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[bookmark: _Toc39253768]INTRODUCTION
Skill, knowledge and abilities play an important role in one's career. The skill relates to the ability of an individual to do and achieve something. Skill can be developed with the help of learning that contributes to being an expert in a particular field. Academic and employability skills are one of the most important skills that play a major part in career development and growth. The report includes an analysis of academic and employability skills that will contribute to learning and developing knowledge and understanding. The report also represents the importance of various skills like communication, problem-solving and interpersonal skill that benefit in remaining competitive, achieving the goal, improving the work quality along with maintaining the professionalism (Suleman, 2018).       

[bookmark: _Toc39253769]MAIN BODY
LITERATURE REVIEW 
According to Maciej, (2020) employability skills relate to the professional and personal skills that play a major role in achieving success and objectives for growth. The development in the academic and employability skill will help an individual in being eligible for a job in professional life along with improving the personal life experience. There is various type of employability skills available which an individual needs to learn and develop. Based on the study the most effective employability skills that are important for the personal and professional life are communication skill, problem solving skill, time management skill, technical skill, self-management skill and learning (O’Connor and Bodicoat, 2017). 
According to Rowe, (2017) every individual in the world wants to achieve success and growth in the life on the basis of talent and capabilities that can be improved and achieved with the help of skills and knowledge. Communication skill among all employability skills is one of the most important and required skills for personal and professional growth as most of the work and goals depends on communication and understanding. Based on the study the communication skill includes listening, understanding and transferring information from one person to another with the help of medium that makes the communication process success. The communication process can be carried out and improved in three effective ways that are oral, written and presentation (Belwal et al., 2017).    
PERSONAL SWOT ANALYSIS
			STRENGTH
· Good leadership skill as well as negotiation skill
· I can also solve the problems arising within the organisation effectively as well as form decision quickly for the growth and development
	WEAKNESS
· Not creative in thoughts and actions
· Lack of interpersonal skills

	OPPORTUNITIES
· Needs to make improvement in communication skills since it act as an opportunity for me to maintain good relations
· By managing time I could be able to complete the given task and activities effectively 
	THREAT
· If I don’t work in team effectively it may act as a threat for the organisation and would decrease the growth
· Lack of presentation skill is another threat which may not convey the same meaning as thought and may disturb the overall operations 



Based on the SWOT analysis it could be seen that there are some areas in which I need to make improvement so as to have better personal as well as professional development in future and therefore PDP plan has been made by me accordingly.
PERSONAL DEVELOPMENT PLAN  
	Skills 
	Time 
	Goals 
	Operations 

	Communication  skill 
	3 weeks 
	I need to enhance and improve my communication skill especially the oral communication skill as I am not good at listening to that may affect my communication with others and creates the situation of misunderstanding. The improvement in the communication skill will benefit me making the conversation success and effective and reduce the chances of failures.   
	For improvement in the communication skill especially the oral communication, I need to be a good listener. Listening to videos, audios and seminars actively along with doing meditation will help me in improving my listening capabilities (Jackson and Oliver, 2018).    

	Problem-solving skill
	2 weeks
	Improvement in problem solving skill is required for being out from any trouble during work along with gaining the power to handle the situation in favour. The aim is to enhance and improve my problem solving skill that will help me in gaining success in every sector along with leaving an effective impression on the other peoples.  
	Handling the worse and difficult situation with confidence and calmness that will benefit me in understanding the problem based on which proper and effective solution can be drawn. Gaining experience from past situations and advice from the experts will also help in improving the problem solving skill.  

	Time management
	4 weeks
	Improvement in the time management skill is necessary for creation, implementation and completion of any work on time.  The time management benefits in completing the work on time without affecting the upcoming work that contributes to gaining success and growth.  I need to improve my time management skill for carrying out and completing every operation on time.  
	The best way to improve the time management skill is the proper analysis of the work before initiation that will help in creating an effective time management plan along with the completion of work successfully. Gaining advice from the experts regarding time management will also help me with skill improvisation (Jackson and Oliver, 2018).       

	Leadership 
	2 weeks
	Leadership skill help in directing, leading and completing the work as per the requirement with the contribution of others. I need to improve my leadership skill as I have effective thinking capability that plays a vital role in task success but the lack of leadership quality affects my other qualities and capabilities that I need to utilize for success achievement.  
	For development and improvement in leadership skill, I first need to improve my confidence level and communication skill that will help me in expressing my ideas to others for making the plan work. Interaction with more people will help in improving communication and confidence whereas adaptation of motivational theories will help in motivating and inspiring other people for working well and achieving success.  

	Decision making skill 
	3 weeks
	There are many situations I face, in which I need to take an effective decision that will help in making the work success and relevant. Because of confidence deficiency and lack of experience my decision making skills are not good and so I need to improve the skill. The improvement in the skill will benefit me in contribute to operation success (Abas and Imam, 2016).     
	One of the most effective ways to develop and improve decision making skill is gaining experience from the experts that provide me with the confidence required for making a decision. Finding many options for a single situation along with analysis and examination of each option will also provide me with confidence and reduce my fear level during taking a decision.   

