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[bookmark: _Toc39430604]Introduction
In today’s world, it is extremely essential for the individuals to possess certain relevant academic as well as employability skills in order to ensure success in their future lives. Moreover, it is obvious that employers would choose those candidates who possess academic and employability skills through recruitment and selection procedures (Rowe and Zegwaard, 2017). Thus, in this report, the main focus would be given upon identifying and applying various academic tools like SWOT analysis, time management tools and Personal Development Plan (PDP) as well. Additionally, the knowledge of recruitment and selection would also be provided in this report. Apart from this, a reflection would be provided based on my overall academic progress in a detailed manner. 

[bookmark: _Toc39430605]Use of various academic tools and their applications
While participating in the class, I have been able to develop a wide range of methods and tools that are beneficial when I would apply them in my academic career. Thus, it is essential for the people to conduct a personal SWOT analysis, as it would help them in determining their personal strengths as well as weaknesses, so that it would become easy for them to analyse the external opportunities and threats that they could get from their internal abilities and skills (Wilson and Ortiz, 2017). Additionally, I have also made use of time management tools, as they important tools that are acquired in both academic as well as professional future career. With the development time-management skill, a person can perform any task within the given time and would never miss the deadline for a given task respectively. On the other hand, I did also focus on my Personal Development Plan (PDP) that enabled me for planning the overall operations and activities for achieving my personal goal along with the organizational objectives and therefore, it also enhanced my performance level to a greater extent.
SWOT Analysis
	Strengths
· Effective level of communication
· A good leadership quality
· Problem-solving skills within myself
· Time management skills for any task
	Weaknesses
· Lack of thinking in a critical way
· Lack of collaborative skills
· Lack of critical skills

	Opportunities
· Various job opportunities in my future professional career
· Changes in market trends accordingly
· Further development and learning of relevant skills
	Threats
· The level of competition is too high
· Rapid changing in company’s requirements for candidate recruitment



Table 1: Personal SWOT analysis
(Source: Created by the researcher)
From the above analysis in SWOT framework, it is being clearly observed that I have a wide range of strengths as well as weaknesses within my personality in terms of academic and professional development skills. With the help of my problem-solving and time management skills, I would be able to prevent the threat of high competition level and can easily join any company in future in order to develop my career. On the other hand, due to lack of analytical and critical thinking, it would become difficult for me to adapt fast changing situations within the workplace, which could become a big threat for me, in my professional career. However, it will completely depend on the requirements of different companies that what they actually want to have built in a particular candidate. On the other hand, I would try my best to plan some appropriate strategies in order to overcome my weaknesses and threats and therefore, positively looking up for the opportunities in an effective manner. 
Time management tools
Time management tools are considered as the system of planning and organizing that how a person set his/her time for the purpose of performing specific tasks and functions effectively (Gill, 2018). The individuals, who would usually develop time management skills within their personality, could be easily able to work smartly along with managing time, so that they could start another task earlier just after the completion of the previous task respectively. On the contrary, improper management of time while performing the task, could hamper the overall task performance, and can even bring them to face failure in that particular task. Thus, while participating in the classes, I have been able to learn and an acquire knowledge regarding the perfect way of managing time for any work by using appropriate time management tools. Therefore, I can easily apply those skills in my further work in order to get success by achieving my set personal objectives. Thus, it will help me in growing and developing my skills up to a highest level effectively.


PDP
	Objectives
	Actions
	Resources
	Start date
	End date
	Success criteria

	Improvement in my critical thinking
	For the purpose of achieving this objective, I am required to undertake various actions like consider a wide range of videos and books associated to critical thinking , also taking part in brain boosting related activities would be beneficial
	Appropriate allocation of different resources is essential like books, videos and many other sources for enhancing the critical thinking power.
	2.05.20
	8.05.20
	Understand the link between the knowledge and determining the importance of relevance of concepts and justifications

	Enhancement of my analytical skills
	The main activities that could be beneficial in taking into consideration include
Participating in various seminars,   reading books and watching  videos effectively etc.
	Allocating appropriate resources are crucial in order to fulfil the objectives like seminars, books, videos etc.
	2.05.20
	10.05.20
	The main success criteria for the objective is in ensuring the effective evaluation of problems and therefore, identifying the corrective measures. 

	Improvement in my collaborative skills
	The main activities required to be undertaken include engaging in working in group projects, taking an active part in group activities etc.
	Allocating of necessary resources is helpful in order to achieve this objective. Therefore, some necessary resources that are required include funds, stationeries, books and videos etc.
	2.05.20
	5.05.20
	The main success criteria for this objective is to make sure about having positive communication level with other team members and collaborate with them to meet the mutual goals respectively.


