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[bookmark: _Toc39605674]Introduction                 
This structured report includes a Swot analysis on my chosen 6 academic & employability skills, communication, leadership, problem solving, time management & organisational skills, further analysing their strengths, weaknesses, threats & opportunities to identify improvements that need to be made. 
[bookmark: _Toc39605675]Employability skills 
[bookmark: _Toc39605676]Employability skills are important skills that benefit employers in various organisations 
[bookmark: _Toc39605677]They are soft skills that allow you to work well with people, enabling you to apply knowledge to solve problems and adapt to new work environments.
[bookmark: _Toc39605678] They also include the professional skills that allow you to be successful in the workplace. These are also seen as transferable skills because you can apply them to a job in any industry and include skills such as Communication, time management & Emotional intelligence. (Doyle, 2019)

[bookmark: _Toc39605679]	Swot analysis
[bookmark: _Toc39605680]Strengths
· [bookmark: _Toc39605681]Team working
· [bookmark: _Toc39605682]Problem solving
· [bookmark: _Toc39605683]Communication
[bookmark: _Toc39605684]Weaknesses
· [bookmark: _Toc39605685]Leadership
· [bookmark: _Toc39605686]Time management
· [bookmark: _Toc39605687]Organisational skills
[bookmark: _Toc39605688]Threats
· [bookmark: _Toc39605689]Procrastination 
· [bookmark: _Toc39605690]Over analysing 
[bookmark: _Toc39605691]Opportunity
· [bookmark: _Toc39605692]Self-reflection
· [bookmark: _Toc39605693]Improvement on skills


1.1 Communication 
Communication is giving, receiving, or exchanging information, ideas, signals, or messages through applicable channels, enabling individuals or groups to give information, to seek information or to express emotions (SkillsYouNeed, 2019)
 The process of communication is when the sender ‘encodes’ a message usually through verbal or non-verbal communication and the receiver of the information ‘decodes’ the message to understand its meaning & importance (SkillsYouNeed, 2019) Communication is important for the development it helps to eliminate misunderstandings and encourages a healthy and productive environment.
[bookmark: _Toc39605694]I have this skill but need to improve it so I may be more effective in my communication mostly with giving feedback to people on time.
[bookmark: _Toc39605695]1.2 Time management

[bookmark: _Toc39605696]Time management is the process of planning and exercising conscious control of the time spent on specific activities to work smarter than harder. It is a juggling act of various things that help you increase efficiency and strike a better work-life balance. (Kashyap, 2019)
[bookmark: _Toc39605697]Time management is important because it will allow me to do more things in a shorter time which will enable me to have more time to do other productive things that need to be accomplished. Managing my time will enable me to take advantage of learning opportunities and lower my stress levels therefore helping me tackle procrastination & help improve my self-discipline to take control of my time & avoid me missing deadlines & appointments. (Appointmentplus, 2015)
I do have this skill, but it is one of my weaknesses because I lack self-discipline, which I need to make major improvements on, I find myself always leaving things until last minute. This causes me to always be rushing and, in some situations, feeling under pressure, I have come across some strategies that I feel will aid me in working on my time management skills. 
[bookmark: _Toc39605698]1.3 Leadership 
A leader is someone who has followers (Morgan, 2017)
Leadership is important because it is all about inspiring and motivating people to work together towards a common goal. Good leaders are decisive thinkers that lead by example by not wasting time needed to make decisions and miss potential opportunities, they make informed decisions and are always mindful of timeframes. Good leaders 
One of my weaknesses is indecisive thinking, I possess a lot of traits of being a leader but to be a good leader I would have to have self-discipline and make a lot of improvements on not procrastinating which is one of my threats.
[bookmark: _Toc39605699] 1.4 Organisational skills    
[bookmark: _Toc39605700]It is the ability of an individual to make use of their time, energy, and resources available in an effective manner to achieve their goal (Reddy, 2016)
[bookmark: _Toc39605701]To be successful in any work, it is necessary for an individual to know how to meet targets, to work independently, to prioritize and plan. Organizational skills allow individuals to know their work activities like keeping track of things or prioritizing their activities. It is a technique that involves making proper arrangements around their table or in their work schedules (Reddy, 2016)
[bookmark: _Toc39605702]I do not have this skill as I lack on my time management & Planning, I need to improve this skill by implementing planning structures like to do lists that can get checked off as each target is met, that will aid me into gaining more knowledge on what to prioritise.  
1.5 [bookmark: _Toc39605703]Problem solving  
Problem solving is defined by Collins English dictionary as the act or process of finding solutions to problems, by using a scientific or analytical approach.
Problem solving is a transferable skill that is important not only in a workplace environment but can be implemented in University and our daily life.  Problem solving requires  basic knowledge of the particular problem then the 4 basic skills that allow problem solving to be effective, are the following, firstly defining & understanding the problem and looking deeper than what might not be clear, searching for an alternative solution to fix the problem, evaluating each rational solution then finally coming up with the most rational solution to the problem. 
 
I have this skill as I have a analytical way of thinking this enables me to help people find solutions to problems, weather it be solving a problem for one of my clients at work or supporting another student who needs help solving a problem or solving personal problems.


1.6 Team working 
A team is a number of people working as one to achieve a particular goal to which they are mutually committed (Morgan, 2017).
Belbin team roles was discovered by Dr Meredith Belbin and his team, they discovered that the most effective teams were made up of nine clusters of behaviours 

· Shaper: has a clear idea of the destination of the team what to and looks forward to getting things done.
· Implementer – also gets things done, looking for ways to turn talk into action and generate practical activity.
· Completer-Finisher – focuses on completing tasks & tidying up all the loose ends.
· Coordinator: Takes on the leadership roles & manages the group dynamics.
· Team worker: helps team to work effectively by supporting personal relations with team.
· Resource Investigator – gathers resources and information to help the team
· Plant – generates ideas and creative solutions, not all of them practical.
· Monitor-Evaluator – good at critically assessing ideas and proposals, and at making decisions.
· Specialist – brings expert knowledge to the group, not always necessary to effective functioning.
[bookmark: _Toc39605704]By using Belbin individuals have a greater understanding of their strengths which leads to effective communication with work colleagues, managers & fellow students. I have this skill because I am culture oriented and understand people from different backgrounds & work well with others in team roles.

[bookmark: _Toc39605705]Conclusion 
I analysed 6 employability & academic skills has it has enlightened me to know what my strengths & weaknesses are and how to improve on them individually.
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