to learn and understand his teacher or lecturer in the classroom and would also be able to communicate with other students and staff of the university. It is also an important skill in the university or academic environment as its used for teaching, learning and assessments for students. Having the communication skill at work will enhance an individual’s ability to speak, listen, understand what is been communicated between the staff and clients to provide a good service. I have a good communication skill as I can speak and understand the nonverbal communication such as written, signs and pecs or picture. I am a good listener and assertive which enables people to understand me and I also understand the message been passed from them to me or from me to them.


1.2 Time Management

Time management is the practice of managing and planning how to divide your time between projects. It’s how to create competence and value to meet targets and have a good success at work or academic work (Forsyth 2007). Time management is an important skill for academic and employability skills and as of a student in the university, it helps the student to plan how to study and perform well with other activities and reduce failure and stress.  Time management is also useful at the workplace as it enables a person to carry out projects on time deliver good service to customers or clients and have a successful career.   I need to improve with my time management as its one of my weakness by using the Pareto’s method of 20/80 rule by prioritizing twenty percent of my work and activities over eighty percent to be successful at my studies in the university and also at my work place.
1.3 Team working

(The Open University 2020) Team working is a of number of people working together with the same aim to achieve a goal of completing a project or providing a service. Teams do work on projects which are pick out for r self-chosen and would carry out their project at for a short or longer time. Teamwork boost and enable member to interact well with one another leading to producing good performance, giving good service and making a great decision. Teamwork is measured by how the members are able to communicate, coordinate, balance of member contributions, mutual support, effort and cohesion.

It’s  important to have team working skill in the university as this skill would help the student in learning in the classroom and also when given a group assignment it makes it easy to complete in time and perform well in the group work. Its also a good skill to have at the workplace as it enables a team to work well together to complete a project, and also provide good service to clients. I have this skill as it enables me to work well with my group project in the university by communing, contribution of my efforts in completing a group task in the classroom and also completing the group assignments. Team working skill has helped me at my workplace as am able to communicate, plan and carry out a task and provide good service to the clients.
1.4 Leadership Skills

Leadership skills are the capabilities for a person to be able to carry on a manage and overseer and a guide for others to follow with in a team or group with the aim of completing a project or achieving a goal at work or in an academic environment.
A good leader should have to lead and possess the ability to make good decisions, handle emotions, effective communication, managing relationships, influence and persuasion, showing self-awareness, developing and delegating, inspire and communicate effectively. The leader or manager should have these qualities such as sincerity, reliable, obliged and be resourceful. (Morgan P. 2017)

Its very important to have a good leadership skill in the university and the workplace as it enables an individual in the university to lead others when given a group task and also it help to ask questions if things are not clear to you while learning. It’s 
also, good to have a leadership skill at work as this will open a new door of opportunity to lead other to perform better and carrying your team to be better to provide better services and good result.

I do have a good leadership skill as am a senior at work and I have worked previously as a manager. I am able to communicate effectively to lead the members of my team to provide a good service and as a student I have worked with my classmates on group tasks and have been able to delegate, support and also coordinate in order to understand and perform well in our studies.

1.5 	Decision making 
Decision making skill is the ability for an individual or people to choose the best part of an act to carry out. It’s an important aspect of everyone ‘s daily lives to make a decision on personal, social, financial medical and technical decision either for personal or professional purpose. It is the process of evaluating and choosing for action and it occurs after targets setting, actions to be taken and plans made, decision making is then derived Crozier. R et al 2001). It’s a good to have this skill in the university as it helps the student to make decision his education and activities to become successful in carrying out task and passing all the Moodle. Decision making is also important in a workplace as it helps an individual or people decide on the next action of plan and helps to resolve problems at work to render good performance or service. 
I have the decision-making skills as it enables me to resolve problems, I have with doing my course work and has improved my performance as a student and a care worker.

2 	SWOT Analysis

SWOT, means the Strengths, Weaknesses, Opportunities and Threats its usually used by individuals and companies to evaluate or analyse their capabilities or  position to enable them built their strengths, benefit from opportunities and develop any weaknesses that may expose their future to known threats.  

	Strength
Communication
Team working
Decision Making

	Weakness
Time Management

	Opportunities
To become a Qualified Mental Health Nurse

	Threat
Failure





The figure above is my personal SWOT analysis which I need  use my strength to build up on my weakness which is time management to be able to meet to be able achieve my aim and goal as a student and a Carer. I would also use my strength which are communication, Team working and decision making to achieve my goal of getting the opportunity of becoming a qualified Mental Health Nurse using the Personal Development Plan also known as the PDP.

3. 	Personal Development Plan

Personal development planning is used in allows people to take charge of their learning plan.  A Personal Development Plan (PDP) helps to find important areas of learning and development that will enhance your skills at learning and workplace. Please below a Personal Development Plan as measured for my personal plan

Personal Development Plan
	
	Short-Term Time Frame  
 
What do I want to accomplish in the next three to six months? 

	Mid-Term Time Frame  
 
What do I want to accomplish in the next six months to two years
	Long-Term Time Frame  
 
What do I want to accomplish in the next two to three years?

	Section 1 - My Goals     What are my overall goals that I want to accomplish in this time period?  
 

	I would like to improve all My IT skills and have a good score in my school assignments and works. Pass my Functional skills Level 2 in Mathematic and English
	 IT expert certified, pass and get A professional Certificate
	IT expert and a qualified Mental Health Nurse

	Section 2 - Skills and Knowledge to be Learned  
 
What specifically do I need to learn? What project do I need to work on?      
 

	Microsoft word, PowerPoint, excel, SQL ETC, Functional skills Level 2 in Mathematic and English
	Studying regularly and using my skills to improve and have a good performance and also practice 
	Start finding work when I get my certificates

	Section 3 - Next Steps   How am I going to acquire the skills and knowledge? How am I going to do this project?      
 

	Go regularly to my classes at university and study well at library and at home 
	Practice what I have learnt and follow the requirement to become a qualified Mental Health Nurse
	



4.	Conclusion
In conclusion it is important to have the academic and employability skills to enhance   a student or a worker is performance so, the academic and employability skills are important.  Communication skill enables individuals to communicate verbally or nonverbally and its used in sending and receiving messages or information. Its helps students to learn and understand their courses and also follow instruction, and at the work place its help in passing information to one another for services to customers, Team working skill enables persons to work togethers as a team in a group, and its also a very import to students and workers as you work as a team to achieve goals and aims of the groups. Leadership skills enables a person to lead others to achieve the goal either in an academic environment to carry out task and assignments. Decision making enables individuals to pick a direction to follow or an action to take. All this skill are very important to a person either in academic or a work place and a swot analysis to identify the strength , weakness, opportunities and threats in order to measure and see were an individual skills can be improved to make a plan . following a personal development plan to reach the goal.
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