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Introduction 
Career development skills are typically defined as the skill set that is needed to effectively perform a job or to manage one’s career (Hancock & Walsh 2016). These skills are sometimes confused with the technical expertise required to do a job. Nonetheless, the literature has a very thin line of differentiation between both (Choi, Kim & Kim 2015). The technical skills are different from the career development skills as those are the basic understanding of the process. Besides, these skills vary from one field to another. However, in case of the career development skills, these are typically generic for all fields (Manuti et al. 2015). For instance, for an engineer to perform his or her job of maintenance, he must have an idea of the machine’s technicalities and specifications. This understanding would vary from one machine to another, i.e. it will have different knowledge and skillset from one sector to another (Hennekam 2015). However, in the case of career development skills, these will remain generic. Normally, career development skills include soft skills. This includes but is not limited to communication skills, planning and organisation, time management, interpersonal skills, flexibility, negotiation skills, conflict resolution skills, leadership and management skills, people management and several others. This list goes on and on. Although the skills remain generic for most of the fields, their level of importance may vary from one field to another (Fernández-Cruz & Fernández-Díaz 2016; Beddoe 2015). For instance, negotiation skills might be more preferable by a sales professional than someone working in the production operations. The reason why career development skills got too much attention in the past few years includes several aspects (Agran et al. 2016). Foremost, labour markets are getting competitive. For the graduates to get their dream job, they are needed to outperform in all areas. Secondly, the employers are getting developed over time and they need smart employees rather than simple hard workers (Barker 2016; Chlebikova, Misankova & Kramarova 2015). Thus, the career development skills are essential for the graduates to improve their employability as well as career growth in the professional area. The objective of this paper is to understand the skills and knowledge that is needed to work effectively. Starting from research-informed literature to explore the importance of career development, the paper will discuss various skills in this regard. Subsequently, I will present a personal reflection using Boud’s triangular representation model. Besides, I will also present my SWOT analysis to understand my strengths and weaknesses. In the next section, I will outline my employment goals along with a short description of the skills needed to achieve those. This will enable me to conduct a gap analysis in the skills needed and my current skill set. Lastly, an action plan will be presented to improve on the areas of weaknesses. 
Literature review – Importance of career development skills 
In the previous section of this paper, a brief overview of the career development skills has been presented. Besides, it has also been briefly covered that why these skills are considered essential for the graduates in the modern area of job markets. This section of the paper will present an overview of research-informed literature. To improve understanding, it has been divided into various sections. The first section will briefly cover the importance of these skills. This will be followed by different career development skills and their importance in the contemporary employment markets. 
Importance of career development skills 
With a change in the way the organisation operates, the skills requirements for potential employees is also observing a shift (Ngoma & Dithan Ntale 2016). Initially, there was a major focus on the hard skills of the employees. The hard skills are typically referred to the technical abilities of an individual to perform any particular job (Ball, Joyce & Anderson-Butcher 2016). There was an extensive focus on the hard skills initially because most of the workplaces were oriented on the manual jobs with physical involvement of the employees. In other words, most of the work was required to be done by hand, and it was essential for the employees to had the technical abilities to handle manual work ( et al. 2017). Nonetheless, over time, digitalisation has taken over the workplaces as it played its role in almost every other sector (Cukier, Hodson & Omar 2018). Most of the work and routine tasks within the workplaces are shifting to automation with little involvement of the human. This has decreased the role of employees in the technical application. However, the jobs that still require human intervention has expected an increase as a result of this shift (Ghislieri, Molino & Cortese 2018; Ngai, Cheung & Yuan 2016). These jobs such as sales, people management, leadership and management are more focused on the soft skills of the individuals rather than their hard skills. Rajadurai et al. (2018) mentioned another compelling reason why soft skills are important. According to the researchers, both soft skills and hard skills are interdependent. The hard skills are typically learnt from experience or technical knowledge. An individual with excellent hard skills might not have the ability to learn soft skills. However, soft skills such as good learning potency, flexibility and communication skills would help an individual to quickly learn the hard skills required for a job (Feffer 2016). Therefore, soft skills, or more specifically, career development skills are getting increased attention. 
According to research conducted by Michnick Golinkoff and Hirsh-Pasek (2016), 92 per cent of the employees in the United Kingdom gives more importance to the soft skills than hard skills or technical expertise of the individuals. Out of this, 30 per cent of the employees give importance to only soft skills, while remaining 62 per cent gave importance to a mixture of soft and hard skills with a specific focus on the soft skills only. This indicates that soft skills which constitute the major portion of contemporary career development skills are essential for the graduates to excel in their career development aspirations. 
Career development skills 
After having an overview of career development skills and their importance in the previous section of this paper, this section will briefly outline different career development skills and their importance with the help of available literature: 