	Negotiation skill 
	4 weeks
	Negotiation skills are necessary for reducing the chances of conflicts and disagreement as the skill help in creating a common approval for the task or decision. My communication and decision making skill are not much good that also affects my negotiation skill. I need to improve my negotiation skill for making all the decisions that are acceptable by all and contributes to reducing the conflicts and disagreement during work.       
	Gaining a high level of confidence and superior communication skill will benefit in improving and developing negotiation skill and for that, I need to increase my knowledge and experience. Proper analysis and evaluation of the situation before making decision and communication will help me in improving my negotiation skill (Abas and Imam, 2016).   

	Presentation skill
	2 weeks
	Presentation skill is required for expressing the idea, feeling and thoughts that make the transformation of information effective and beneficial. The major requirement for making the presentation skill superior is high confidence level and full understanding and knowledge about the operation. I need to improve my presentation skill for proving myself an effective and innovate individual to the world with the help of providing and presenting innovative idea and thoughts.     
	For improvement in the presentation skill, confidence level improvement and better communication and negotiation skill are required. Attending seminars will help me in being a good listener and contribute to increasing my knowledge and understanding that will help me in increasing my confidence level. For improvement in communication skill regular interaction with people professionally will help me that also enhance my presentation skill.  

	Teamwork skill 
	3 weeks
	The reason behind most of the successful task completion is teamwork as the different ideas and suggestion play a vital role in reducing the risk factors and increase the success of the operation. I need to improve my teamwork skill as I am less interactive because of shy nature that affects my success of the work and also the relationship with others 
(Abas and Imam, 2016).   
	Improvement in behaviour and nature is one of the best ways to develop and enhance teamwork skill. Informal communication and coordination with peoples will help me in creating a bond and understanding that improves my teamwork skill and will benefit me achieving success in the form of a team along with maintaining relationships. 



Based on the research undertaken by me and the operations and activities carried out within the classroom, I come to know that employability and academic skill plays a crucial role in individual success and growth. Based on the feedback I gained from my teacher during classes, I need to improve my various skills like communication, presentation, time management, decision making and problem solving that are not perfect. The improvement in the confidence level, capabilities and interactivity will help me in achieving career objectives along with skill development for future progress (Lim et al., 2016).     
Communication skill
Based on the feedback gained from my teacher I need to improve my communication skill as I am not a good listener and the improvement will help me in collecting and transferring knowledge. Improvement in communication skill will also help me in developing career opportunities and growing career (Lim et al., 2016).       
Problem solving
Problem solving skill is required for handling and managing the issues occur during activities in class. According to my teacher, I need to improve my problem solving skill as I always fail to solve the problems effectively. The improvement in problem solving skill will benefit me in gaining success and outcomes as per requirement (Nisha and Rajasekaran, 2018).  
Time management 
Management of time is essential for utilizing time efficiently as time is one of the most precious factors in the world. Based on the feedback I need to improve my time management skill that will contribute to me in saving my time from get wasted and consuming it in extracurricular activities (Jackson, 2016). 
Leadership skill
Leadership skills benefit in monitoring and managing the work effectively. According to my teacher, my shy nature and fewer confidence factors require me to improve leadership skill. The improvement and advancement in the skill of leadership will benefit me in monitoring the class effectively along with directing the students for maintaining management and discipline (Paterson, 2017).  
Negotiation skill
Negotiation skill relates to making the people in favour to perform a task and according to my teacher my shy nature and communication gap is acting as an obstacle in the negotiation skill that sometimes increases the conflicts. The improvement in the negotiation skill will benefit me in reducing these conflicts along with maintaining a respective position within class (Nisha and Rajasekaran, 2018). 
Decision making skill
Based on the feedback I gained from my teacher my decision making skill requires improvement as I got panic when I need to take an effective decision in favour of operation success. Improvement in my decision making skill requires confidence factors that will help me in taking the relevant and effective decision with confidence and without any fear that benefits in achieving career growth and success (Chan et al., 2018).
Teamwork 
My interactivity with other people in the class is less due to my shy nature and that affecting my teamwork skill according to my teacher. I need to improve my teamwork skill by increasing interaction and communication with the people that will help in maintaining a good relationship and also contribute to carrying out any significant task as a team (Paterson, 2017).    
Presentation skill  
My panic nature and low confidence level affecting my presentation skill, as I have great thinking ability that contributes to exploring new ideas for making the task more achievable but the low confidence level affect the presentation and success according to my teacher. I need to improve the presentation skill that will help me in expressing my ideas and creativity to the people more accurately which is essential for career growth and progress (Jackson, 2016).
[bookmark: _Toc39253770]CONCLUSION
Analysis and evaluation of the skills can be carried out with the help of performing some activities and operations. The factors that impact the success or goal achievement will reflect the skills that require improvement for success. Academic and employability skill are two major skill that plays a crucial role in career growth and development and can be improved with the help of learning and practising. The personal development plan will help an individual in exploring and improving the skills that are affecting the career growth and success. The major skills that need to attend as per the report are communication skill, problem solving skill, decision making skill, time management, presentation skill, teamwork and leadership skill. All these skills are essential for running professional and personal life successfully and effectively.   
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