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Here in this report, I am appointed as the Sales Assistant in a reputed company. Further, here I would be describing about my own academic and employability skills. Academic skills are the core skills which are involved in academic writing, presentation skills and many others. This in turn has helped me in developing complex skills like critical thinking and reflective practice (Abramova et al., 2016). An academic skill has allowed me to become an efficient learner, thereby instilling a sense of confidence among me.  Being a sales assistant, I have to interact with a number of customers. Academic discourse is a kind of skill which has helped me to communicate effectively in places of group discussions. 
Along with academic skills, employability skills would also be discussed in this report. Employability Skills is a range of skills which the employer seeks in an employee. The essential employability skills which I have gathered in the process of learning includes the potential to solve problem, oral communication, ability to use proper technology, using information appropriately, managing resource, collaborating with other team members effectively and many others. 
In accordance to a report, it has been found that 62% of recruiting professional recognises the employability skill of solving problem as a skill which adds to the point of being hired.  The skill of solving problem is one of a crucial one. It is so because, majority of the companies have been facing a lot of problem. Hence, failing to address the problems would lead them to face difficult situations (Cottrell et al., 2019). 
Therefore, employees who would be able to solve the problem effectively are hired in the first place.
[bookmark: _Toc37451330]Analysis of one’s own skill 
In this case three tools would be essentially discussed. The tools which I would discuss are SWOT, Personal Development Plan and Time management tools. 
SWOT is defined to be a kind of analyzing tool which helps to determine the factors of strength, weakness, opportunities and threats respectively (Vondracek et al., 2019). A personal SWOT often helps in getting a clear idea about the pursuit of one’s career goals. 
Strengths: : In analyzing the personal development plan, I witnessed that I have equally good at communication skills. It is through which I have been delivering proper message to the employees in shortest period of time.  However, this is the kind of gift with which I have been naturally gifted. 
I have been working to develop my concentration skills, in which I am poor at. Speaking in the context of team work, I have been quite efficient in managing a team. Two aspects which help in maintaining a team are coordination and cooperation respectively. My team members are quite satisfied with the way I guide them. 
Being a sales assistant in a reputed company, I have faced a lot of pressure in the work. But, I have never complained about it and carried the same in a much friendly and polite manner. 
Weakness: : I am striving to develop my leadership skills. Being a leader, I suffer from anxiety issues and sometimes do not have sufficient amount of courage to deal with the difficult problems. I often end up blaming my team members. 
My team member is really not happy with my anxiety. I have anxiety issues. They face a lot of problems in the hour of work. 
Opportunities: There have been a number of opportunities in the field of Sales Assistant. The positions pertaining to Sales Assistant includes Retails Part Advisor Apprentice, Customer Service Representative Apprentice. The salary of which differs from one organization to another. Along with this certain courses are also facilitated to improve the  performance of my job role. Certification courses pertaining to retail skills are being provided to the individual. 
However, as I took few certification courses I eventually gathered experience about to become a retail supervisor or departmental manager. 
Threats: A number of competitors are existent in the market. The company is planning to change its direction, by making use of different techniques. 
Competitors might imitate the concept of our company and make it in their use. Hence, the company at present must think of other alternatives to survive in the competitive market.
[bookmark: _Toc37451331]Time Management tool 
Time Management Tool is a kind of tool which helps in managing the number of hours throughout the day (Alomar et al., 2016).  It is more about implementing a planning structure on which the person would be allocating his/her time in carrying out the particular tasks. The tasks could be professional as well as personal. Managing the time effectively allows a person to plan their daily tasks within a defined deadline. 
As a sales assistant, I have made use of four tools of time management respectively. The essential tools of time management are Todo List, Calendar, Notebook and Address Book respectively. 
Todo List: It is considered to be the foundation of a productive system. Todo List has helped me a lot in managing the time efficiently. The tool has always accompanied me in the handling the work pressure, thereby meeting the deadlines. 
Calendar: Calendar has always helped me to get an idea about how and where I have been spending more time in. A good calendar is the one which has guided me  in tracking, planning and scheduling my time. It has not only helped me in conducting meetings but also enhanced me in carrying out the project within a specific time. 
Address Book: It is another tool of time management which helps to make a connection whenever I felt it to be important. It records all the important particulars of a person which might be helpful to me. Particulars contain information like e-mail address and phone numbers of people. 
Notebook: Notebook has considerably helped me to write all the important notes which I can address at any point of time. Notebook is the place from which I can gather the retrieved source of information. 
[bookmark: _Toc37451332]Personal Development Plan
Personal Development Plan is a process through which an action plan could be created depending on the values, awareness, reflection and goal setting (Niederwieser et al., 2016). Further it is done in the context of a career , education and for self improvement. 
	Target 
	Action to achieve
	Evidence
	Target Date

