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1. Introduction  
With the rapid development of business environment, the competition between business organization is also increasing gradually (Knight and Yorke, 2013). That’s why the recruiter of a business organization focuses not just on the academic skills of graduates while recruiting, but he also demands employability skills in the employee or the applicants (Armstrong and Taylor, 2017). While recruiting, the employer wants those employees with a wide range of both academic and employability skills to win over the competitor in the market. In order to become a productive employee within the organization, an employee needs to assess his or her skills and use a personal development plan to overcome skill gaps (Burns, 2012). As an employee, supervisor of CLM Fireproofing, in this paper I will cover my different academic skills and employability skills which help me progress in my career. As a new supervisor, I will identify some of my skill gaps and will improve them by using a personal development plan.













[bookmark: _Toc534484251]2. Academic Skills
Academic skills are all about learning more effectively and developing those skills for a future career opportunity (Armstrong and Taylor, 2017). Developing a good academic skill will help students to achieve the academic results which reflect the potentiality of his or her. Academic skills may consist of the development of self-management, language fluency or communication skills, learning effectively and critical thinking skills as well as the development of academic literacy and integrity.
In this competitive business environment, while recruiting companies are focusing more on different academic skills of the employee or applicants rather than the academic results or degrees (Frazer and Oswald, 2011). Different academic skills help an employee to learn about the organization and cope with the business environment more confidently. 
[bookmark: _Toc534484252]3. Some Academic Skills that I Posses
Academic skills of an employee encompass with a wide range of skills from critical thinking to public speaking (Ivancevich and Konopaske, 2013). The most fundamental academic skills that help me in developing my career within CLM Fireproofing are adaptive thinking, personnel management, and public speaking.
[bookmark: _Toc534484253]3.1 Adaptive Thinking
Adaptive thinking is the ability of thinking and adapting with the changing business environment and technological development (Burns, 2012).  In the digital trends of business, the environment and technology are changing rapidly. As CLM Fireproofing is a business specialized in installing fire protection instruments, adapting with the use of new technology is very important. My skill of adapting thinking helps me to cope with and learn frequent changes more effectively and efficiently. Adapting thinking helps me to identify a certain problem come up within the organization and to deal with the problem (Frazer and Oswald, 2011).
[bookmark: _Toc534484254]3.2 Time Management
The time management skill is another most important component of the academic skill that I possess (Knight and Yorke, 2013). The time management skill encompasses planning time, prioritize the works, organizing the works and avoiding distractions (Armstrong and Taylor, 2017). Time management is the most important in meeting a deadline, which helps me in the CLM fireproofing to meet the deadline of the customers. It also helps me to plan my task in a time-oriented manner, prioritize my work within the organization and avoiding distractions while working. Having a structured approach to manage my time, it helps me in staying and controlling my work (Rouse, 2010).
[bookmark: _Toc534484255]3.3 Critical Thinking & Problem Solving
Critical thinking and problem-solving skill are the most fundamental academic skills of an employee (Ivancevich and Konopaske, 2013). Critical thinking is the ability to observe, analyzing and interpreting, problem-solving and decision making. Technology is the most fundamental elements for CLM fireproofing, the demands of the customer are changing rapidly with the rapid changes in technology (Frazer and Oswald, 2011). My critical thinking and problem-solving skills help me to identify different problems within the organization and solving them by analyzing, interpreting and quick decision making. 
[bookmark: _Toc534484256]4. Employability Skills
In this rapidly changing business environment, despite the degrees of an employee, a business organization is paying more attention to the employability skills an employee possesses (Burns, 2012). The term, employability skills can be defined as the transferable skills needed by the individuals to make them more employable (Rouse, 2010). Employability skills not only helps the individual to become employable, but it also helps to progress within a business organization and contribute more to the business. 
The employability skills needed within an individual maybe differ from organization to organization or work to work (Armstrong and Taylor, 2017). But the fundamental employability skills may include communication skills, teamwork, self-management, organizing and planning, technological skill, life-long learning skills etc. 
[bookmark: _Toc534484257]5. Some Employability Skills that I Posses
Employability skills of an individual encompass with different skills from communication to leadership (Willig, 2013). The most fundamental employability skills that I possess include, communication skill, teamwork, and self-management or personnel management.
[bookmark: _Toc534484258]5.1 Communication Skill
Communication is a continuous process within an organization. Effective management of communication is needed for the best results in the productivity of the business. To achieve a good communication culture in the organization, communication skill can help us to achieve a good relationship structure within employees and with the customers (Guffey and Loewy, 2012). As communication is a fundamental employability skill that I possess, it helps me to engage with the employees and supervisors of CLM Fireproofing more effectively and communicating with the customers efficiently. It not only helps me to cultivate the relationship with the existing customers but also helps me helping the organization to attract newer customer of CLM Fireproofing. Effective communication means being clear about what the communicator means and what he wants to achieve, which I can do because of my communication skills like, presentations in meetings, delegating works or reporting to the supervisors. 
[bookmark: _Toc534484259]5.2 Teamwork
The term teamwork means getting along with individuals within the organization in order to achieve the same objectives (Burns, 2012). Teamwork in CLM Fireproofing is very important in order to achieve the best customer satisfaction. As the main task of the organization is installing fireproofing components for the customer within a time period, the importance of the teamwork is unavoidable. By using my skills of teamwork, I can get along with any groups which help to speed up the work progress efficiently and through brainstorming within the workgroup, it results in a better idea of doing work. My teamwork skill helps me to understand every employee of the organization, works with them which in the long run helps me to delegate work as a supervisor. 
[bookmark: _Toc534484260]5.3 Self-Management
The personal management skill of an employee refers to the ability to manage themselves as well as knowing how to manage others (Guffey and Loewy, 2012). These may include managing time, stress, difficult people etc within the organization (Frazer and Oswald, 2011). As I recently promoted as the supervisor of CLM Fireproofing, my personal management skill helped me the most in order to gain the opportunity. An effective supervisor needs to know to manage the employee in the organization and managing himself. As it is a fundamental skill I possess, it helps me to manage the work, time and the employees within the organization effectively.
[bookmark: _Toc534484261]6. Skills Gap & Improvements
In everyday life in a business organization, in order to compete with the employees, need to improve their skills continuously (Armstrong and Taylor, 2017). The need for specific academic or employability skills may vary from organization to organization or the job position to job position. As I recently promoted as a supervisor of CLM Fireproofing, my existing skills as an employee may not be enough to lead employees as a supervisor to achieve goals or objectives of the organization. The most important two skills that I think need to improve in order to lead the employees which are, constructive writing and leadership.
Constructive Writing Skill: Writing messages for communication is very important in order to maintain a smooth business operation (Willig, 2013). But the use of jargons or complex words in messaging may lead to the misunderstandings between the communicator and interpreter. Constructive writing skill will help me to communicate more effectively and on to the point to delegate work and in any formal writing. As a supervisor, I need to be clear and to the point while communicating. Constructive writing skill will help me to do so. 
Leadership skill: As a supervisor, leadership skill is the most important skill that I need to develop in order to lead my subordinates to achieve objectives and goals in the organization (Guffey and Loewy, 2012). Leadership skills may encompass delegating, motivating and giving feedback to the employees for their performance (Burns, 2012). This skill will help me to become successful as a supervisor by delegating works and giving feedback or appraisal for employee performance and eventually increase productivity.
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The personal development plan for improving my productivity as a supervisor includes two main components, developing writing skills and leadership skills. The PDA will help me to plan my skill development by identifying the ways, measurement of skills and achieving it within a targeted period. 
	Skills to be Improved
	How to Improve the Skill
	How I will Measure the Improvement 
	Target Time 

