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[bookmark: _Toc47795539]Introduction
With the fast growth of societies and globalisation, competition between business organisations for skilled labour is also increasing at a fast rate. Similarly, there is also high competition amongst professionals for employment opportunities globally. As such, the need to enhance one’s academic and employability skills has become key to succeeding both at an academic and professional level. Contemporary employers are no longer focusing solely on the academic qualifications of an individual but also the complementing skills necessary to accomplish goals such as team work and time management. As such, graduates who have developed a wider range of skills applicable in their professions and personal development are often in a better position competitively in the contemporary job market. Due to these aspects, this report seeks to identify and reflect on the contemporary academic and employability skills. The report also highlights my abilities through the use of a SWOT analysis tool and provides an action plan to further enhance my aptitudes.
[bookmark: _Toc47795540]Academic and employability skills
Academic skills are basically the various facets of behaviours learned by students essential to successful learning at academic institutions (Skillsyouneed, 2020). On the other hand, employability skills entail the basic aptitudes that are not only essential in gaining employment but also progression within an organisation in achieving one full potential and contributing to the successful attainment of the organisations strategic goals and objectives (Blaxell & Moore, 2012). Some of the core employability and academic skills include effective communication skills in both oratory and written communication, research skills, time management, collaboration skills, IT skills as well as reflective practice and analytical skills (Collet et al, 2015). 
Currently, despite people achieving their degrees, business firms are paying more attention to the employability skills (Skillsyouneed, 2020). While employability skills are not standard for all companies, there are basic categories of employability skills common for most of the business firms. These include communication skills, IT skills, life-long learning, self-management skills, teamwork and initiative and enterprise skills (Lowden et al, 2011).
[bookmark: _Toc47795541]Communication skills
Communication is a vital aspect in both academic and professional employment undertakings. Communication can be described as the conveyance of ones thoughts and ideas to another person or group (Lowden et al, 2011). This can be at a formal or informal level. Good communications skills are vital to ensuring that messages and instructions are timely delivered and well understood (Blaxell & Moore, 2012). As such, good communication will not only help in learning new facts and skills, but also help in ensuring successful collaboration with colleagues and peers in teams and groups at school and workplace in addition to building good workplace relations with colleagues and superiors.
[bookmark: _Toc47795542]Collaborative skills
Teamwork at both academic institutions and workplaces has become vital in modern day societies. This is because it is much easier to complete tasks as teams than as individuals. Through teamwork, employees are able to share novel ideas that enhance their ability to complete tasks effectively, efficiently and timely (Boahin & Hofman, 2013). As such, this is a vital skill that contemporary employers seek from job applicants. Furthermore, through collaborative efforts business firms are able to develop better organisation cultures that enhance their prospects of accomplishing their organisation goals (thebalancecareers, 2020).
[bookmark: _Toc47795543]Time management
Proper management of time is vital in improving ones academics as well as professional career. This is for the reason that through organising ones activities across the days enhances their ability to complete work on time as well as staying engaged in in important undertakings such as meetings (Baker & Henson, 2010). Time management skills entail a number of subset skills such as organisation skills, prioritisation, goal setting, communication, planning as well as delegation and stress management skills. 
From both an academic and professional employment career point of view, time management skills are vital as they can help one structure their undertakings in a manner that enhances their ability to accomplish their goals (Boahin & Hofman, 2013). For instance, if one has a goal of getting a job, they will need time to update their resume as well as search for openings, applying for vacant positions and preparation for selection and recruitment interviews. Proper time management aids in bettering workers and their ability to fully focus on their priorities. As such, time management is both vital to an individual as well as employers (Lowden et al, 2011).
[bookmark: _Toc47795544]Continuous professional development
Continuous professional development (CPD) entails the various processes of training and development of personal skills and competencies through independent, interactive and participation based learning (Collet et al, 2015). This is a vital employability aptitude that employers look for as it ensures that employees are up to date with the contemporary skills and competencies of their roles at work in their domains (Lowden et al, 2011). 
As change is an inevitable in most professions within the dynamic professional world, it is imperative that one keeps their skills updated for better progression in their professional careers (Lowden et al, 2011).  As such, having a CPD programme is the best approach to ensuring that individuals succeed in this regard (thebalancecareers, 2020). Continuous professional development has become a prevalent aspect in the employment world as it results in superior growth with positive implications to both the individual employees and the business organisations as a whole (thebalancecareers, 2020).
[bookmark: _Toc47795545]Personal SWOT Analysis
The SWOT is an analysis tool that can be leveraged in identifying and acknowledging the various strengths, weaknesses, opportunities and threats of an individual (Omar et al, 2012). As such, a SWOT analysis is an effective tool for evaluating ones competencies in order to develop effective strategic action plans for skill development .table one below highlights a summary my personal SWOT.
[bookmark: _Toc47795546]Table 1: Personal SWOT
	Strengths 
	Weaknesses 

