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Introduction:    
The aim of this report is to analyse academic and employability skills to show how important it is to improve these skills to be a successful student or employee. The report evaluates my own academic and employability skills. It helps to understand what type of skills I have to develop for successful study at university and what type of skills necessary to develop for my career. This report  begins by introducing Swot analysis to increase my knowledge of about my strengths and the weaknesses. Furthermore, it discusses the definition and significance of these skills for students and employees. Finally, to be successful it is essential to make a PDP. Through my PDP, the report demonstrates how weak academic and employability skills can be translated into strengths by finding appropriate solutions. 

Swot analysis:
The Swot analysis is the tool, which help to know the students or employees themselves, develop self-knowledge and shows the appropriate way to continue their career. With this strategic planning technique, identifying the strengths, weaknesses, opportunities, and threats. With the result, they get the answer  what they need to develop on. The internal factors are strengths, which are  positive, and  weaknesses which are  negative. Both are under control and the weaknesses can be improved. The external factors are opportunities and threats and these show that the plans are realistic or not. Thereby saving time and energy to not start the wrong plan. (Martin, 2019).

My own SWOT analysis:
	Strengths

Problem Solving and creativity
Team Working
Positivism
Self-Motivation


	Weaknesses

Time Management
Critical Thinking
Communication

	Opportunities

Online language courses
Online webinars
Use recording devices during courses



	Threats

Cost of courses
Traveling o lot for work
I should move for the new job
Limited job offers
Poor knowledge of English


(Created by Tingyela, 2020).


Problem solving and Creativity:
“The ability to solve challenges by identifying and systematically analysing relevant information and factors to infer a logical and effective solution.”(University of Kent, 2019)
Everyone solves these problems every day in their family life. In the university or the workplace necessary more knowledge to by succeed. The typical problem-solving process start with to find the real problem, have to collect the information methodically and organising data, summarising then establish possible causes and discover the true one. Students or employees can use different techniques such a brainstorming or lateral thinking to find options for solving  problems. Creative problem solving helps to see the things from different perspectives and to find more good options. If some proper solutions are collected from these, one solution has to be chosen.
 At the university for the students it is very important to have that skill in order to form strong arguments, support it with good research in altogether to write a successful  high marked essay. Every job involves problems which the employees have to solve. They have to show that they have the potential to solve problems and to handle the challenges. The companies want to contract such an employee who have a  personal responsibility to finish the project successfully to grow up the company. Without the problem-solving skill it is impossible. I think I have that skill, I worked as a leader and every day I had to solve a lot of problems very creatively. (University of Kent, 2019).

Team Working:
“Teamwork is the idea of a group working together cooperatively on a task with common purpose. Within a workplace, this means people with differing skills, experience, and viewpoints combining effectively and efficiently to achieve a shared goal”. (Goodman 2020).

The team working has a lot of benefit for the members and for the company as well. If the individuals are part of a team, they can motivate and improve each other, they can produce more solutions, better result. If the employees work alone it can be a desolate experience. It can bring an isolated feeling; they can be wondered about to do a good  job. It  is not helping to work effectively. Work with a team is a secure to take more risks being more creative and innovative. The members are more motivated the results are better, and the profit is bigger. I think I have this skill, I worked as a team member, the company was able to grow through the work of the team. I was successful and satisfied which could help my performance, and last but not least I enjoyed working there. (University of Kent 2019).

Time Management:
[bookmark: _Hlk38745160]“ Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension.”(Morgan, 2017, p.52).
It is fundamental for students  and also employees  to keep the record on  their time management. They need to look back for the last 2 days or weeks and analyse how they spent their time to see if the time management was effective or not. If they feel difficult to with time management processes and other things, it is the best choice to use Time Management tools. The next two paragraphs will describe these tools. 

 Eisenhower method:
The basis of method, everybody has a lot of thing to do, and have issue with prioritisation. It helps to focus on their duties by urgency and importance, furthermore it helps figuring out the case of procrastination. Eisenhower use four quadrants, in the first there are both, urgent and important. The tasks which are in that box, need to be done. The second box`s elements are the long-term goals. (another degree, exercises, spend time with family,).The elements of quadrant three can wait or handled to the other people. Quadrant four is the wasted time, if the students or employees eliminate it, they will find some free time to invest to the quadrate two. (Steve, 2020).
                                            
                                                Eisenhower Decision Matrix
     Not Urgent

Not Important
Important
Urgent

	                    1
                  Do
	2
Plan

	3
Delegate
	4
Eliminate


(Created by Tingyela, 2020).


The 80-20 rule:
The 80-20 rule or Pareto Theory was developed by Vilfredo Pareto (1848-1923), he was an economist-sociologist. This theory can be used for different things, one of them managing the time. It is an easy moreover powerful method. The method consists of preparing a list to 10 things which a students or employee have to do each day and prioritise. The first 2 things need to be done. The top 20 percent activities bring 80 percent results. If they do the small things first, it could  be multiplied, it can take all day just  doing little things. Starting with the first most important thing the productivity is much better. (Businessballs, 2019).
 