Communication skills 
Communication skills including both written and verbal communication are considered to be the topmost requirement in any field. Better communication skills enable an individual to interact better with different stakeholders in the workplace (Collet, Hine & du Plessis 2015). This will not only help in maintaining higher productivity but will also make the individual a good learner. A good communicator will have better-listening skills, which will improve attention to the details. Consequently, with this skillset, the individual will be able to better perform the job irrespective of the nature of the work (Ang 2015). Besides, this will also initiate a mechanism of continuous learning by interacting with other stakeholders in the workplace. 
Analytical and research skills
As argued by Misra and Khurana (2017), analytical and research skills are as important as hard skills or technical understanding. For an employee to perform his or her job better, the problems and usual flow of the activities within the workplace must be critically analysed. This will not only help in the continuous improvement within the job role but will also extend the individual learning of the employee. In addition to this, the research skills are considered essential to stay informed about recent developments (Jackson 2016; Scott et al. 2019). This helps to improve the personal knowledge of the individual employees and also help to find out the creative solutions to typical problems related to the workplace. 
Flexibility 
According to Suleman (2016), the modern workplaces, for most of the times, do not look for the masters of the field. Rather, they are more focused on the Jacks of all and master of none. In other words, employers look for individuals with a high degree of flexibility. Flexibility is considered as the ability of an individual to perform with the same level of interest and performance in different areas. Besides, flexibility makes an individual adaptable to a different situation to adjust and maintain their performance. For instance, the contemporary organisations may require employees to travel to different locations and even work remotely. On the other hand, a single individual might be required to work at different positions depending upon the organisational requirements (Tsitskari et al. 2017; McMurray et al. 2016). In these scenarios, the employees with a rigid attitude are not preferred. On the other hand, the employees with a high degree of adaptability and flexibility are also given with options of career advancement. Thus, the skills of flexibility will allow the individual employees to improve their skill set as well as career development over time. 
Problem solving and creativity
The contemporary organisations of today need employees with creative problem-solving skills. This enables the organisations to improve their innovation capability, which, in turn, help to attain competitive advantage (Williams 2015). It is important to note that creativity and problem solving might be considered as soft skills; however, they are developed with experience and over time. In addition to this, the problem-solving skills might not be generic as communication skills. In other words, to resolve the problems in a particular area, the individual must have appropriate knowledge of a particular area or sector. However, for creativity, this is considered to be an intrinsic skill of the individuals and also develops with experience (Abas & Imam 2016). Similar to all other career development skills, problem solving and creativity helps an individual to place himself/herself ahead of other potential candidates. Other than the career development, both of these skills contribute heavily towards individual’s work efficiency. Instead of focusing on conventional solutions, these skills help an individual to think out of the box (Kalfa & Taksa 2015). This will eventually help to improve the efficiency and performance in the workplace. 
People management 
At a managerial or leadership role, people management is one of the most desired career development skills. People management skills involve the ability of an individual to lead, train, develop and manage a team (Singh & Singh 2017). With appropriate team management skills, an individual would be able to lead the team from the front. This skill enables the individual to understand the individual behaviour, which will not only help in better management of the team but will also assist in improving the performance of the team as a whole (Matsouka & Mihail 2016). For instance, with an understanding of individual behaviour, an individual will be able to better engage the grass-root level team. This will help to improve the personal connection and trust between the team members, which will eventually improve the overall performance of the workplace. 
Computer literacy and digital applications 
As demonstrated earlier, digitalisation is taking over almost every workplace. The manual work and tasks are getting replaced by digital alternatives. In this situation, the individual employees must have a high level of computer literacy and the use of the digital application. Reliance on the conventional way of work will end up in nothing more than inefficiencies (Pradhan 2015; Cavanagh et al. 2015). Similar to what has been mentioned in other skills, computer literacy will add positively to individual performance. In addition to this, it also helps an individual to continuously improve his or her knowledge and skill set related to hard skills. For instance, the Internet is a source of information and with appropriate computer literacy, an individual can attain almost any type of information out of this (Graduate Employability in Context 2017). Besides, with an appropriate grip over the use of the digital application, an individual may also outperform in comparison to the employees with a relatively lesser understanding of these digital applications. Thus, to survive and excel in contemporary workplaces, an individual need to have a high level of computer literacy and expertise to use digital applications. 
An overview of the literature highlights that career development skills are essential for an individual to achieve his or her career aspirations. The skills that have been discussed in this section of the paper will help the individual candidates to stand out of the crowd in the competitive employment markets of today. In addition to this, with an appropriate development in these skills, an individual may also improve his or her professional abilities and performance. As demonstrated earlier, the preference and the importance of different skills may vary depending upon the field or sector. However, in general, all of these skills are even more important than hard skills or technical understandings. 

