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Executive summary 
Academic and employability skills are important for providing the ability in performing in the workplace and future development. This report has evaluated the employability and academic skills in me and the importance of thee skills. Nit has discussed various kinds of employability skills. In this context, it has evaluated the conditions and perspectives of employers for employability and recruitment process. Personal SWOT analysis has been done and it has helped me in the identification of strengths and weaknesses in me. Also, Johari Window has been analyzed that has helped in the determination of skills that are known to me and others for better communication. Lastly, it has provided a personal development plan for the development of skills that are weak in me with materials required to do that. 
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[bookmark: _Toc35875713]Introduction 
Academic and employability skills are important for providing the ability in performing in the workplace and future development. This report is going to evaluate the academic and employability skills of me and its importance. In order to evaluate this, it will focus on personal SWOT analysis and Johari analysis. It will also develop a personal development plan on the basis of the weak skills present in me.
[bookmark: _Toc35875714]Importance of different employability skills
The skills that are needed to develop besides having education and various experiences that help an individual in making eligible for a specific role of a job are employability skills (Morgan, 2016). There are various soft skills that make people employable and allows to build rapport. Communication skill is one of the interpersonal skill in people that is necessary for transmitting important information in an accurate manner as well as allows people in receiving the same from co-workers avoiding misunderstanding (Møller and Malling, 2019). This skill can be performed verbally as well as non-verbally. Verbal communication including writing or face to face interactions and using various expressions and body language with the tone of voice are included in the non-verbal ways of interaction. Team working skill is another professional and employability skill that is important for providing the ability for working in a group or a team (Ritter et al. 2018). Emotional intelligence skill is the employability skills that provide the ability people for recognizing and understanding as well as managing the emotions of own as well as other co-workers. 
This also helps in using the skills in a positive manner for achieving the expected outcomes. Problem-solving skill is the ability that enhances the employability with capacity for the identification and resolving the issues in a work. On the other hand, decision-making skill is the ability to use the problem-solving ability to make effective decisions with solving difficult issues by giving additional effort (De Clercq et al. 2019). Organizational skills help in the employability is for managing and scheduling heavy works with reducing errors and provides productive work results. Also, presentation and word processing skills are important software skills that are necessary for having in getting effective career development chance. These are important education and employable skills which makes individuals able to analyze literature and also in the research findings ability. 
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Figure 1: Employability skills 
(Source: De Clercq et al. 2019)
[bookmark: _Toc35875715]Recruitment conditions
There are some perspectives that are consisted of policies and standards by the human resources department and employers of any organization for recruiting. Employers are used to looking at the personality and the appearance of the candidate for checking his or her self-confidence level. On the other hand, the communication ability is also checked by employers for understanding the ability of interaction with others (Chan et al. 2018). The employer of any organization during the recruitment process, used to give the instructions to the recruitment and HR team regarding the screening process. 
This screening process will consist of matching skills and knowledge as well as ability of candidates with the description of job and details of the role of the vacant job. Perspective of employers is also associated with the needed legislations and regulations to incorporate in the policy of recruitment while selecting the candidate (Rojamary and Uma, 2017). Also, there is a responsibility for the employer and the recruitment team to match the skills and the detailed descriptions in the given CV by the candidate. This will; help the employer and the HR team for finding the candidates who are potential for the position of the given job. Another important perspective of the employer is to organize a fair interview process. 
In this condition, the employers used to select candidates after screening and reviewing the resume and call the potential candidates. Here, a number of regulations are needed to be in the conditions for recruitment like the employment Act and fair wages regulations with maintaining the national minimum wage regulations and policies set by the government. The most important conditions for the employers is to avoid illegal activities like bribery and the biased process of recruitment. Employers must possess the creation of long-term policies for the creation of rules and regulations for the process of recruitment like ability to give performance while working with others and must possess relevant experience of working. It must be important for the employers to check the ability of candidates for multitasking. 
[bookmark: _Toc35875716]Personal SWOT analysis
	Strengths 
	Opportunities 

	· Communication skills
· Honesty 
· Organizational skills
· Team working skills
· Problem-solving skills
· Decision-making skills 
· Software skills 
· Emotional intelligence skills 
	· Various training and development sessions 
· To build rapport
· To gain experience 
· To develop my weak skills 

	Weaknesses 
	Threats 

	· Numeracy skills
· Analytical skills 
· Research skills 
· Time management skills 
	· Becoming less competent due to lacking
· High competition in the job sector 
· Lack of time management skills can bring a negative attitude 


