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Introduction
I aim to report on my own academic and employability skills at work and suggest how I can improve them by completing a SWOT analysis of myself and building this into a personal development plan.  In addition, I will explore what I can get out of this course and how to achieve the goals I have set myself. 
Academic skills relate to employability skills, for example, skills that are developed in higher education are implanted at work through good organisation, research, oral communication, problem solving and time management skills. Morgan (2017) says that focus is a key part of effective time management and that knowing what not tom focus on is as important what to focus on.  He explains that the key skill is prioritisation. Other transferable skills from an academic background include being able to work on my own initiative developing self-motivation and being able to work under pressure to meet schedules and deadlines. Additionally, valuing diversity and difference in the workplace is critical because different opinions bring strength to a workplace if managed well by taking on board other people’s feelings and expressing your requirements in an unemotional clear fashion – it allows us to achieve a win-win outcome. 
The use data and mathematics as evidence to support an academic essay also helps employability skills because analysing data means you can spot trends, develop marketing strategies and target a customer base. In their book Maund, A. Schriek, M. Tinkler, P K. (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook, Sage, say that `unlike small firms, large organisations buy in secondary data or mailing lists from specialised agencies. To illustrate, let us say that a tyre manufacturer wishes to promote their tyres to French car dealers. If no data are available, then one option is to buy the data from a specialised agency.  This is costly of course and does not guarantee a high response rate’ (p.162).  This is an example of how data can be used to target a customer base and increase business.  



SWOT analysis
One way to demonstrate this can be through a system called a SWOT analysis. This consists of identifying and analysing your strengths, weaknesses, opportunities and threats. SWOT is used to evaluate a company's competitive position and to develop strategic planning. It also assesses the internal and external aspects of the company as the potential it has and what can be achieved. This should mostly be used as a guide not as a set way of working.
To achieve this, it is important to also have a personal development plan. It consists of your goals and how long it will take to achieve them. You will know the best way to completing them and as you start following the path you set for yourself, you will have to monitor your progress as you go along. 
1.1 As part of my SWOT analysis, let me begin by exploring my strengths. I feel I am good at collaborating in a team and am comfortable being part of that team.  In addition, I learn quickly.  This is critical in a managerial role as there are lots of new knowledge and skills that need acquiring and applying quickly. Team members have commented that I am patient and careful, and that is an important skill for a manager, as being patient makes people feel comfortable. Finally, I am creative at work by looking beyond the established rules and trying to find better ways of making things happen.
1.2 Lets now examine my weaknesses. Firstly, I become easily distracted.  For example, in the store where I work there are often incidents and rather than continuing with my task I often stop to watch. Also, when I have too many tasks to carry out, this causes me considerable stress and anxiety so developing strategies to manage my workload it is important. Secondly, I become very nervous when I have to talk in front of people, and this is caused by the fact that English is my second language and I often struggle to find words and that causes my anxiety to grow. Developing my spoken and written English skills is something I will explore in my development plan.
1.3 What opportunities do these strengths and weaknesses create for me? To begin with, by upskilling myself by developing my English and management skills, I will be able to find a better job and lead a better lifestyle.  Gaining qualifications will allow me to target better paid jobs and develop my skills as a manager.  Improving my English is critical because this is the main line of communication that I need to be effective at my future job whether it be communicating with employees via email or using it to lead team meetings where making my voice heard in  a way that is clear and effective is really important.
1.4 Finally, let me explore threats. The greatest threat is the fact that English is my third language and I often struggle with understanding and making myself understood. I recognise that knowledge of English and applying this through the skill of speaking, listening, writing and reading is critical to my career development. In the UK job market, I will be competing with native speakers and that puts me at a real disadvantage. Creating a development plan that builds this knowledge and skill is central to my overall success. Secondly, I have a fear of those I compete with. This is because I find it hard visualising myself in a management role. I believe that I am not the best choice and am often passed up for promotion at work, so a great threat is my own self-belief. I will explore how I can overcome this in my personal development plan.
