

Academic and Employability Skills


Contents
Introduction	3
Personal SWOT Analysis	3
Personal Development Plan	4
Understanding of the working world	6
Reflection on academic progress	7
Conclusion	9
Reference	10



[bookmark: _Toc39353630]Introduction 
Academic skills are “core skills” such as presentation skills, academic writing and referencing, which has to be backed by more skills that are complex in nature. This comprises of reflective practices and critical thinking abilities. These skills motivate the candidates to be more efficient in their learning attributes. It also boosts the morale of the students to participate in academic-related activities. Employability skills can be termed as the “transferable skills” that are essential for the candidates to be “employable.” It can also be referred to as “soft skills” (Skoyles et al, 2019). This report emphasizes the personal attributes of the learner along with an understanding of the world of work and personal SWOT and development plan. Kolb’s learning cycle has also been used in this report. 
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In modern competitive world, academic and professional skills have become the key parameters to be hired in multinational companies. Academic skills are academic writing, note taking, critical reading and others, which enables students accomplishing better academic outcomes. Academic skills are necessary for completing studies, school and college without any serious barrier. On the contrary, professional skills such as communication, public speaking, time management, critical thinking and others, which allows candidates to be selected in companies and brightening their career pathways. In this process of recognizing skill set and skill gap, using SWOT analysis is effective. In generally, identified gaps are fulfilled through making proper professional development plan.
Personal SWOT Analysis
	Strengths 
	Weaknesses

	Effective communication skills
Great leadership skills
Problem-solving techniques


	Ineffective time management techniques
Inadequate presentation skills 
Rigid towards work approach

	Opportunities 
	Threats

	Upliftment in the professional hierarchy
Changes in the business environment
Future learning opportunities
More new job opportunities by companies
	Competition is very high
Trends keep changing


Table 1: SWOT analysis
(Source: created by autor)

From the SWOT above, the observation reflects that there are various strengths as well as weaknesses. As mentioned in the table, my communication skills are quite effective and I stick to my strength. Including my other strengths, such as good driving skills and being good problem solver as well as managing my time properly and efficiently. Communications is the ability to interact whit anther people at school, work or daily base.
 Communications in class is the key to unlock projects and to learn new thinks. Us a student is important to communicate because class projects involve group work and is the only way to step up in academic life.  My communication skills help me to integrate in class and developing a good relation with another class students and teachers. With good communication skills, I will be able to talk to the clients and help the company making deals through good speaking skills Even with having strength in communication, it is not just to be a good speaker, however listening is part of my strength This quality of listening will help me with my career when attending important meeting and the sense of activeness will be at the peak level. We know that for completing single tasks or different goals in a business firm it is important that we keep our time managed properly by completing my tasks on time and maintain punctuality in my job..  However, I have some minimal weaknesses as mentioned in the table above like not so great presentation skills and this require more time in managing things on my own responsibility. There is nothing major and these can be worked and looked forward to. The opportunities can be described in a positive manner where it will be for the future purpose. 
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Professional development plan is prepared to fulfill skill gaps and improve performance to achieve greater level of achievements. 
	Objectives
	Priorities
	Activities
	Resources
	Start date
	End date
	Success criteria

	To develop time management skills
	High
	· Self-inventory
· Scheduling of the activities
	· Self 
· Strategic and informative videos
· Seminars

	01/06/2020
	01/08/2020
	Management of my time in an appropriate manner to facilitate my professional and academic life

	To improve presentation skills
	Medium
	· Grooming activities
· Learning about the importance of presentation
	· Groom institutions
· Online videos
· Seminars 
	10/05/2020
	01/08/2020
	Groom me and  be presentable in my workplace and in front of the  clients

	To be flexible in work approach
	High
	· Work in dynamic environments
· Speaking with mentors
	· Mentors 
· Study materials
· Dynamic work environments
	20/06/2020
	01/10/2020
	Execution of tasks in various work environments


Table 2: Personal Development Plan
(Source: created by the learner)

