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[bookmark: _Toc38486794]Introduction
The report intends to assess several critical employability skills that the author of the report either has or needs to improve. These skills are excessively sought out by the employer and therefore regarded as mandatory to get higher employment opportunities. This report will attempt to discuss some of the key skills like time management, decision making, leadership traits, communication, problem-solving and finally teamwork. According to Kisner (2015) adroitness in areas like the mentioned skills helps individual job seekers to get better-facilitated jobs comparatively easily than those who do not have them. There are several reasons behind this; the mentioned skills make an individual more capable, professional, productive, and successful in doing his or her job. Therefore, I must adapt and develop my abilities in these areas to get the desired job within a short time and ensure proper job performance. 



[bookmark: _Toc38486556][bookmark: _Toc38486795]SWOT Analysis on Academic and Employability Skills 
A SWOT analysis has been conducted by myself in evaluating my own personal and professional skills. From that SWOT analysis, I have found certain strengths and weaknesses. My strengths will be capitalized in the workplace wherever my weaknesses are needed to be minimized through a personal development plan. I have found the followings: 
Strengths:
· Communication
· Leadership qualities
· Teamwork
Weaknesses:
· Time management
· Decision making 
· Problem-solving
These named weaknesses are the biggest impediments in entering the workplace as they are highly sought out by the employers. Hence, I must engage myself in developing these skills. In the personal development plan, discussed in the report, will mainly analyse my professional skills where I am weak and recommend certain actions to mitigate those weaknesses by some appropriate measures. 
The following discussions talk about both the skills I have and skills that I am weak and therefore needed to be enhanced.





[bookmark: _Toc38486796][bookmark: _Hlk36834438]Communication
Communication is the process that carries information from one individual to another, from one place to some other place. Generally, communication involves two parties; one sender and one receiver. When a firm needs to recruit any new employee, it thoroughly examines his or her communication abilities (Harrison et al, 2015). To get a job, a candid must show adequate verbal and written skills. A new work environment is full of various ideas and activities. Communication skills enable one to flawlessly share his or her thoughts, ideas, knowledge, expertise etc. with his or her peers making it easier for everybody to understand. 
I have been developing effective communication skills for years preparing myself for employment. In the process, I have participated in various programs and workshops to sharpen by communication adroitness. Superior managers expect that junior-level employees will maintain communication to inform about their progress, guidance for potential ambiguities, assistance in understanding etc. and all these cannot happen without fluent and undisrupted communication from all the involved parties.  Communication skills ease networking process as employees must continuously build and nourish network with people within and beyond the organisation (Carland, 2017). Networks outside of the organisation will help me to broaden my firm’s opportunities for doing business and ensuring higher growth prospects. 
[bookmark: _Toc38486797]Leadership Quality
Leadership quality is the collection of all the features, skills, qualification, and motives of a leader who supports and manages a group of individual staffs under his or her direct supervision, authority, and control to attain the broader objectives of the company. According to Rigg (2013), leadership quality is rare and vastly sought out. There are several leadership styles like democratic, autocratic, strategic, transitional leadership etc. An employee who has leadership quality is different from others who only obey orders but cannot take the role of a true leader. Leadership quality intends to maximize its impact and influence over the general staffs and personnel by showing appropriate pathway toward success for each of them. It helps a company to get the right direction and to get teams properly managed; a leader’s job is to guide and encourage to follow his shown path. 
[bookmark: _GoBack]I have some of the leadership qualities. For example, I know how to listen and motivate people. A true leader does not enforce anything on his or her follower by force, rather he or she tries to make a position impression that what he asking employees to do is highly crucial for the sake of the organisation and everyone within it (Ayala and Manzano, 2020). A leader does not only give orders rather he or she listens to the complains, suggestions etc. of the employees. besides these two qualities of a leader, I am a positive thinker like any successful leader. Incorporations, negative thinking acts as a destroyer of opportunities and all the good outcomes. A leader values positiveness, inspiration, motivation etc. as he or she has the outlook, strengths, courage to overcome any defeat or any disastrous situations. Saying that my existing leadership skills are needed to be brushed and enhanced so that I can succeed in my career. 
[bookmark: _Toc38486798]Teamwork
Wircenski (2018) has stated that teamwork skills are related to abilities that help individuals to flock together to accomplish certain works, projects, or any other activities together in a group. Teamwork largely depends on teammates’ fluency in communication, listening and other abilities to function together as a single entity. A team is normally goal-oriented where members work together to figure out how the goal is going to be achieved. Under teamwork, individual members split the whole work into many pieces and allocate those parts into themselves where they are specialized. It is valued as a crucial employability skill as it increases the quality of output and productivity that an employee provides to the firm. Teamwork becomes effective when staff feels free to work with individuals regardless of gender, age, ethnicity, skin colour or any other differences (Haasler, 2013). 
Through academic and non-academic activities, I have experienced the spirit and functionality of working together as a team. I have found it highly effective to ensure optimal use of time and other resources when tasks are allocated in a team to accomplish. Due to this skill, I have experienced that teamwork enables me to accomplish work much faster with little difficulties at due time. Further improvement on the matter will happen when I will join my workplace as new work environment will let me work out and improve my team working skills (Fraser et al, 2019). In an organisation’s planning, budgeting, change management, crisis solving etc. situations, teamwork will help. Furthermore, I gave to enhance my ability to participate and function under the team formed by the instructions and direction of upper-level management of my firm. 
[bookmark: _Toc38486799]Time management
Time management skill is the adroitness of a job seeker to plan the use of time for any activities and spend time according to the plan without delaying any activities in the process. A job seeker ought to have this skill as it lets him or she accomplishes all his or her responsibilities in the job without creating any headache or stress. Hart (2019) emphasised on the fact that proper time management leads to the successful accomplishment of activities following the planning. 
Time management skill helps an organisation to be cost-effective as extending the time for any project or activity involves with higher cost and time cautious employee does not let that happen. Postponement of any service or product delivery to customers often results in the inability to retain the customer in the future. I do not have a decent command overtime management as I keep any of my work pending. Therefore, I need to improve in this skill as time is treated as money in business and any lacking here is simply unforgivable (Griffin and Annulis, 2013). 
[bookmark: _Toc38486800]Decision making
From an organisational point of view, decision-making is involved with taking an appropriate decision at the proper time that goes with the mission, vision, objectives of the firm and maximizes its productivity, efficiency, and effectiveness. A decision-maker must decide such a way that firm’s interests are given topmost priority. Making proper decision effectively can bring one employee to the apex of his professional achievement. Decision making skill assists a person to make the decision from multiple numbers of alternatives which one is the best suited with the circumstance. That is why individuals who can scrutiny multiple options carefully and make the optimal decision out of the alternatives based on his or her through analysis and assessment of the alternatives, will stay ahead in the competition of getting job easily. 
The decision-making process should be free from loopholes and other severe errors to get a positive outcome (Messum et al, 2017). As a student involved with academic materials and activities, I do not have adequate touch with real-world knowledge and understandings that may come handy for working with organisations. However, as one’s ability of decision making in professional life is severely influenced by his decision-making capacity and personality, I am not completely lagging in this regard. 
[bookmark: _Toc38486801]Problem-solving
The skill of problems solving with the use of a variety of methods appropriately and logically so that adverse situations and outcomes can carefully and strategically be mitigated. Bates et al, (2019) have viewed that persons having problem-solving abilities are greatly valued and treated as a firm’s long-term assets as they can almost solve any problems that are unexpected by anyone’s imagination. Prevailing of such skill is critically tested and evaluated by interviewers or some other screening personnel while recruiting fresh employees. Problem-solving requires a set of skills like analytical abilities, judgement, confidence etc. using what an employee mitigates certain issues (Miller et al, 2013).
Problem-solving skill is highly appreciated and sought out in almost all organisations. In addition to its huge demand, this skill lets an employee to get promoted and appreciated within the organisation. My problem-solving skill is not well prepared to face realistic corporate adverse situations. By being an effective and efficient problem solver, I will become able to well equipped with the knowledge and expertise to even forecast potential problems that may arise shortly; so precautionary measures can be taken. Often these precautionary measures save costs and result in higher profitability and growth in the market comparing to many other rival firms (Vishnu, 2012). 