	
	
	
	

	Increasing the level of knowledge and vocabulary 
	· Continuous practice 
· The mind should be open to learn new things
· Research in one’s own free time
· To read certain books which are out of the curriculum. As it would help in improving the knowledge.
· Rigorously go through those particulars which has been already taught
	· Improved critical thinking skills
· Having a vast knowledge by reading variety of books, articles, magazines

	5 months 

	Increasing the level of concentration
	· Meditating twice a day
· Exercise frequently
· Keeping the distracted things away from the sight
· Developing the will power
· Reading patiently.
	· Able to deliver work with proper dedication
· Minimal mistakes at work
· Able to come up with innovative ideas at work
	2 month

	Building a cordial relationship with other employees
	· Generating constructive feedback
· To maintain an open door policy
· Communicate efficiently
· Paying Respect to the employees
· Showing an interest in learning
· Learn to be empathetic towards the employees
	· Minimal rate of conflicts
· Appreciating the work of employees
· Friendliness
· Respecting the viewpoint of other employees

	2 month 

	Focussing more on time management
	· By prioritizing the tasks
· Establishing deadlines
· Not to be over-stressed
· Limit the use of multitasking
· Setting an agenda for tasks
· Controlling delayed activities
	· Delivering projects on time
· Meeting the deadlines

	4 months 

	Meeting deadlines
	· Create a list of which projects have a deadline
· Dividing the project as per one’s own convenience
· Communicating efficiently on having a particular deadline
· Getting an idea of the specifics
· Being committed towards the work
	· Work getting delivered before time
· Organised work
· Easy to understand
· Not a rushed work
· Focussed work
	 2 months 
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A sales assistant is the one which mainly focuses on customers while they are shopping. They are always ready to answer the doubts or queries which might arise out of the minds of customers (Alotaibi et al., 2016). Their responsibility is to provide assistance by advising them, handling matters of payment, to check the availability of stocks in the retail store. The pay scale of sales assistant varies from one organization to another. However, in accordance to a report it has been found that majority of the retail companies provide discounts on their products to their employees staff. The rate of discount might vary from 20% and 50% respectively. However, in certain cases being a sales assistant I had to work during bank holidays and even on Sundays. 
As a sales assistant, my job responsibilities were:
· To listen the needs of customers very carefully. 
· To provide specific information about the features, quality and availability of products. 
· To guide the customers in finding the products they are looking for. 
· Resolving any issues of payment. 
· Informing the customers about any special offers.
· Ensuring the availability of stocks in the store.
· To protect the products from being shoplifted. 
Speaking in regard to qualification, I have acquired a degree in numeracy and literacy effectively. 
Since I had been appointed as a Sales Assistant, I have experienced a number of diversified tasks in my work field. One of the main tasks of Sales Assistant is to increase the rate of productivity in the company. Along with the productivity, the profit margin also thereby increases simultaneously. The skills which I had gathered in this work field are  possessing a good teamwork, being flexible in performing various tasks, to be friendly and polite with people even during the time of pressure and many others. 
[bookmark: _Toc37451334]Reflection on academic Progress
As days are passing by, I am gathering experience in my work field. The more I am gathering experience in my work field, the more I have been able to deliver with positive outcome in the organization. Earlier, I had no experience in handling public. But now, I have been proficient in handling the pressure of my job. 
Communication is one of the key aspects in working as a Sales Assistant. Failing to talk in a polite way would hinder the process and the customers would not be interested in purchasing the product. 
I have developed a level of interest in my professional life as a Sales Assistant.  The work has never haunted me as before. I developed a likeness towards my profession. Yes, I never felt that I have been punished to work even on holidays. Rather, I had a feeling that my company needed my assistance during such a tough time. Though I am paid for the holidays I work for. 
I am quite satisfied with my profession and I am longing to work in this field as long as I can. 
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Conclusively, I would like to conclude that the importance of academic and employability skills have been stressed. Further, the report has been elaborated by stressing on the tools like SWOT Analysis, Time Management Tools and Personal Development Plan effectively. SWOT is a kind of tool which has helped me to talk about the strengths, weakness , opportunities and threats of my position as a sales assistant. With the help of this analysis, I would be able to rectify my areas of rectification, so that it could be modified in the near future. This in turn would help in enhancing the productivity of a person. The tools of time management which has been talked about are Todo list, Notebook, Calendar and Address Book respectively. Secondly, an understanding of the work field of Sales Assistant has been given. This section has helped me to elaborate the functionalities of Sales Assistant. 
Thirdly, I have essentially drawn a comparison between the academic progresses which I have made in the recent years. The change has been quite beneficial and positive in nature. I have gained a lot of experience as working in the position of Sales Assistant. 
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