Prioritization:
“Prioritisation is the act of deciding which activities to undertake or which goals to aim for at the expense of less important goals and activities.” (Morgan, 2017, p 57).
Prioritisation and being focused both are essential. Being focused means, the goals are very clear and the strategies to achieve them as well. The Time Management is one of the most fundamental skill, extremely important for the student taking exams, study successfully. It is crucial  for the employee, do not miss from the scheduled meeting, do not start the work late time, be ready on time with the project. These are just a few examples,  but it shows, learning about time-management techniques is not a waste of time. People invest less effort to understand the Time Management technique because they think it is not needed. Disadvantages of this attitude are procrastination, no personal goals, putting on too much weight. If they see the benefits  of it their faith could change. It is a huge benefit for their career. I do not have a  good Time Management skill; I have to improve that. (University of Kent 2019).

Critical Thinking: 
“Critical thinking is the development and use of information beyond memory and repetition.”(Morgan, 2017, p. 69).
Thinking critically is fundamental for the students to do well theirs degree and essential for the employers develop theirs career. It consists about the analysis and valuation of ideas, but it cannot be possible. If they have not developed their knowledge. The Bloom`s taxonomy shows the skills hierarchical sequence. The knowledge is on the lower part of the hierarchy because reproducing knowledge just needs a good memory. 

Bloom`s Taxonomy
   
  Skill			                   Associated  Verb	
· Evaluation				Evaluate
· Synthesis				 Create
· Analysis					Analyse
· Application				  Apply
· Comprehension		        Understand
· Knowledge			         Remember			













(Created by Tingyela, 2020).
(Created by Tingyela, 2020).

Both students and employee need to develop their academic argument. They can recognise the strong argument if the comment which they give it does not contain any weaknesses. Support with reliable evidence on an issue is essential. Both have to use credible sources otherwise their argument is very week. A number of sources will build up a body of evidence which means that the interpretation has a very high probability. To evaluate, look for strengths and weaknesses and consider credibility. The viewpoint based on all of the evidence which they have read. Students and employee have number of gain and benefits from critical thinking. Students can get the higher score for the assessments or as an employee it will help to be more valuable in team discussion. They can easily find followers to lead the team. Developing this skill, the employees  have a chance to get a higher position as a manager or leader. I have to improve my critical thinking  skill mostly to have  a strong argument.

Communicating Effectively 
The communication meaning is  two or more people exchange information, idea, emotion to understand each other. 
Components of communication: 
Verbal:
Verbal communication meaning is communicating with words, it can be spoken and written.
Non-verbal: 
Non-Verbal Behaviour when the communication is without words use body language for example: eye contact, handshake, posture,
Para-Linguistic Cues:
“ A para-linguistic cue is any type of oral behaviour which adds meaning to the words of a message.”(Morgan,2017, p. 250).
Using the para-linguistic cues in a conversation can change the meaning entirely. The communication gives information about us (self-confidence, emotions, attitudes,). These impressions are very important attending a job interview, working as a manager or leather, writing a CV or just in a friendly conversation. Active listening is one of the most important part, it needs energy and time. It has impact to the partners of the communications. Listening well in the conversation will open the other person more and can get their respect. The essential communications skill is giving feedback to avoid the conflict or to develop an individual`s performance. One of the reasons which ways we can communicate is affected by the culture behaviours.
 In the workplace if the employers can communicate effectively, they create a positive atmosphere. With poor communication the manager cannot contact the employee if the leader wants to give a task. The employees can find well payed job with better communication skills to write a CV and at the interview can show that they are enough qualified for the position. It is important to keep the job or get a promotion. Communicating well with the manager or with the clients, moreover in between the employers is one of the elements to be successful business. I am not enough satisfied with my effective communication skill; I have to improve that. (University of Kent, 2019).

PDP:
The Personal Development Plan identifies equally for the student and employers what are their overall aims for short and long-term as well, and what skills would they need to improve to achieve these aims and define which steps they have to take. I identified my weaknesses with the Swot analysis. For my short time aim is to finish the university successfully and my long-term aim is to become manager or leader. To improve my time management skill, I will analyse its effectiveness. For this  I will use Eisenhower method and Pareto Theory regularly. I will use diary to develop my critical thinking I will practice analysing. I will attend to the webinars, and courses to improve my communication skill I will read professional books, I will study online language courses and webinars, and join a group of similar interested people, and take recording if it is possible.

Conclusion:
I have already analysed five skills, these are Problem Solving and Creativity, Team Working, Time Management, Creative Thinking, Communication skills.
The report identified these skills definitions. It talked about the problem-solving process and that universities and  workplaces involve  problems which need to be solved. Team working section showed pros and cons and discovered that working in a team is more beneficial than working alone. Time management was focusing on that it is an essential skill for students and employees to be successful. It introduced two-time management tools for improving this skill. Creative thinking part described the Bloom`s Taxonomy and went into details about how to develop and recognize a strong argument and it`s benefits. Lastly communication summarizes it`s components and effective usage in a workplace. The report introduced SWOT analysis and based on personal weaknesses PDP was created. To conclude, each skill contributes to be a professional students and employer and with analysing these, helps to determine weaknesses which can be improved by Personal Development Plan.
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