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[bookmark: _Toc59641052]Introduction
The increasing number of graduates in society has raised significant competition for students in getting employment opportunities. Employers now are emphasising more on hiring candidates that do not just hold their graduate degrees but also those have effective employability skills. In order to compete successfully in today's rapidly changing business environment, employers want graduates with different range of skills including communication skill, problem skills, team working skills, technology skills and planning and organising skills so that they can fit into their work environment and perform multi-tasking roles (Tymon, 2013; Gowsalya and Kumar, 2015). In this essence, this report is focused on critically analysing the employability skills held by me to access my readiness to the future job market. For this, I will examine my personal strengths and weaknesses and then make an action plan accordingly to make myself more suited for my future job. 
[bookmark: _Toc59641053]Analysis of My Readiness for Employability 
I strongly accept that good communication skills are needed for developing a healthy relationship in both personal as well as professional context. Communication skills are needed everywhere, whether I am interacting with my friends, at home with my family members or anywhere else, my personal views and opinions are required. Communication could be done in different ways, whether verbally or non-verbally or words stated or written wherein the idea is just to make one’s message deliver effectively. It improves good relationships, promotes quality of life as well as motivates people which consequently enhance relationships at work and at home (Kulkarni and Chachadi, 2014). Personally, I feel efficient enough in conveying messages verbally along with getting feedback promptly. I never find myself feeling nervous and less confident while interacting with others and giving my suggestions which, I contemplate as my personal strength. I often engage with my friends and family members and provide my own opinion and solutions to help them face critical life situations. 
Besides this, I participated many-times in workshops, seminars and debates during my school and college and got appreciation from everyone including my teachers and friends which reflects that I am good at communication skills which will allow me in future to easily create a friendly relationship at the workplace, participate in the decision-making process and build a relationship with my customers. However, it is also true that I feel that I need to work more on improving my presentation skills. Although I am good at verbal communication, I was told by teachers that I need to work improving my body language, dressing sense and eye contact to better engage and convince the audience. I, in fact, find myself not confident enough in making eye contact with the audience during presentations. Nevertheless, it has been stated by Ngang, Prachak and Saowanee (2013) that it is critical for the leaders and managers to hold effective presentation skills so as to capture employee’s attention, inspire them and create a lasting impression. I am highly thankful to my teacher, who has noticed this weakness and taught me how important it is to hold presentation skills to easily get my chosen occupation in future. Hence, I have decided to work on improving my presentation skills which will help me in clearing my interview and better-presenting business projects, a business plan as well as my opinion in front of management, clients or audience. 
It has been asserted by Zohar (2015) that we all make negotiations in one or other way. It is identified to be the decision-making process of coming to some desired terms of the agreement; however, good negotiators not only focus on getting their deal finalised and ignoring benefits of others rather they focus on considering several factors including personal relationship, age difference, expectations, age differences, gender, status, work pressure and time for better negotiation. In particular, negotiation is the art to make others motivated to agree to a particular contract by determining what others, and I want and what we both do not want for a specific situation. I found myself to be good enough in negotiating things which I consider as my strength. In my home, I am the one who usually goes for buying daily household things and groceries, and I often purchase them at lower prices than others which make my family members and friends surprised. For instance, once my friend purchased shoes for $150, and I purchased the same shoes from the same shop at $135 which made my friend shocked and surprised that how I get the same product at a lesser price. My improved communication skills help me in better engaging, inspiring and motivating people whoever I deal with in my everyday life whether it is home, college or market. I find myself always benefited from the deal despite making others suffer, which in turn in my future job to better negotiate with suppliers, employees and customers. 
I am also good at handling multiple tasks at a time which reflects that I am able to perform more than one task at a time. Being multitasking is my strength as it helps me in completing many tasks at a time while also saves money and costs. Kurapati et al. (2017) have discussed multitasking skills as an ability of the individual to do many things at the same time. The employers at present in the business environment look for candidates who rather than being specialised in a specific task can perform different tasks at a time. For instance, marketing managers nowadays are not only needed to create marketing campaigns rather they communicate with customers, determine their needs and wants, acknowledge the same to management, create a marketing plan, implement, evaluate and monitor it consistently to examine whether it is effective enough in attracting customers or not. I also found myself multitasking as I often manage my college lecture and participate in extra-curricular activities simultaneously, which usually makes my family and teachers shocked how better I manage both these activities. Hence the improved multitasking skills will help me in easily getting a job and being recognised as a successful professional at my workplace as well as being promoted frequently to hold a higher position. 
However, while managing tasks, I find myself weak in appropriately managing time. My time management skills are not that good as I observed that I was unable to manage my tasks due to lack of time. The time skills of time management are vital in order to get success in the competitive environment as it helps in completing the tasks at the designated time and avoid last-minute hustle (Paresashvili and Nikvashvili, 2019). The lack of skills to manage time is one of my biggest weaknesses that may poses difficulties to me in performing the job in a prestigious organisation in the future. I addition to this, I also observed that my confidence is also very weak, due to which I usually get hesitated while communicating and making decisions. Confidence is a vital element that helps a person in representing thoughts and made them understandable to the other person (Caza, Brower, and Wayne 2015). It is also important from the perspective of getting selected in an interview and getting a job in a reputed organisation. It is also required to make and implement bold and tough decisions, and lack of this indicate that I will not succeed in future if I do not improve my level of confidence.
           The organising skills also play a major role in managing the tasks and completing them on time, and due to this reason, they are vital for a person in order to achieve a higher level of success in the professional life (Zakaria, Ma'arof and Ibrahim, 2017). I observed that I lack the organising skills due to which I am unable to complete my tasks on time due to which I faced penalties may time such as I faced adverse outcomes of not managing the work during the exam time as I was unable to follow a schedule and revise the coursework. It is one of the major areas of improvement as the skills of organising a task also contributes to impact time management. However, I have a high level of awareness that is one of my biggest strength as it helps me in analysing the thinks and make proper decisions that contribute to providing me with success in tasks. The high level of awareness and the analytical skills helps me in analysing the situation and planning that made me suitable for the managerial positions in an organisation.
           One of the most prominent skills that I lack is good technical knowledge and expertise in the use of various types of software. The high level of technical skills helps a person in completing the task with ease and enhancing the productivity and profitability of an organisation (Ghaderi et al., 2015). I believed that the factor of lack of technical skills is one of my biggest weakness, and I should include it in my personal development plan as an area of improvement. In addition to this, the strategic thinking skills are also vital for a professional in order to manage the tasks and make strategies that provide a gain in future along with accessing in the present situations (Goldman and Scott, 2016). I have an intermediate level of strategic thinking skills and due to which I am not considering it in the areas of improvement.
Personal Development Plan 
On the basis of the evaluation of my skills, knowledge and capabilities it is analysed that my strengths are good communication skills, abilities of multi-tasking and negotiation skills that provide me gain in the personal and professional work. On the other hand, I also evaluated my weakness, such as low level of presentation skills, confidence, time management, technical skills and organising skills. In my Personal Development Plan (PDP) I would like to focus on my weaknesses and considered them in the areas of improvement in order to improve them and attain a high level of success in professional life. PDP that is developed on the basis of areas of improvement is a follow: 
[bookmark: _Toc59641054]Personal Action Plan 
On the basis of the evaluation of my skills, knowledge and capabilities it is analysed that my strengths are good communication skills, abilities of multi-tasking and negotiation skills that provide me gain in the personal and professional work. On the other hand, I also evaluated my weakness, such as low level of presentation skills, confidence, time management, technical skills and organising skills. In my Personal Development Plan (PDP) I would like to focus on my weaknesses and considered them in the areas of improvement in order to improve them and attain a high level of success in professional life. PDP that is developed on the basis of areas of improvement is a follow: 
	Development Objectives
	Level of Priority
	Activities I should perform to achieve my objective?
	What type of support and resources required to achieve my objectives
	Estimated time required in achieving objectives 
	The final date till I have to achieve defined objectives 