Personal strengths and weaknesses 
In the previous section, an overview of the career development skills has been presented concerning the available literature. This section will aim to present my strengths and weaknesses. For this purpose, I will use Boud’s triangular model of reflection. This model consists of three distinct questions that aim to explore experience, reflection and learning. The questions include, what, so what and now what. The reflection exercise helps to reflect on various learning incidents happened in the past. The strengths and weaknesses driven by these learning incidents are considered as an outcome of this reflection exercise (Lovett et al. 2019). Taken this as an outcome, the subsequent section will develop the personal action plan to improve in these areas. To understand my strengths and weaknesses, through the course of this section, I will use my learning experience until my current level of education along with the practical exposure that I got. The reflection is as hereunder followed by a personal SWOT analysis: 
What?
I had not any idea of career development skills until college. In the previous grades, although we had been engaged in different activities, I did not regard that as skill development exercises. However, the high school provide me with an opportunity to get a detailed idea of what communication skills and presentation skills are along with the significance. In my early high school year, I was a shy kind of kid. I was always shy and reluctant to speak in front of the whole class. Due to this problem, my presentation skills always remained under the mark. This was particularly because of my limited socialization. Unlike other students of my age, I had a very limited circle and was happy with that only. However, the college started with an entirely new window of opportunities. I enter in my college life with new goals and career aspirations. I knew already that presentation skills and public speaking are among the grey areas and I need to improve. I set that as my personal goal and put all my efforts to improve. For instance, I seek guidance from the teachers and have also enrolled myself volunteer in various societies within the institute. All these societies provided me with a platform to interact with people from diverse fields. This did not only help me to improve on my communication skills, but also provided me with the courage to speak in front of the public. 
However, aside from an improvement in my biggest fear, college life also provided me with another list of skills to improve on. While participating in the group exercise and responding to various assignments for the classes, I had closed monitoring of my management skills and teamwork abilities. Besides, different modules and the assessments that have been done also provided me with an opportunity to improve my computer literacy and research skills. For instance, in completion of the written assessments, academic posters and other assignments, I got an exposure to different software. Also, these assessments helped me to effectively develop the skills of desk research. Moreover, the group assessments helped to improve the planning and organisation skills. These helped all of the group members to get exposure to people from a diverse background. While working in the team, one has to work and react beyond his or her personal feelings and wills. I have closely understood and analysed the conflicts arising in the group work that eventually led to poor group efficiency. Diversity among the team members, thus, should be effectively understood and respected to avoid any problem in teamwork. 
So what?
In the previous sub-section, an overview of the random experiences throughout my academic journey has been presented. I have argued that communication skills and interpersonal skills were among the grey areas that I have developed over time. However, management skills, leadership abilities, people management, diversity management and conflict resolution are critical areas to improve on. The context of group work within the educational institutes may be symbolised with teamwork in the modern workplaces. An individual having higher teamwork and performance at an academic level would certainly perform outclass in the workplaces. This is mainly because the norms and factors controlling teamwork typically remain the same in all situations. For instance, diversity among the team members or colleagues will always be a critical issue to understand and respect. This will help to avoid any conflict within the team to improve its performance. Similarly, I also consider management and leadership skills among the key areas of improvement. I need practical exposure in a real-life scenario to better understand my performance in these areas along with further developments. Similarly, understanding diversity, people management, and flexibility may also be regarded as the key skills for improvements.
Now what?
Based on the discussion carried out in the previous sections of this reflection, this section would aim to present a personal SWOT analysis. This will be based on a summary of previous sections and would set a basis for the personal development plan that I will prepare in the subsequent sections. My SWOT analysis is as follows: 
	Strengths
	Weaknesses