Table 2: Personal Development Plan
(Source: Created by the researcher)
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It is essential for the companies in ensuring the effectiveness of the recruitment process, which is all about selecting an eligible candidate within the workplace for the betterment in the working level of entire business organisation. It mainly ensures that candidates perfectly suit the job roles and could support the business organization to meet its overall set business goals effectively (Dickfos, 2019). Thus, the person possessing academic and employability skills could be easily able to cater and handle the uncertain situations that are appalling for company’s prosperity. Therefore, in order to make the business more reliable and profitable, the HR manager usually looks for eligible candidates for the recruitment and selection process respectively. On the other hand, effective resourcing has a positive impact on long term success of the business organization, as by taking workforce planning information; the organization could easily identify the relevant skills that are needed to optimize the overall business performance. 
Business area generally evaluates the human resources for the purpose of identifying the requirements for recruitment and selection process. After the determination of the needs, the recruitment process generally takes place according to the situation. In addition to this context, the organization usually utilizes different tools and techniques in order to attract a wider range of candidates for applying themselves for the said job vacancy respectively. The HR manager generally asks for personal CV from the candidates in order to get their personal as well as professional information in a detailed manner. After getting the CV, the manager generally evaluates their details and compares it with other candidates and thereby, chooses those applicants who are more suitable and eligible for the desired job position effectively. Then the best candidates are being called for the further interview that is taken personally i.e. face to face communication with the HR manager.
The effective consideration of the recruitment and selection process that allows the company to have a talented and skilled workforce mainly aims for achieving higher success and improving overall business performance effectively. Therefore, the rate of employment in UK is above 76.3%, whereas the unemployment rate is near about 3.8% respectively (Tymon and Batistic, 2016). Employers mainly focus on recruiting highly qualified individuals along with experience in order to demonstrate the relevant skills, which are being already developed by the person in their academic study, extra activities etc. It is being observed that the main employability skills that every manager look in the candidates include problem-solving, time management, IT skills, customer awareness and many others (Asiri et al., 2017).
[bookmark: _Toc39430607]Analyse and reflect on academic progress
In this module, I have been able to develop a wide range of skills that are necessary for enhancing my overall knowledge about the recruitment and selection process as well as employability skills. When I started conducting this module, I realized that I did not have such knowledge about the various necessary academic tools and techniques. Moreover, I also lacked various skills set and understanding about the employability and recruitment process as well. Therefore, in this module, I have been able to improve my knowledge about various academic tools including SWOT analysis, Time management tools and PDP table. Moreover, I have understood the main criteria that when I should analyse and use these skills or tools in any uncertain situations in order to overcome from them effectively. By conducting a personal SWOT analysis, I have been able to understand about my internal strengths and weaknesses and also the areas that I have to improve in order to become a perfect professional in terms of my future career. On the other hand, I have also considered the significance of effective time management tool, which would help me to manage and complete my work or any given tasks, before the time limit.
With the help of this module, I have been able to learn various things that I have implemented in my personal development plan in order to improve my overall employability skills, where I was lagging behind. In this way, I could be able in ensuring higher success in both personal as well as professional areas in the most effective way. Moreover, after completing this module, I have been able to obtain relevant knowledge about the real-life recruitment and selection process gradually. It would help me to grow further in my professional career in future, when I would join a company in this highly competitive era. Moreover, this module has helped me to obtain a range of relevant employability skills that has enabled me to perform my tasks or activities in the most effective way. Some of the skills such as time management skills, collaborative skills, and analytical thinking skills have been developed within my personality that could help me to perform all the tasks in the most appropriate manner. On the other hand, in the beginning of this module, I have faced various challenges like, lack of time management skill, effective planning. However, at the end of term 1, I have overcome and challenges in the most effective way, and thus I can say that I am quite confident as an individual to help other individuals in developing the mentioned skills.



[bookmark: _Toc39430608]Conclusion
It is to be concluded from the study that it is extremely necessary for the individuals in acquiring employability and academic skills in order to allow themselves in excelling in both personal as well as professional aspects. Thus, the contemplation of various academic tools and techniques are also equally important for developing the skills and knowledge respectively. Therefore, the report has successfully explained the three most effective tools such as SWOT analysis, PDP and time management tools, which is completely related to my personal development of relevant skills. It also explained that what and how the employers generally regulate their recruitment and selection process effectively in order to hire experts and eligible candidates within their workplace. Moreover, it has also discussed the importance of tracking the overall progress of an individual for their further growth and development in real-life aspects. 
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