	Time Management
	High 
	· Evaluate the time required to complete tasks 
· Prioritise tasks 
· Use a watch and match time with a schedule 
· Set up achievable deadlines
	Watch/ timer device 

	9 Months
	September 2021

	Confidence
	High 
	· Gaining knowledge of the tasks 
· Raise the level of motivation by reading books and magazines 
· Work on weaknesses and try to overcome factors of fear 
	· Get help from others in order to raise my level of motivation 
· Books and magazines

	6 months 
	June 2021

	Technical skills 
	Moderate 
	· Read about advance technology
· Join classes to learn to code 
· Learn to use different types of software from peers 
	· Software 
· Internet 
· Coaching classes 
· Books 
	6 months 
	June 2021

	Organising skills 
	Moderate
	· Scheduled tasks 
· Making a list of prioritising tasks 
· Make a strategy for optimal use of time and resources 
	· Gain pre-knowledge regarding various tasks
	3 Months  
	March 2021 

	Presentation skills 
	High
	· Attend presentation, speeches and debates 
· Participate in presentation competition  
· Use of visualisation 
· Develop content as per audience 
	· Books 
· Internet 
	4 Months 
	April 2021


Table: Personal Development Plan
[bookmark: _Toc59641055]Conclusion 
On the basis of the overall discussion, it is evaluated that evaluation of skills in order to determine strengths and weakness is vita in order to improve skills and achieve a high level of success in the market.  As per the discussion, I evaluated that I have a good level of communication skills, negotiation skills and abilities to perform multiple tasks that will help in achieving good success in my career. On the other hand, I have certain weaknesses such as lack of presentation skills, confidence, technical skills, organising skills and ability to manage time. The weaknesses may provide loss to me in my career by restricting the opportunities. Therefore, I developed a plan in order to work on the areas of improvement and reduce the level of weaknesses.
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