	1. Creativity
1. Good oral and written communication skills. 
1. Determined to achieve my goals. 
1. Honesty. 
1. Disciplined. 
1. Attentive to the details. 
1. Action-oriented in terms of my approach. 
	1. Disorganised and self-critical. 
1. Lack of confidence for public speaking specifically if everyone is unknown. 
1. Problems in delegation skills. 
1. Lack of appropriate management and leadership skills. 
1. Inappropriate adaptability or flexibility. 
1. Poor people management skills and teamwork. 

	Opportunities
	Threats

	1. Being in one of the prestigious institutes, I can make use of my time to develop myself in the areas of weaknesses. This will help me attain my career goals. 
1. I can look for the placement and internship opportunities to get exposure to the real-life applications of these skills. 
	1. Failure to achieve the desired level of skills will push me away from my career goals. 
1. Financial difficulties may result in an inability to take the desired course for skill development. 



Employment goals 
In the previous sections of this paper, I have provided a detailed overview of the employability and career development skills in light of the available literature. Later on, I have also reflected to understand my strengths and weaknesses. Besides, the last section has also provided a SWOT analysis, in which I have also identified various opportunities and threats following my strengths and weaknesses. Moving on with this, the section under consideration will outline my employment goals. The objective of this section is to understand the skills associated with my chosen employment goals. The output of this section will be to get the required skillset. This will then be compared with my strengths and weaknesses. A comparison and analysis in this regard will present the gaps. These gaps will then be addressed through a personal action plan to improve on the skills with relative weaknesses. 
My long-term employment goals are broadly outlined as follows: 
1. To be a part of a fortune-500 company in 5 years after my graduation. 
1. To be a global people manager by developing an experience of handling diversified teams in diversifying roles across various organisations. 
1. To be a lifetime learner and to improve my skills and knowledge continuously to serve my profession better and with passion. 
Basing on the long-term goals presented above, the short-term employment goals are provided below: 
1. To graduate from the college with good grades and specifically with excellent employability skills in the next 2 years. 
1. To attain certifications related to my field to enhance my hard skills and credibility. 
1. To be more social and take relevant courses to improve on the areas of my weaknesses, specifically for soft skills. 
1. To look for the placement and internship opportunities to improve my practical exposure within the next one year. 
Personal action planning 
The last section of the paper will consider the details presented in previous sections. The details of strengths and weaknesses will be considered along with the employment goals. Based on these, the gaps would be evaluated. Based on the gaps, the personal action plan has been presented. 
A review of the personal SWOT analysis and reflection in contrast with the employment goals will highlight a deficiency in the following skills: 
1. Organisation and planning skills. 
1. Lack of confidence for public speaking. 
1. Diversity management. 
1. Adaptability and flexibility skills. 
1. Leadership and management skills. 
1. People management. 
For each of the weak areas, the following table presents the action plans to improve each of these areas: 
	Skills
	Action plan
	Resource needed
	Timeline 

	Organisation and planning
	Initiate changes in the lifestyle by adapting an organised and well-planned lifestyle. Use of note-taking and timetable should be developed as a habit. 
	Access to the required tools for timetable and note-taking. 
	Q3-2020