	Constructive Writing Skills
	1. I will practice formal writing regularly.
2. I will avoid jargons while writing.
3. I will proofread the message before sending.
4. The message will be kept short and precise.
	1. My fluency in communication will increase.
2. The misunderstanding of the message will reduce.
3. Frequent communication will start between employees.
	April 2019

	Leadership Skill as a supervisor
	1. I will practice discipline in the organization.
2. Situational awareness will be developed within the organizational culture.
3. I will inspire and motivate employees according to their performance.
4. I will Active listening and resolving conflicts effectively.
	1. The employees will be inspired.
2. A strong organization will be created.
3. My motivational skill will be increased.
4. There will be clarity of thought and communication within the organization.
5. The productivity will increase.
	December 2019



This personal development plan will help me to identify and improve my two main skills as a supervisor and will also help to track the improvement accordingly.

[bookmark: _Toc534484263]7. Conclusion
The importance of academic skills and employability skill is unavoidable in finding suitable jobs and progressing in the career within one or different organizations. Academic skills of an employee are important because it is indirectly linked to the positive outcomes we expect from a certain job. The more academically skilled a person, the more employment opportunity he is likely to have. My academic skills in the CLM Fireproofing helps me to understand and adapt with the environment of the organization more effectively. Employability skills also important in today’s intensely competitive market. and despite academic results or degrees employees are now looking for individuals who are skilled, flexible and can take initiatives in different environments. In CLM Fireproofing, different employability skills helped me to work more efficiently and effectively within the environment which leads to the promotion as a supervisor. But to supervise and lead the employees more effectively I need to identify the skills those I needs as a supervisor and improving them by following a personal development plan. 
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