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[bookmark: _Toc39407953]Introduction 
Academic and employability skills are defined as the combination of several knowledge and skills that are required to be possessed by individuals in order to get recruited by multiple enterprises (Rabiner et al., 2016). Both the academic as well as employability skills play a major role in determining and evaluating the current capabilities of a particular candidates by the hierarchy members of organization in order to be able to be recruited as a member of enterprises (Rabiner et al., 2016). Better the employability skills, better is the possibility to reach to higher position of organization as per the hierarchical chart. Various skills, such as leadership skills, managerial skills, time management skills and technical skills are categorised under academic and employability skills. This is so because, these are the skills which enable the candidates to be able to deal with negative and doubtful situations of the organization in the most effective manner without any issues and errors.
Another type of skills is educational skill. The mentioned skill belongs to the category of academic and employability skills as education is the most basic procedure to adopt other essential skills that drives the candidates to go ahead and thrive for their future (Montoya et al., 2019). Educational skills do not only attain to skills and knowledge regarding subjects and prospect of students but also assist them to learn new things based on the reality and real-world organizational environment. 
Therefore, throughout this entire assignment, I will evaluate and analyse my own academic and employability skills in the most efficient manner as per the requirement of working in enterprises (Sala and Gobet, 2017). Via evaluating skills and knowledge I will be explaining my own strengths and weaknesses including opportunities and strengths as well. For this assignment of self-assessment, I have chosen to use the Gibbs Cycle. Currently as a student, I will be discussing about the skills, knowledge and activities that I required to work within a particular organization most efficiently (Sala and Gobet, 2017). While communicating with another colleague in my new work sphere, I have realised that I need to gain certain skills for personal and professional development. I have acknowledged the importance of conducting self-reflection to develop insight and understand I need to consider for self-improvement. 
[bookmark: _Toc39407954]Skills
Skills are defined as the knowledge and the ability to perform an action with a fixed vision and aim. The skills are set of tasks to be performed within a given stipulated time span and / or consuming a fixed amount of energy. Considering the modern economic environment, to be successful in life I need to channelize myself to have multiple skills embedded in me.
[bookmark: _Toc39407955]Types and Classification of Skills
As per various research, skills are to be multiple in the characteristics of a potential staff to make him be considerable as a valuable asset to the organisation he wants to work in. Hence various experts have formulated various sub-categories which are universally accepted. 
· Hard Skills, also known as technical skills deals with the particular skills related to the specific task or situation by understanding and proficiency such as Computer Skills, Writing Skills and so on.
· Labour Skills, are those that are possessed by the staff of an organisation which deals with the expertise, specialisation, wage and supervisory capabilities such as Engineers, Blacksmiths, Masons and so on.
· Life Skills refer to the capabilities of effectively striving through the various challenges faced in life by any human through deliberate, synchronised, planned and continuous effort such as critical thinking, decision making, problem solving and so on.
· People Skills refer to self-analysis and understanding, effective conversations and building trust and respect. In other words, it is the skill to make one able to interact in a cordial manner in business. It’s a typical British term. Examples of this skill would be Communication Skills, good judgement and so on.
· Social Skills is the art of enabling one to productively interact and communicate with the people in his / her environment such as conflict resolution, relationship management and so on.
· Soft Skills deal with a combination of a set of communication related skills which is a combination of social skills, character traits, communication skills, attitudes, emotional intelligence quotient and so on. 
· Academic Skills deals with the core skills that deal with the methodology of learning. These are most commonly prevalent in schools as it is considered the most vital source of acquiring good grades. Such as Academic Writing, Presentation Skills and so on.
· Employability skills are the ones required by any job for the successful employment of an eligible candidate and to term him as an asset to the organisation such as oral communication, adaptability and so on. 
In order to work within an enterprise, it is very important to possess skills and knowledge regarding a particular field in most appropriate way (Sala and Gobet, 2017). I have my proper communication skills with help of which I would be able to deal with customers including clients accordingly. Secondly, I need to be aware of the organizational rules and regulations along with guidelines in order to proceed with the work accordingly (Soria et al., 2017). Thirdly, I keep myself updated regarding ongoing activities around the world so that I can keep myself updated from the organizational point of view. Last but not the least, I possess the capability to deal and work with 3rd party workers and events and thus I can manage those responsibilities as well. These are few of the academic skills that I possess (Soria et al., 2017). 
Taking my employability skills into consideration, some of them are as follows:
· I possess the capability to coordinate project work 
· I possess the capability to communicate effectively with other members 
· I have the ability to work and function with web structures (Nichols and Larson, 2016)
· I possess the capability to analyse the allotted organizational tasks before implementing it 
· I have the ability to be a very detailed and careful observer.
· I possess the capability to work with newly adopted technologies 
· I have the ability to work to edit tasks which have issues and errors as well (Nichols and Larson, 2016). 
[bookmark: _Toc39407956]Personal SWOT evaluation 
SWOT analysis comprises of strengths, weaknesses, opportunities, and threats with help of which I would be able to analyse by ability to work within enterprises (Kennedy et al., 2019). With help of the developed SWOT analysis, I would be able to recognize not only my strengths and weakness, but I would also take my opportunities and threats into consideration as well. Given below in the list of SWOT analysis where I would be discussing about the list of strengths, weaknesses, opportunities and threats as well (Kennedy et al., 2019). 
	Strengths
· I have good analytical skills as I am very good in managing projects of my university in most efficient manner. In fact, I have handled and work with a lot of project in my school as well and good graded (Patterson et al., 2019)
· My technical skills are appropriate as I know a lot of coding skills and knowledge as well
· My ability to perform in team is quite effective (Patterson et al., 2019)
	Weaknesses 
· One of my biggest weakness is that procrastinate with each and every task I do. This is one major disadvantage that I need to overcome (Patterson et al., 2019)
· My communication skill is not that much effective as I need to be more frequent in English 
· I am still a fresher and thus would be recruited as non-experienced (Sullivan et al., 2016)