Personal development plan
My first goal is to improve my knowledge and skills in the field of management. I intend to do this by ensuring I review each course module regularly and really committing myself to this field of study. Where possible, I will commit to applying the knowledge learned on this course to my work setting. For example, I have become very aware of the importance of body language. In his book, Andrew, M. et. all. (2017) Skills for the Workplace Student Yearbook, explain that `verbal and nonverbal communication among group members defines much team life. Individual goals, team goals, structure and norms are evident in in the communication patterns that develop among members. Tasks are accomplished and relationships managed through interpersonal interaction’ (p.45) I try and maintain eye contact when talking with people and pay attention to the intonation of my voice making sure it is steady and respectful. I will also make sure that I keep a reflective journal to make me constantly think about how I act and to reflect on what I have done well and why and what I have done less well and could improve. This journal will include things I am able to do as I progress that I could not before the course, areas that I enjoy more and those that interest me less.  In addition, I will document the challenges I face and how I intend to overcome them.  These will include challenges with my own language skills and how I can improve them.  I also intend to document what I learn about myself as I progress in the course.
[bookmark: _GoBack]To build my confidence as a leader is also going to help develop me. That is more difficult because to build confidence, requires me to be in situations where I have to use my knowledge and skills. One skill that I feel needs development is that of critical thinking.  In his book, Morgan P (2017) The Business Student’s Guide to Study and Employability, defines it as `the development of and use of information beyond memory and repetition’ (p.69).  I would go further and say that critical thinking is how we critique, analyse and evaluate information in a way that goes beyond explaining it. So why is this important?  Well, to begin with a key managerial skill is being objective.  That means not letting your personal feelings or unconscious bias affect your judgement. Making myself critically evaluate how I respond to situations and how I interpret written documents is important in making sure I provide a balanced and objective summary.
My main goal is to be promoted to a middle management role and gain support of colleagues and senior managers.  In order to achieve this, I need to help from at least one manager above me and one at my level who look out for me and act as mentors as I `climb the ladder’.  To do this this I will have to build positive relationships and demonstrate that I am reliable and dependable.  I will also have to take the initiate by stepping up to more challenging tasks and trying to increase my circle of influence. If I achieve this, then my goal is to be given responsibility for managing a large team. I understand that achieving a successful outcome to this course and obtaining a qualification is important in making this happen.
How will I achieve this? A few of the steps I have taken in order to achieve this is taking certain classes and courses that will improve my skills required for it. One of the courses I am taking is Certificate in Higher Education: Skills for the Workplace which is divided in four modules: Academic and Employability Skills, Digital Skills, Effective Team Working and Communication, and Managing Enterprise in the 21st Century. In this module, I have learnt about Time Management, academic writing, language & grammar, vocabulary, sentence structure, and paragraphs. I have allocated specific evenings and weekends not only to studying the course content but also reading further around the subject of management study. I have motivated myself and made sure I take responsibilities for my personal development seriously, applying myself with rigour, which meant attending my classes regularly and putting  in the time to make the most of what I have learnt on the course.  For example, by keeping a reflective learning journal.
In addition, it will be important to monitor my progress so how will I do this. Well, firstly, I will celebrate small wins and work on the principal of marginal gains.  By monitoring these, I will be able to assess how well I am progressing towards my goals. These goals must be part of the bigger picture and understanding what that bigger picture is will be important to realising it.
Finally, I will follow the principles set out in Chapter seven of his book Cover, S.(2011)The Seven Habits of Highly Effective People where he talks about the importance of sharpening the saw where Covey talks about the importance of making sure our physical, emotional, spiritual and mental health remain balanced.  To do this, Covey says we must be proactive in how we make this happen. For me, that means taking time to read or listen to music that will lift my spirits, going to the gym to maintain my fitness and investing in my intellectual curiosity. 

Conclusion
It is important to be able to identify what my strengths and weaknesses are and how I can develop professionally.  This report has allowed me to reflect on this process and think critically about how I will do this. We have explored what academic and employability skills are, how they relate and how they can used effectively in the workplace but also to develop me as an effective manager. 
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