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Introduction

Every individual need to possess or learn certain aspects so as to execute the activities assigned to it in a better manner at the workplace. Skills and knowledge helps an individual to deal with the situations arising at the workplace in an effective manner. There are various roles and responsibilities which an individual need to perform so as to achieve the performance objectives. Employability skills provides knowledge of the time management strategies which helps in maintaining the effectiveness so as to accomplish the targets. It also covers the evaluation of the effectiveness of a person with the performance objectives so as to analyse the problems or issues affecting its performance and recommendations for the purpose of enhancing the performance. Motivation is an effective tool which helps in the attainment of the objectives or improving the quality of the performance in a better way.  For this purpose there is a need to use motivational techniques and various methods for communication so as to communicate with others in an organisation in a better manner. There are various roles in an organisation which need to be managed in an effective manner so as to solve the problems arising at the workplace (Harper, et. al., 2010). 




Skills

                   Employability skills can be defined as the skills that an individual might need to make the perfect candidate for the job/task that the employer is looking for and they can be defined as transferable skills. 
                    Employability skill can be you’re capability of understanding the tasks given, you’re ability of adapting to certain situation, usually employers are looking for certain skills suitable for the job which the candidate must have.
                     Employability skills are the skills that an individual must have in nearly every job, the skills are the ones that can make from us the perfect candidate for an organization, and sometimes they’re called foundational skills, the general skills that we need in every job. They’re also known as soft skills, skills which allows you to work and be part of a team, to apply the knowledge you might have, to find and solve the problems, to communicate in a good manner.
















Types of skills

               In order to be successful when applying for a job we need to have certain skills which can make us employable, of which in our days most of the employers want and they’re desirable by any employer.
The skills are:
1. Communication
2. Team working
3. Problem solving
4. IT
5. Time management
6. Critical thinking
                [image: ]
                  Communication is the most important skill as being able to communicate effectively and sending the messages in correct format  so it’s not misunderstood or wrongly interpreted.
                  Having strong written, verbal or non-verbal skills is what every organization wants, as we need to be clear about what we write and what we talk, and also being a good listener it’s a key point. 
                   Team working means being able to get along with the people you work with. It involves working together and helping each other to achieve the objectives.
Examples of ways that you can develop or improve your teamwork skills include:
· doing group assignments as part of our studies
· doing volunteer work for community and/or organization
· thinking on how you can help you’re colleagues or team
· joining a sporting team or club
· organising with friends or family different activities
                 Problem solving it’s also very important, and it means you’re ability of finding solutions when you meet problems and you’re capacity to handle the problems in an effective manner and using a logical process to figure out the solution.
Examples on how to improve this skill:
· doing research
· dealing with complaints within the workplace
· learning or follow a course about problem solving
· asking for advice from other peoples
· keep active in fixing different things 
                    IT it’s also important, as in our days knowing how to use a computer or any other forms of technology is a must as most of the jobs includes knowing certain aspects that involves technology.
Examples on how you can improve this skills:
· taking on a course either at school or online
· look into what technology it’s being used in the job you want
· doing research about different programs, apps, or machines used
· look into what you’re already using and try to improve
                   Time management is also important as managing you’re time and priorities effectively can help you being more productive and organised.
                    Critical thinking is the capacity we have to understand, analyse and interpret information and then draw conclusions as this will help us into solving problems and asses certain situations, as we need to think logically and take the right decisions.
                     Also there are many other skills which we can develop and improve to help us in our journey to achieve what we want such as: being self motivated, being creative, ability to learn and adapt, negotiation skills, working under pressure, organisational skills and so on. 
                     These skills are known as soft skills, and the skills which are more focussed and/or specific to a certain job or task they’re known as hard skills such as: medicine, science, project management and so on.
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SWOT analysis

Definition. A SWOT analysis a powerful tool that can help you run, develop  you’re company’s strategy
SWOT stands for:
· S – strength 
· W – weakness
· O – opportunities
· T – threats 
              Strengths and weaknesses are internal, things that you can control or have some control over them such as who is in you’re team, location, and other things that you can change.
               Opportunities and threats are external and can influence you’re activity, you’re business or relationships either in a negative or positive way.
                Below is a table which I have done, a SWOT analysis on myself, after I carefully analysed my personal development plan on which I will reflect further in my essay. After I’ve done a self assessment of my capabilities and my weaknesses I have came up with a SWOT analysis on which to reflect on my further development in this course and afterwards.

	Strengths 
· Good organisational skills
· Good communication
· Passionate
· Self motivated
· Good leadership skills
· Innovative
· Quick learner
	Weaknesses
· Scared to try my plans
· Lazy at times
· People can put me off sometimes
· Not realistic at times
· To friendly
· To honest which can be bad at times

	Opportunities
· I can find jobs to suit my needs
· I am more employable than others considering my experience and dedication
· I  can apply what I have learned and my experience to undertake work in my home country
· Opportunity to create a business of my own
	Threats
· The current situation developed by the new covid19 virus
· Uncertainty
· Competition growth 
· Human capital deficiency
· No trust between individuals
· High resources needed to start a business
· Laws around creating a business and high demands
· Possibility of a bad recession because of the current situation



              These is a complete description of my SWOT analysis which I hope it’s going to be as a guide for me in the coming years and through out my path of following this course, which it should guide me on the right path to succeed with my plans also by the knowledge gain from following the course and classes.
               For the SWOT analysis to be effective I will present in a few words my Personal/Professional Development Plan which will reflect on my development as an individual.




Personal/professional development plan

"PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their own learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employment and continuing professional development contexts."
- Personal development planning: guidance for institutional policy and practice in higher education. The Quality Assurance Agency for Higher Education (QAA), February 2009.
	Developing and managing you’re career is like a continuous process, in which you should always develop yourself, and is not just something you do just when you need to change due to circumstances.
	Based on this idea my PPDP started as soon as I enrolled on this course, whereby I worked in my current workplace for more then 12 years. Along this years I have learned many things, so my knowledge became reached, my experience grew, so did my confidence but still something was missing, something to take me from a simple farm worker to higher up on the ladder. The idea of enrolling or starting a higher education course started as a joke to see if I’m capable of doing it. So here I am living my dream and now after I started this course and meeting so many wonderful peoples and brilliant teachers/lecturers I hope I will carry on anther two years after completing this course going on to business and management.







	Objective
	Action
	Resources
	Criteria of success
	Target date

	· To finish this course
	· Fulfil course requirements
	· UWTSD teachers
· Opportunities provided by UWTSD and this course
· Current employer
	· Completion of the course
· By the skills, knowledge, tools and models I have learnt during the course
	Feb 2021

	· To continue another 2 years on business and management
	· Pass the assessments and other impediments
	· UWTSD teachers
· Opportunities provided by UWTSD and this course
· Current employer
	· Completion of the course
· By the skills, knowledge, tools and models I have learnt during the course
	2023












Personal development plan it’s a very important plan, because without a goal, vision or objective you’re attention is not guide to the most critical facts in you’re life. You’re PDP is identifying development needs, or learning needs and afterwards you can put together a plan of action. And also helps analysing you’re development and the areas that need more attention.
So the objectives of such a plan are the continuous development of an individual, the personal growth, personal success and opening the door towards success. 
The reason why we need a personal development plan is because having a plan will help us make better decisions and remind ourselves about our goal. Good preparation increases the chances of success and decreases the risk of not reaching our goals.
Also it’s very important to create a checklist with our development plan, which is a very helpful tool to make sure that we keep by our plan and reminding us the goals we have and where we need to get.
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