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· Student number: 1917202
· Module Title: Certificate of Higher Education in Skills for the Workplace
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· Lecture Name: Akinseye Aluko 
In this Assignment I will be discussing based off my research and finding through personal SWOT analysis. The lists of things I will be discussing are as follows.
Personal Swot
Personal Development Plan
Employability skills
Time management

[image: ]Staying over for extra time.
Investing in  studio equipment.
Having one to ones with my lecturers. 
Record my demos’ and build my fan base.
Take more time out to study and concentrate more in lessons. Aiming to get the highest marks possible.
Asking for help when needed, handing in assignments’ on time and doing them to the best of my ability.  
I want to get my level 4 certificate in key skills for the workplace.
I want to accomplish, a degree in key skills for the workplace.
Become a Music Artist, doing live concerts.


[image: ]As shown above this is my own personal Development plan that I made based on myself. This table shows me how to achieve my goals and what skills and appropriate action to take and achieve my goals “A PDP is a structured process that reflects on your current learning and performance which is then developed into a plan for your future personal, educational and career development. By undertaking your own PDP, you will naturally consider your strengths, weaknesses, opportunities and threats and enable you to create a plan that identifies how best to meet your development needs through planned formal and informal activities.” 3 years
2 years	
1 year
Future
March 2023
October 2023
February 2021
October 2020
February 2020
Funding
Flexibility



Free time
Motivation.
Free time.

https://www.professionalacademy.com/blogs-and-advice/-advice-on-creating-an-effective-personal-development-plan--free-template-
In my short term frame I spoke about achieving my level 4 in key skills for the work place. The ways I am going to achieve this is by Asking for help when needed, handing in assignments’ on time and doing them to the best of my ability.  I have also given myself a time bracket, this is so I have a target goal to meet, this pushes me to achieve it faster. Having more time to achieve this is something I need. So I will need more time in doing my assignments and doing one to one in class, staying longing in class just to get that extra support.
In my mid-term frame I spoke about achieving my degree in key skills for the workplace. Listening more in class is something that I need to take on board to do this goal. Study more and concentrate. Free time and Motivation is something I will need to have to achieve this.
In the long term frame my goals is to be a music artist. I want to be preforming in concerts. Recording my demos and building my fan base is what I need to do to achieve this or see progress. I would need some funds and flexibility to achieve this goal.

My personal SWOT Analysis please see grid below.
SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and so a SWOT Analysis is a technique for assessing these four aspects of your business.
You can use SWOT Analysis to make the most of what you've got, to your organization's best advantage. And you can reduce the chances of failure, by understanding what you're lacking, and eliminating hazards that would otherwise catch you unawares. https://www.mindtools.com/pages/article/newTMC_05.htm

Strengths 
Great team worker because I get along with different people, I also enjoy adventures with others to achieve goals. 
Great communicator because I am able to share my thoughts with others clearly.
Your strength is something you do very well in

Weaknesses
I don’t have any IT skills. 
My punctuality is not always very good, I find myself arriving to lectures late.
Your weakness is things your no so great in.

Opportunties
Be able to be given a opportuntiy to progress in my academic ability skills.
Be given the opportunity to access to thousands of books.
Opportunties are changes into something good. Progression into a certain field.


Threats 
Small IT room because it cannot hold a whole class, due to this lectures can’t go on.
COVID-19 this has a big impact on my learning as I am a visual learning and I now have to resume my lessons online.
Things that has an impact on you or slowing you down.
How to Use a SWOT Analysis
Once you have had a look on all four areas in you swot. You can start looking to build you strengths and boost your weak areas. Face your threats and go for any opportunity that comes your way.
[image: ]
Employability Skills 

 This table below is what I have done in class.
What do you think are the top five skills that graduate employers want you to have?
Leadership 
Problem solving
Team-working 
Organisation

Consider each skill above in turn. How do we help to develop these skills with you and how
Are they assessed in your degree programme?
1. Taking control in our own work in class.
2. Giving us different problem solving task to complete each day.
3. Giving us more group task to complete in class. 
4 Team working is very important. It’s good to see if you can work well in a team because certain task has to be completed in a team. In class a lot of our work is with others. One of our assignments is a group presentation.
5. Meeting deadlines. It's also good to be able to show employers how you decide what is important to focus on and get done, and how you go about meeting deadlines. 
https://targetjobs.co.uk/careers-advice/career-planning/273051-the-top-10-skills-thatll-get-you-a-job-when-you-graduate
“The graduate job market is becoming increasingly competitive, and simply having a degree is no longer enough to make you stand out from the crowd. Instead, employers are looking for a candidate with transferable ‘soft-skills’ that will enable you to adapt quickly to working life and slot into a team - something from your experiences that is more than just a qualification.” 
https://www.managers.org.uk/individuals/become-a-member/future-leaders/future-leaders-blog/2019/may/the-soft-skills-employers-are-looking-for-in-a-graduate 
“Your education and experience may make you eligible to apply for a job but, to be successful in most roles; you will need skills that you are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes you employable” https://www.skillsyouneed.com/general/employability-skills.html
This text I took from skillsyouneed mentions you getting a certain education and experience from you education. Key skills for the workplace course will give me the knowledge I need about employability skills, all areas I learn I can easily put it into employment.
Most important employability skills for the workplace that an employer will also like is 
Willing to learn 
You get along with all different types of people.
 Time management 
What is time Management? 
Planning your time around your studies
Use the time you have wisely 
Don’t waste time
“List what you need to do within a certain time span
Prioritise all these activities (high, medium and low)
Estimate time requirements
Add in lunch and other ongoing activities
Allow time for planning and problem solving
Allow for delays and interruptions!
Draw up action logs or “trackers”
Review, replan etc. and manage this list” as in class presentation slide 2020
Having a dairy and a time table can make things a lot easier when it comes to your work. It is easier and more organised. Your mind is at peace and rest when you know what you are doing. 

The time management process
List all activities this will show what you need to do. List all activities included the entire task you never gotten to do the day before.
Estimate how long you need for each task, this will give you a better figure into planning you entire day. 
Only plan 70% of your day, this will cover any delays.
Set priorities (Eisenhower Method)
Monitor as you go along. As you complete a task tick it off has you go along so you don’t get confused into what you have or haven’t done. If you haven’t completed a task that day, put it on the new list for the next day.
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