Analysis of the Personal Development Plan
The table above shows the personal development plan for improving the attributes needed in my academic and employment skills. The first area that needs to be improved is time management. This has also affected my academic as well as my professional life.
Doing to the lack of time management my academic and professional life is not well balanced. To develop this attribute of mine, I have to take my self-inventory and jot down the activities that are consuming most of my time. Scheduling my daily activities according to priorities. This will help me in saving a great amount of time that I spend on activities that are not my primary priorities.  Attending seminaries also take help from the online medium to watch videos on effective time management. This will enable me to invest the saved time in other productive activities, which will benefit my academic and professional life. It would take around 2 months. However need to be more presentable in my outlook. This can be achieved by attending a care session and dressing appropriately. This will take about two and a half months. This can be achieved by attending a grooming session and dressing up properly. This will take around two and a half months. This can surely help in representing me in a better way to the world. Must be more flexible in my professional approach. Flexibility is also required in my academic tasks. Exposing me to a more dynamic environment can increase my productivity. I should talk to my teachers and study various flexible approaches in academics and in the workplace. This task should take around three and a half months. 
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It is crucial to be a professional when it comes to the real working world. It can be termed as the aims, conduct and qualities that are required to work effectively in the institution where the candidate is employed in (Arnold, 2019). The working world is competitive in nature. It demands the candidate to be dynamic, hard-working and confident. The professional world can be either tough or easy, depending on the quality and quantity that the candidate produces. Any organization demands the individual to be productive and aid in the generation of more revenue for the company. The organization focuses on profitability, which is the primary cause of running any organization. 
The organizations of the modern era focus on extracting the best talent and skills from their employees. I have realized that companies require employees who are reliable and gets the job done in the specified deadlines with quality and precision (Blue Arrow, 2020). No organization will entertain any kind of excuses for the work not being complete within the specified deadline. Companies want their employees to have a knack for knowledge and consistently upgrade their skills and capabilities. All the areas of businesses do not have a “stable core of knowledge”. The companies want sustainability and thoughtfulness in their employees, which will benefit the organization in the short and long term. 
The working world demands its employees to be accountable for the jobs that are allocated to carry out. The conduct of the employees is constantly monitored and any misconduct is not tolerable in the working world. The modern-day organizations constantly pressurize the working individuals to enable more productivity in a short time span (Morgan Hunt, 2020). The employees should remain calm and compose in any condition. The employees have to be respectful to their higher authority, subordinates and co-workers. The companies prefer employees who demonstrate high emotional intelligence (Reed.co.uk, 2020). Presentation is another attribute that the modern-day organisations closely scrutinize. The employees should dress up nicely and be presentable to the clients and other employees working in the same institution. No employer wants a sloppily dressed person to represent their organization to the outside world.
The employers want the employees to provide the clients with the best products or services, whichever the case may be.
Organizations want their employees to be polite and kind with a good demonstration of manner to everyone with whom they come in contact. The organization focuses on punctuality to a great extent. Lack of punctuality in the organisational context is not tolerated. Modern-day employees should stand up to their commitments. This attribute is highly preferred by modern-day organizations. The employee should be devoted to the organization’s goals and success. The organizations demand the employees be innovative and flexible in their work approach. The organizations want their employees to be tech-savvy and be familiar with the latest technological inventions. Good communication skill is much preferable by modern-day employers. The employees should have effective leadership skills and should be comfortable in team collaboration. 
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Through this module, I went into experiencing and learning different methods and one of them was Kolb’s learning cycle which had four individual elements of learning in the cycle, 
Experience: this relates to the actual doing of the job
Observations and reflections- this deals with reviewing and reflecting on the experience.
Development of ideas- this idealizes with the process of learning from the experience.
Testing ideas in a practice-this element makes the person do practical implementation on the work or simply means planning, trying out what you have learned.
I have learned how to implement my personal development planning so that it helps me in my academic activity and employability. Setting better standards in my work by ensuring a higher success ratio with my academic life and also brings better professionalism in my work. This modulation has taught me managing my skill set and how I constantly work on myself and overcome my weak points (Taylor et al., 2019).
The beginning of my module, I did face a lot of issues and a range of different challenges like lacking confidence, unable to understand the allocation of various resources, with ineffective planning which was not good enough. In the end, however, this module helped me go through various challenges and pushing my limits as hard as possible. Taking part in this academic project was one of my decisions so far as this function boosted my learning skills as well as I gained many great experiences will working on my knowledge power and skills. It is difficult these days as it can be said that there are new challenges for managers in the market. This is due to working into and developing employability skills which basically allows us to accomplish our professional and personal development in a great manner (Day, 2019).
While going through this module of work I tried developing a new range of skills which I was very unaware of and also tried to enhance my practical knowledge which is based on HR policies like the recruitment procedure and major progress on my employability skills. While starting the module I really had no idea and neither much knowledge regarding the management tolls I know now about.  Honestly, I used to lack a lot of skill sets which I know now like the recruitment and employability part of management.  Then, later on, I was very aware of the tools and activities which take place in the management of a company.
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This report emphasizes my academic and employability skills. Personal SWOT analysis and a Personal Development Plan have been illustrated to portray my strength and weaknesses. The threats and opportunities have also been illustrated, along with the measures that can be undertaken to overcome my shortcomings. The working world in the current time frame has been discussed in brief in this report along with the employability skills that the modern organizations demand.. My academic process has also been portrayed with the aid of “Kolb’s Learning Cycle” in this report. It can be concluded from the report that academic and employability skills are vital in the development of the candidate’s professional and academic career.  
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