Table 1: Personal SWOT analysis 
(Source: Pluchevckaya et al. 2017)
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Figure 2: Personal SWOT analysis 
(Source: Pluchevckaya et al. 2017)
Strengths 
One of my strength is the presence of communication skills and that is an important skill for academic as well as employability that possess the function for transmitting significant message and information. I can use both verbal and non-verbal communication methods for interaction with my colleagues and co-workers. This will help me in an effective use of information fr the successful completion of work. Strength in me is honesty skills that provide the ability for maintaining consistency in the workplace. An organizational skill in me is another strength that helps me in maintaining schedules and doing responsibilities on the basis of rules and regulations of a job role. This skill is important for enhancing efficiency in an individual by providing better effort input in the workplace for better outcomes (Aziz et al. 2016). Team working skill is another skill in me that is the strength that helps me in doing work in a group and with other colleagues. This skill facilitates promoting a friendly environment in a workplace with better communication and also promotes creativity in work that in turn gives better results. I have gained the strength of problem-solving skills that automatically helps me in enhancing decision-making skills. It helps me in resolving difficult issues for better performance with the team working. 
Weaknesses 
I have the weakness in the skill of numeracy and that due to tis I face difficulty in analyzing the numerical issues and information related to a numerical value. Due to this lacking, sometimes I face the difficulty in developing logical thinking and that hinders employability chances for me. Another weakness in me is the lack of analytical skills that restricts me to find solutions for some complicated issues. Analytical thinking lacking put me in a difficult situation for critical thinking about the gathering of information in the workplace. Time management is the utmost important skill that is needed to maintain a tight schedule and helps in higher productivity (Jackson, 2016). I have a lack of time management skill and that put me in difficulty regarding completing work in the deadline. I also face difficulty in the research skill that pit me in difficulty sometimes regarding finding and collecting information. 
Opportunities 
Various training and development sessions will provide the opportunity for me in the development of my academic and employability skills. I can attend different kinds of workshops related to academic courses that will also provide the opportunity in the development of my weak areas related to skills. I can also get the opportunity for utilizing m existing academic skills with practicing that will help me to enhance weak areas in me. With my existing good communication skills, I can get the opportunity in convincing employers that will help me in obtaining job. 
Threats 
If I will not develop my weak areas then it can be a threat for me to become less competitive as the job sector is highly competitive. With this threat, the lack of time management skills in me will put the threat in me that can put a negative effect on the employers in my career. 
[bookmark: _Toc35875717]Johari window
	Open area
	Blind area

	· Communication ability in me 
· Honesty 
· Ability to work with a team 
· Decision-making skills 
	

	Hidden area
	Unknown area

	· Emotional intelligence 
· Software working ability 
· Problem-solving skills
	


Table 2: Johari window 
(Source: Oliver and Duncan, 2019)
Johari Window is a model that helps in the establishment of effective interaction among individuals at various places by understanding the self as well as others (Oliver and Duncan, 2019). The open aea is the section that consists of information related to my abilities that are known for both me as well as others. Here, my ability to communicate, honesty in working performance and capability of me in working with a team as well as the ability to make a decision in a situation are in the open area. On the other hand, the Blind area is the section with my information that are known to others but unknown to me. 
The hidden area is the section that is about me and known to only me but unknown to others. Here, my emotional intelligence and ability to work and knowledge regarding various software usages are known to me and not revealed to others. In this section, there is an ability to solve a critical problem are known to me but unknown to others in many extents. But, the unknown area is the section that is neither known to me and others about my information. (Refer to appendix 1) 
[bookmark: _Toc35875718]PDP plan
The skills that I needed to develop are numeracy skills, research skills, and time management ability as well as analytical skills. In order to this, I have developed a personal development plan and it helps in the improvement of weak areas in an individual with strategic planning. In order to develop my numeracy skills, I have fixed the needed duration of 3 months and the materials that will help me in developing are online journals and watching video lessons for understanding short tricks. On the other hand, another weak area in me is an analytical skill which is significant for critical thinking and to find relevant solutions for a particular issue. 
In order to develop my analytical ability, I need the materials of online journals and also need to practice in practical. For this skill, I need the duration of 4 months. Research skill another important ability that helps in gathering relevant information and for this lack area in me, I need duration of 3 months. Materials needed for this are online journals and practical practicing. The last skill is time management and that is important for completing work in a tight deadline and also enhances the efficiency of work. In order to develop this skill in me, I need the materials of online journals and also need to watch video lessons and need duration of 4 months. (Refer to appendix 2)
[bookmark: _Toc35875719]Conclusion
The conclusion can be drawn from the report that employability and academic skills are important for providing the ability to be employed. In this context, this report has evaluated the importance of various employability and academic skills for career development. It has also assessed personal SWOT analysis that has identified my strengths and weaknesses regarding skills. It has discussed the conditions and perspectives that are needed for employers for recruitment and also evaluated Johari Window analysis. It has provided the skills known to me and others. Lastly, it has provided a PDP plan for improving my weak areas in the future.
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(Source: https://www.toolshero.com/communication-skills/johari-window-model/)
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	Skills 
	Importance 
	Resources 
	Duration 

	Numeracy skills
	For solving numerical related problems 
	Online journals and video lessons
	3 months 

	Analytical skills 
	For solving issues with critical thinking and finding solutions 
	Practicing and online journals 
	3 months 

	Research skills
	To find and gather relevant information 
	Online journals and practicing 
	3 months 

	Time management skills
	To complete work in a deadline with efficiency 
	Video lessons and online journals 
	4 months 
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