	· I have good collaborative skills
· I am good at analytical thinking
· I am good at goal setting 
· I have strong initiative and enterprise skills

	· I have weak IT skills
· I lack good organisation skills
· weak time management skills
· poor problem solving skills
· weak communication skills

	Opportunities 
	Threats 

	· Developing a Continuous professional development plan
· Attending planning and organisation skills seminars
· Attending communication and problem solving workshops.
· Skill improvement through mentorship from my tutors, peers and colleagues
· Attending basic  IT lessons at the university
· Participating in time management and organisation skills lessons at school

	· I lack a Continuous professional development plan
· Lack of self-management skills
· Highly demanding academic obligations with limited time
· High costs of living and education fees
· I am highly stressed with the academic pressures and schedules



Based on the findings of my personal SWOT analysis (Table 1), it is evident while I am competent in some of the basic academic and employability skills, it is imperative that I take mitigation measures to enhance mu aptitudes. This will be accomplished by developing an action plan that is based on SMART goals that leverage my strengths and opportunities in mitigating my weaknesses and threats (Omar et al, 2012).
[bookmark: _Toc47795547]Action plan
An action plan is basically a plan aimed at putting into practice various activities with an intent of accomplishing specific goals (Boahin & Hofman, 2013). As such, table two below is an action plan that I will use to enhance my competencies in the various skill deficits highlighted in my personal SWOT weaknesses and threats (Table 1).
[bookmark: _Toc47795548]Table 2: Continuous professional development plan
	Long-Term Goals 

	Leverage the internships provided for my university course to further prepare for my employment career as well as enhance my employability skills through practice and workplace experience.

	Short-Term Goals

	Attend more skill enhancement workshops, seminars and conferences
Use mentorship and coaching from my tutors and peers to enhance my academic and employability skills

	Goal 
	Resources
	Evaluation 
	Target Date

	1) Improve IT skills
	Attending basic  IT lessons at the university
	Examinations 
	End of the academic year.

	2) Improve my problem solving skills
	Skill improvement through mentorship from my tutors, peers and colleagues
	Reviews from peers and tutors
	End of the semester

	3) Enhance communication skills
	Attending communication and problem solving workshops.
	Reviews from peers and tutors
	End of the semester

	4) Enhance time management skills
	Participating in time management and organisation skills lessons at school
	Examinations 
	End of the semester



[bookmark: _Toc47795549]Personal reflection 
Learning being a continuous and lifelong process, it basically entails the acquisition of new knowledge and skills that enhance ones competencies in accomplishing various objectives both at an academic and professional level (Deeley, 2014). This module has been a very exiting one for me as I have been able to undertake various activities both as an individual as collaboratively with my classmates.  As such, I have been afforded a great opportunity to learn new skills and knowledge essential to both my academic and future employment success.
I enjoyed various lessons across the module such as those that concerned academic and professional skills such as research skills, self-evaluation and reflection as well as personal development. This module has been key to my better comprehension of reflective practice as well as acknowledging the importance of personal reflective practice. For instance, through self-reflection, I have been able to identify the various aspects of my competencies that need enhancement. This was made possible through the use of swot analysis in skill and competency analysis.
At the beginning of the module of the module I was more sceptical on my ability to fully comprehend the diverse aspects of the module. However, through collaboration with my classmates as well as consultations with my tutors, I have been able to understand the concepts entailed in the module. This has enhanced my ability to undertake the diverse activities in my course as I am now better at research and analysis. These are some of the core skills necessary for success both at the university and through ones employment. Furthermore, unlike at the beginning of the module when I had no idea on the various skills and attributes that I am strong at, I now have a clear picture of my strengths and how to leverage them in ensuring that I have sufficient employability skills for my future career.
Time management being one of the vital skills necessary for both academic and professional success (Deeley, 2014). Through this module, I have been able to learn the various aspects of good time management. However this was not only challenging due to the demanding nature of my academic undertakings, but also due to my inability to effectively put the skills learned into practice. As such, I had to seek help from my peers who in turn helped me become better at time management. All in all, this has been a successful module with significant impacts on my knowledge and skills that are key to success at the university and in my future employment.
[bookmark: _Toc47795550]Conclusion
There is no doubt that people with diverse skills and aptitudes are not only more likely to succeed in their academics and employment endeavours.  As such, it is imperative that individuals focus on enhancing their academic skills and employability skills. This report elucidates on the various aspects of academic and employability skills necessary for one to succeed. As such, the report discusses and provides a personal SWOT analysis on the various competencies and an action plan to be followed in ensuring that I am able to possess the necessary skills required to succeed in both my academics and future professional career. The report further provides my personal reflection on this semester module on employability and academic skills.
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