	Opportunities 
· Since I am a university student, my biggest opportunity is that I have more time to acknowledge more skills and knowledge as well (Sullivan et al., 2016). 
· In future the scope and opportunities in organizations would enhance 
	Threats 
· One of the major threats from my point of view is that the demands of employers would increase in upcoming future as the demands from clients would also increase 
· Competition among employees are also increasing day by day (Sullivan et al., 2016). 





[bookmark: _Toc39407957]Time management tools 
In order to improvise my time management skills, I have made use of specific time management tools in best possible manner. There exists numerous time management tools out of which I have used, online time planner system. The online time planner system have assisted me to set up time limit by forming alarm for each task. After competition of time, the alarm would make sound. Initially, I used to find it much difficult to work and function as per the time limit that I would set. However, with due time, I have been able to make my own strategies, in order to cope up with the time without any issues and errors as well (Kassymova et al., 2018). This tool allows the users to make a list of numerous tasks as per the requirement so that users do not need to work with the system frequently. 
[bookmark: _Toc39407958]Personal and professional development plan (PDP)
Stage 1: to identify the list of strengths including developments required. 
From the above-mentioned SWOT analysis, I have explained various strengths, weaknesses opportunities and threats as well (Suleman et al., 2018). With the help that I would be developing both my strengths and opportunities and would improvise my weaknesses and threats as well. This is the first and the foremost stage that I need to acquire in the Personal and professional development plan (PDP). 
Stage 2: prioritizing the list of aims and objectives 
After I have finished my strengths and weaknesses, I would be determining the list of aims in most efficient manner (Suleman et al., 2018). Apart from this, I would be listing out the objectives that I want to achieve in future. After setting up the aims and target objectives, I would assess myself as per the strategies that I would build. This is because planning strategies play major role in achieving the set aims and objectives without any issues and errors as well (Tsitskari et al., 2017). 
Step 3: planning up short term, medium term and long-term goals 
The short-term goal basically is of 6 months where I would be investing my time to improvise my communication skills, body language, and procrastination including time management skills as well.
The medium-term goals are of 12 months where I would do training and internships for improving my skills and knowledge accordingly
Where in case of long-term goals I would be trying in various companies, saving the certificates of various conducted internship. In fact, I would attend interviews as well (Knights, 2018). 
Stage 4: evaluation of plan 
Last stage of Personal and professional development plan (PDP) is that I would be evaluating the entire plan in order to determine whether the entire plan in accurate or not. As per the evaluation results, I would do the necessary changes (Tsitskari et al., 2017). 
[bookmark: _Toc39407959]Understanding of the world of work from recruiters, job centres
From the recruiter’s point of view, the world of work is full of talent and skills as well. Various recruiters along with job centres try to look for those employees who possess effective talents in their respective job roles in most appropriate manner (Rowe et al., 2017). Their list of understanding are as follows:
Firstly, they look for the candidates who are efficient in their work such as being experienced in their job task for more than 2-3 years (Rowe et al., 2017). This is because of the fact, as per their view having experience enhances the organizational prospect accordingly. 
Secondly, as per their understanding, they want candidates to have proper communication skills. This is because the entire world of work depends of effective and frequent communication and all time they need to deal with consumers and clients as well (Rowe et al., 2017). 
Last but not the least, they want their employees to possess efficient convincing skills as in future they would be the only one who would be convincing the clients and consumers for the sake of increasing sales and organisational productivity (Sekarwinahyu et al., 2019). 
[bookmark: _Toc39407960]Analysing and reflecting my own academic progress 
My academic progress especially while working with this module has improvised to quite a great extent (O’ Connor and Bodicoat, 2017). This is because of the fact, I have got the opportunity to work with my own strengths, weaknesses, opportunities and threats as well. I have rigorously evaluated these skills within myself. While conducting all these activities I have been able to start feeling confident about my skills and knowledge as well (O’ Connor and Bodicoat, 2017). In order to mitigate my weaknesses and threats, I have used time management tool, in order to improvise my capability to manage time accurately. This is one of the activities that have helped me to improve the stage management skills (O’ Connor and Bodicoat, 2017). Apart from this, I made a list of personal and professional development plan (PDP) based on which I have been able to improvise both my academic and employability skills. These are the few things that I have witnessed throughout my academic progression (O’ Connor and Bodicoat, 2017). 
