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Introduction

The purpose of this report is to analyse my own academic and employability skills therefore I can see my strongest and weakest skills and how I can develop them. Learning an academic or employability skills can in some cases take a matter of hours or longer time such as a year, it depends totally on an extend of variables such as how rapidly you learn, how you learn, what openings you have got to hone those abilities and accessibility of any objective feedback. (Morgan, 2017).


SWOT analysis

A SWOT analysis is planning way to identify the strengths, weakness, opportunities and threats of a business organization or a person. It's a system for coordinating an organisation's objectives, programs and capacities to the environment in which it works. (cipd, 2020).

Strengths:
· Communication
· Problem solving
· Leadership
  
           Weaknesses:
· Time management
· Paraphrasing  
















Communication:
Communication is the ability of exchanging thoughts, information or ideas that bring about a mutual understanding between people (Griffiths and Dunham,2015 cited in Maund, Schriek and Tinkler, 2017 p.47).
Communication at workplace is very important to companies to operate effectively. Good communication can increase in morale and productivity of employees if they are able to communicate.  An essential skill for any job involves good communication. Even the job itself does not require interaction with customers, employees must engage with their supervisors. For individual, team and companies’ success communication skills are fundamental. (Kinnick and Parton, 2005 cited in Maund, Schriek and Tinkler, 2017 p. 47).
I think I have good communication skills; at work I am the manager who usually communicates with my colleagues, senior managers and customers because I can manage my emotions, empathise with others even under stressful conditions, I am beware of my body language, tone of my voice for peaceful communication, when there is a disagreement I can easily bring emotion into my communication, in addition to this I have confidence which gives my colleagues and customers trust in my abilities to achieve what they need. I am also a good listener, for me listening effectively is also very important part of good communication.

Problem Solving:
Problem solving is the ability of solving problems in an effective and convenient way without any obstacles in a timely manner. Getting a criticism and reacting to it suitably is also an important aspect of problem solving as well. Problem solving is also increase the confidence there for people with problem solving ability do not waste time to worry. Clearly, each organisation has problems and each person has problems as well. For this reason, problem solving ability is crucial for organisations and people. (Cleverism, 2020).
Problem solving ability is one of the factors which separates an effective manager from an in effective one. Effective manager has not only the knowledge to solve the problem but also has systematic problem-solving approach to solve problems when they are unexpected or unprecedented as well. (Morgan, 2017).
I think I have problem solving ability; a problem solver needs to identify the problem, understand, analyse it then make a decision how to solve it along with a good communication skill. I am the manager usually deal with customer complaints, to deal with the problem, I listen the customer carefully to define the problem, after I confirm with the customer if I understand the problem clearly than I am checking customers’ expectations to solve the problem and make them feel that I really want to help them to solve the problem, finally offer them a solution which makes both sides happy and I can say nine out of ten customers I succeeded.


               



Leadership:
According to Kruse (2013) Leadership is the ability of influencing others to maximize the efforts towards the achievement of a goal. Leadership is creating a vision for yourself and others, and after that setting up and checking forms related to accomplishment of this vision.
Leadership is about making the right mood for action to happen with vision, effective relationship and communication with others and also rousing others to extend passionate and practical exertion to a specific goal and it is not about being popular, using power improperly, not doing any work let the others work. Leadership is not easy, for some people, it is an energizing, exciting, fulfilling and rewarding movement, in spite of the fact that for others it is seen as troublesome, risky and difficult as well therefore, not everyone wants to be a leader.
I think I have leadership ability; I have courage and determination, I am very energetic, honest, trustworthy, tenacious and also have very good communication and effective relationship with my colleagues. As I mentioned above being good at communication and problem-solving skills which a leader should have, I also have confidence, enthusiasm, adaptability and for me more important I have ability to put what I learn to practice. I have fairness; treating individuals differently but equally, 



















Time management:
Time management is the ability of managing time effectively. Time is not truly something can be managed therefore, there is likely no such thing as ‘time management’, what tried to be explained here as time management is ability to use time effectively. (Morgan, 2017).
Time management is very important at work place and also for studies as well, a person who is always late to work, an important meeting or misses a deadline for work not only cause problem with work but also make bad impression among colleagues as unreliable person and also may affect future career plan.
Time management is also very important for academic success as well, for students improving time management skills will be very invaluable because a connection between students’ time management ability and scholarly success has been proven by a research by George et al. (2008).
My time management at work is really good but I cannot say same thing with my academic career, as a student I have some tasks to do such as attending in class or online lectures, reading, researching, writing assignments etc. To be successful on these tasks needs good time management, I probably spend too much time at work and concentrate more for work, therefore I have less time for my studies. I need to improve my time managements skill as a student therefore I can use RAC method to improve my time management ability. RAC method including three steps recording, analysing and changing. First step I write down everything since I wake up till I go back to sleep and in step two I analyse my day to find out my five biggest time wasters during the day especially at work, and finally step three try to get back the time I wasted by prioritizing my daily task, decluttering to find what I need quickly and scheduling individual activities so I have more time for my academic studies.















Paraphrasing:
Paraphrasing is to repeat something written or spoken using different words, often in a humorous form or in a simpler and shorter form that makes the original meaning clearer according to Cambridge dictionary. (Cambridge University Press, 2020). Paraphrasing is a very important academic skill to avoid the academic dishonesty which is called plagiarism.
Paraphrasing is rewriting someone else’s ideas in different words. To paraphrase a source, rewrite a passage without changing the meaning of the original text. Paraphrasing is an alternative to quoting which is copying someone’s exact words and put them in quotation marks. In academic writing, it is usually better to paraphrase instead of quoting, because it shows the understanding of the source and makes the work more original. Every time when paraphrasing, it is important to cite the source, and also have to be careful not to use wording that is too similar to the original. Otherwise, it could be at risk of committing plagiarism. (Gahan, 2018).
English is my second language, my vocabulary and grammatical knowledge of English is not as good as my native language, therefore I am not good at paraphrasing in English and I need to improve my paraphrasing skills, I need an advanced understanding of vocabulary and grammar in order to that I am planning to read more books to improve my grammar and vocabulary, I will exercise and practise more on paraphrasing.


















Conclusion:
The purpose of this report was to analyse my own academic and employability skills, I have done a SWOT analyse to see my strongest and weakest skills, according to this I have  analysed my strongest skills which are communication which is a very important skill both for workplace and academic career, problem solving which is very important at workplace to identify, approach and solve the problem in timely manner and leadership which is also very important workplace skill for anyone who wants to go further in their career steps.
I found out and decided to improve my weakest skills which are time management skill for my academic career, although I am very good at time management at work, I need to improve my academic career time management skill as well, I am also not good at paraphrasing either, it difficult for me to rewrite a text without changing its meaning. What I gain from this report is to see my strongest and weakest sides and work on them to get better. I also learn academic writing, research methods and academic referencing techniques while I am doing this assignment.
Most importantly I realize that these skills can not only help me at workplace or academic career, can also help me to develop my daily life, already taught me not to procrastinate my activities.
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