	Lack of confidence 
	Make myself more social. Take participation in debates. Besides, I would also develop the habit of book reading to improve my knowledge. 
	Membership of the debating society. Access to the library for accessing books. 
	Q3-2020

	Diversity management 
	Look for the placement opportunity. Besides, for the group assignments in the next courses, I will work with the multi-cultural teams. 
	Availability of the group assignments in the next courses and students from diverse culture. 
	Q4-2020

	Adaptability and flexibility 
	Look for the placement opportunity to test adaptability in a real-life scenario. 
	Placement opportunity. 
	Q2-2021

	Leadership and management 
	Effectively take part in the group assignments and take short-courses to get the basics of leadership and management skills in action. 
	Financial support for courses. 
Placement opportunity. 
	Q2-2021




Conclusion 
The discussion in the paper can be concluded by summarising that with the changing dynamics of modern organisations, the skills requirements for potential employees is also observing a shift. Initially, there was a major focus on the hard skills of the employees. The hard skills are typically referred to the technical abilities of an individual to perform any particular job. There was an extensive focus on the hard skills initially because most of the workplaces were oriented on the manual jobs with physical involvement of the employees. In other words, most of the work was required to be done by hand, and it was essential for the employees to had the technical abilities to handle manual work. Nonetheless, over time, digitalisation has taken over the workplaces as it played its role in almost every other sector. Most of the work and routine tasks within the workplaces are shifting to automation with little involvement of the human. This has decreased the role of employees in the technical application. However, the jobs that still require human intervention has expected an increase as a result of this shift. According to recent research, 92 per cent of the employees in the United Kingdom gives more importance to the soft skills than hard skills or technical expertise of the individuals. Out of this, 30 per cent of the employees give importance to only soft skills, while remaining 62 per cent gave importance to a mixture of soft and hard skills with a specific focus on the soft skills only. Looking at my skill set, college life, aside from an improvement in my biggest fear, has also provided me with another list of skills to improve on. While participating in the group exercise and responding to various assignments for the classes, I had closed monitoring of my management skills and teamwork abilities. Besides, different modules and the assessments that have been done also provided me with an opportunity to improve my computer literacy and research skills. For instance, in completion of the written assessments, academic posters and other assignments, I got an exposure to different software. Besides, these assessments also helped me to effectively develop the skills of desk research. Comparing with the employment objectives, the gaps that I have identified will be addressed through the skills development plan presented in the paper. 