[bookmark: _Toc39407961]Conclusion  
From this entire assignment, it has been understood the fact that possessing academic and employability skills would play the major role in my life especially when I would be working professionally within enterprises as per my and their requirements (Tsitskari et al., 2017). All the related skills and knowledge that are required to be hired by and organization’s recruiters in order to make it easier for reads to understand the facts (Tsitskari et al., 2017). Moreover, I have also demonstrated by SWOT including the time management tool that I have used to develop my skills and knowledge as well (Tsitskari et al., 2017). Furthermore, I have develop a personal and professional development plan (PDP) along with a reflection in most accurate manner. 
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Reference List 
Kassymova, G.К., Stepanova, G.A., Stepanova, O.P., Menshikov, P.V., Arpentieva, M.R., Merezhnikov, A.P. and Kunakovskaya, L.A., 2018. Self-development management in educational globalization. harmony, 3(4), p.5.
Kennedy, C.E., 2019. Well Delivered but Lengthy: Reflecting on the Use of an Online Academic Skills Module to Ease Transition into Higher Education.
Knights, J., 2018. Continuous personal development. In Leading Beyond the Ego (pp. 231-240). Routledge.
Montoya, M.F., Susperreguy, M.I., Dinarte, L., Morrison, F.J., San Martin, E., Rojas-Barahona, C.A. and Förster, C.E., 2019. Executive function in Chilean preschool children: Do short-term memory, working memory, and response inhibition contribute differentially to early academic skills?. Early Childhood Research Quarterly, 46, pp.187-200.
Nichols, K. and Larson, M., 2016. Academic Skills Training & Assistance: Supporting Student Success through Connecting Activities. Info Brief Series for Community Colleges. National Collaborative on Workforce and Disability for Youth.
O’Connor, H. and Bodicoat, M., 2017. Exploitation or opportunity? Student perceptions of internships in enhancing employability skills. British Journal of Sociology of Education, 38(4), pp.435-449.
Patterson, F., Galbraith, K., Flaxman, C. and Kirkpatrick, C.M., 2019. Evaluation of a situational judgement test to develop non-academic skills in pharmacy students. American Journal of Pharmaceutical Education.
Rabiner, D.L., Godwin, J. and Dodge, K.A., 2016. Predicting academic achievement and attainment: The contribution of early academic skills, attention difficulties, and social competence. School Psychology Review, 45(2), pp.250-267.
Rowe, A.D. and Zegwaard, K.E., 2017. Developing graduate employability skills and attributes: Curriculum enhancement through work-integrated learning.
Sala, G. and Gobet, F., 2017. When the music's over. Does music skill transfer to children's and young adolescents' cognitive and academic skills? A meta-analysis. Educational Research Review, 20, pp.55-67.
Sekarwinahyu, M., Rustaman, N.Y., Widodo, A. and Riandi, R., 2019, February. Development of problem based learning for online tutorial program in plant development using Gibbs’ reflective cycle and e-portfolio to enhance reflective thinking skills. In Journal of Physics: Conference Series (Vol. 1157, No. 2, p. 022099). IOP Publishing.
Soria, K.M., Fransen, J. and Nackerud, S., 2017. Beyond books: The extended academic benefits of library use for first-year college students. College & Research Libraries, 78(1).
Suleman, F., 2016. Employability skills of higher education graduates: Little consensus on a much-discussed subject. Procedia-Social and Behavioral Sciences, 228, pp.169-174.
Suleman, F., 2018. The employability skills of higher education graduates: insights into conceptual frameworks and methodological options. Higher Education, 76(2), pp.263-278.
Sullivan, A.L., Houri, A. and Sadeh, S., 2016. Demography and early academic skills of students from immigrant families: The kindergarten class of 2011. School Psychology Quarterly, 31(2), p.149.
Tsitskari, E., Goudas, M., Tsalouchou, E. and Michalopoulou, M., 2017. Employers’ expectations of the employability skills needed in the sport and recreation environment. Journal of hospitality, leisure, sport & tourism education, 20, pp.1-9.


[bookmark: _Toc39407963]Appendix
PDP plan 
	What to learn?
	What to do? 
	What support is required 
	How to measure success 
	Target date 

	Communication skills 
	Firstly I need to communicate with my friends. Secondly I need to speak in public. 
	Support from friends 
Support from teachers 
	Receiving feedback from professors 
	7-8 weeks 

	Decision making ability 
	Need to opt strategies from seniors and professors 
	Support from leaders 
Support from team mates 
	Receiving feedback from professors
	6-8 months 

	Effective member 
	Need to learn from another effective team member
	Support from team mates 
	Receiving feedback from professors and team mates 
	8-12 months 




Strength	


Analytical skills


Weakness


Procrastinate


Threat


Negative trend in the industry 


Opportunity


Time to enhance knowledge and skills


Communication Skills


Technical Skills


Perform in a team


Lack of work experience


Enhancing Education


Enhancing personal Develoment


Coping up with competition


Employer demand