[bookmark: _Toc38486802]Personal Development Plan
I have found that I lack expertise in three specific skills that must be taken care of. The skills where I need further improvement are time management, decision making and problem-solving. Though I do not intentionally waste my time, I often end up accomplishing my activates beyond the schedule. Hence, I may follow Pareto’s 80-20 rule; this rule states that 80 per cent of work outcome comes from 20 per cent of the work. Hence, I should schedule my activities prioritizing the most important works and give them adequate time to be accomplished. Moreover, I should not procrastinate and must accomplish my activities promptly. 
To equipped with greater efficiency in decision making skill, I must work with my ability to improve analysis, case study and other related abilities by talking and working with experienced personnel who can help and guide me on this issue. I also have some deficiency in the skill of problem-solving; I must work on developing general problem identification, analysis and interpretation abilities based on what, I will be able to enhance and broaden my problem-solving capacity for the professional life.
The upper hand in areas like mathematics, analytics, coding etc help an individual like me to be a better and more effective problem solver in both corporate and professional arena (Carnegie et al, 2016). To be a better solver, I need to analyse the problem first, break them into tiny portions, making appropriate decision formulation through brainstorming and finally implementation of the possible solution.


My Personal Development Plan is shown in the table below:
	Weak Skills
	Specific areas needed to be addressed
	Ways to mitigate the weaknesses
	Required time (Appropriately)

	Time management
	procrastination, time allocation, 
	Pareto’s 80-20 rule, justified utilization of time
	5 months

	Decision making
	Ambiguities, analytics 
	Professional courses, analytical- ability development
	4 months

	Problem-solving
	Lack of professional experience
	Improving abilities like mathematics, coding, problem identification, analysis, interpretation.
	6 months




[bookmark: _Toc38486803]Conclusion
This report has successfully analysed several employable skills that should be adopted and excelled by the author to broaden his scope of employability. After conducting the report, the author has understood the magnitude of the significance of employability skills for a brighter and prosperous career. The contemporary job market is excessively competitive and having these skills are handy to be successfully ahead of the competitors.  Organisations emphasize recruiting individuals having such skills because it helps them to perform their activities more effectively and efficiently. Graduates ought to develop the mentioned skills in the report and they may get further improvement on these skills through various training and workshops after getting employed. These skills are not only helpful for getting a job but also improves job performance and therefore affects employees by various scopes and opportunities.  
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