References
Abas, MC & Imam, OA 2016, ‘Graduates’ Competence on Employability Skills and Job Performance’, International Journal of Evaluation and Research in Education (IJERE).
Agran, M, Hughes, C, Thoma, CA & Scott, LA 2016, ‘Employment social skills: What skills are really valued?’, Career Development and Transition for Exceptional Individuals.
Ang, MCH 2015, ‘Graduate Employability Awareness: A Gendered Perspective’, Procedia - Social and Behavioral Sciences.
Ball, A, Joyce, HD & Anderson-Butcher, D 2016, ‘Exploring 21st Century Skills and Learning Environments for Middle School Youth’, International Journal of School Social Work.
Barker, A 2016, Improve Your Communication Skills,.
Beddoe, L 2015, ‘Professional Development’, in International Encyclopedia of the Social & Behavioral Sciences: Second Edition.
Cavanagh, J, Burston, M, Southcombe, A & Bartram, T 2015, ‘Contributing to a graduate-centred understanding of work readiness: An exploratory study of Australian undergraduate students’ perceptions of their employability’, International Journal of Management Education.
Chlebikova, D, Misankova, M & Kramarova, K 2015, ‘Planning of Personal Development and Succession’, Procedia Economics and Finance.
Choi, Y, Kim, J & Kim, S 2015, ‘Career development and school success in adolescents: The role of career interventions’, Career Development Quarterly.
Collet, C, Hine, D & du Plessis, K 2015, ‘Employability skills: Perspectives from a knowledge-intensive industry’, Education and Training.
Cukier, W, Hodson, J & Omar, A 2018, ‘“Soft” Skills are hard a review of the literature’, Journal of Technology and Science Education.
Feffer, M 2016, ‘HR’s Hard Challenge: When Employees Lack Soft Skills’, SHRM.
Fernández-Cruz, FJ & Fernández-Díaz, MJ 2016, ‘Generation z’s teachers and their digital skills’, Comunicar.
Ghislieri, C, Molino, M & Cortese, CG 2018, ‘Work and organizational psychology looks at the Fourth Industrial Revolution: How to support workers and organizations?’, Frontiers in Psychology.
Graduate Employability in Context 2017,.
Hancock, S & Walsh, E 2016, ‘Beyond knowledge and skills: rethinking the development of professional identity during the STEM doctorate’, Studies in Higher Education.
Hennekam, S 2015, ‘Career success of older workers: the influence of social skills and continuous learning ability’, Journal of Management Development.
Jackson, D 2016, ‘Re-conceptualising graduate employability: the importance of pre-professional identity’, Higher Education Research and Development.
Kalfa, S & Taksa, L 2015, ‘Cultural capital in business higher education: reconsidering the graduate attributes movement and the focus on employability’, Studies in Higher Education.
Lovett, T, Clarke, C, Kilmurray, A, Lovett, T, Clarke, C & Kilmurray, A 2019, ‘Reflection on Action’, in Adult Education and Community Action.
Manuti, A, Pastore, S, Scardigno, AF, Giancaspro, ML & Morciano, D 2015, ‘Formal and informal learning in the workplace: A research review’, International Journal of Training and Development.
Matsouka, K & Mihail, DM 2016, ‘Graduates’ employability: What do graduates and employers think?’, Industry and Higher Education.
McMurray, S, Dutton, M, McQuaid, R & Richard, A 2016, ‘Employer demands from business graduates’, Education and Training.
Michnick Golinkoff, R & Hirsh-Pasek, K 2016, ‘Hard skills and “soft skills”: Finding the perfect balance’, in Becoming brilliant: What science tells us about raising successful children BT  - Becoming brilliant: What science tells us about raising successful children.
Misra, RK & Khurana, K 2017, ‘Employability Skills among Information Technology Professionals: A Literature Review’, in Procedia Computer Science.
Ngai, SS yum, Cheung, C kiu & Yuan, R 2016, ‘Effects of vocational training on unemployed youths’ work motivation and work engagement: Mediating roles of training adequacy and self-actualization’, Children and Youth Services Review.
Ngoma, M & Dithan Ntale, P 2016, ‘Psychological capital, career identity and graduate employability in Uganda: The mediating role of social capital’, International Journal of Training and Development.
Pradhan, S 2015, ‘Study of employability and needed skills for LIS graduates’, DESIDOC Journal of Library and Information Technology.
Rajadurai, J, Sapuan, NM, Daud, S & Abidin, N 2018, ‘The Marketability of Technical Graduates from Higher Educational Institutions (HEIs) Offering Technical and Vocational Education and Training (TVET): A Case from Malaysia’, Asia-Pacific Education Researcher.
Ramlan, R & Ngah, S 2017, ‘STUDENT PERCEPTION ON THE IMPORTANCE OF SOFT SKILLS FOR EDUCATION AND EMPLOYMENT’, PEOPLE: International Journal of Social Sciences.
Scott, FJ, Connell, P, Thomson, LA & Willison, D 2019, ‘Empowering students by enhancing their employability skills’, Journal of Further and Higher Education.
Singh, A & Singh, LB 2017, ‘E-Learning for Employability Skills: Students Perspective’, in Procedia Computer Science.
Suleman, F 2016, ‘Employability Skills of Higher Education Graduates: Little Consensus on a Much-discussed Subject’, Procedia - Social and Behavioral Sciences.
Tsitskari, E, Goudas, M, Tsalouchou, E & Michalopoulou, M 2017, ‘Employers’ expectations of the employability skills needed in the sport and recreation environment’, Journal of Hospitality, Leisure, Sport and Tourism Education.
Williams, A-MC 2015, ‘Soft skills perceived by students and employers as relevant employability skills’, ProQuest Dissertations and Theses.

 pg. 2
