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[bookmark: _Toc81435442]TASK 1
[bookmark: _Toc81435443]INTRODUCTION
Academic skills are skills, knowledge or strategies that benefit academic pursuits such as learning, research, report writing and presentations. Some of these include analysis, planning, studying, test taking and technical skills. Employment skills are transferrable skills needed by an individual to make them employable. They are the keys to a work place success. They include; team work, good communication, leadership, team work patience and many more. Both the academic and employment skills are vital to each individual because they help one to find new ways of thinking and problem solving (Biggs, 1987). In this task I will analyze my academic and employment skills basing on class activities as well as the literature which have been published under them. 
[bookmark: _Toc81435444]SELF EVALUATION
From my studies as well as my own experience under different environments, I have acquired several academic and employment skills and still continue to learn more since learning is a lifetime thing. I have made several achievements since the start of this module. I started learning some skills since my young age but this module enabled me to perfect on the already acquired skills.
Some of my skills include;
[bookmark: _Toc81435445]TIME MANAGEMENT 
I am a better in time management because it helps one to meet the set guidelines. Time management skill is an important skill that helps an individual split time between his different activities. Through good time management skills, one is able to improve productivity and efficiency, increase opportunities for advancement and creation of better professional reputation. Falling to manage your time may lead to missed deadlines, inefficient work flow and even poor professional reputation and a stalled career.  Effective time management clarifies your goals and prioritizes the most important tasks (Cottrell, 2013). 
[bookmark: _Toc81435446]PROBLEM SOLVING
In each day’s activities, different problems arise hence a problem-solving skill is a vital skill for survival. It involves detecting a given problem then evaluating the situation then you provide a solution without any favors. one has to be able to differentiate facts from opinions, gather feedback from the affected parties and evaluate all alternatives without bias so as to give the correct solution. Effective problem solving is one of the key attributes that separate great leaders from average ones (crestcom 2016). This skill creates successful leaders because as a leader you act as a problem solver to the institution you are leading.
[bookmark: _Toc81435447]COMMUNICATION SKILLS
 I have acquired effective communication skills with the ability to communicate with different kinds of people. Communication skills are the abilities one uses when giving and receiving different kind of information. Some examples of communication skills include listening, speaking, observing and empathizing. I have mastered the art of effective communication so as to pass a clear message to the audience involved and understand what they are saying. Through effective communication am able to be clear and concise, be calm and consistent, use read body language and also be assertive of my words. Good communication skills are important in all levels of life from academic, professionally and socially (Skills You Need, 2020). 
[bookmark: _Toc81435448]CRITICAL thinking SKILLS
Critical thinking is the ability to think clearly and rationally, understanding the logical connection between ideas (Skills you need 2020). It involves thinking in a specific manner that will lead to effective decision making. Through critical thinking, I am able to solve some of the issues that I experience while carrying out my normal day’s activities. Through critical thinking am able to understand my goals and create a strategy to achieve better results.
[bookmark: _Toc81435449]
LISTENING SKILLS
Despite the good communication skills, I have mastered, I am also a good listener. Listening is the ability to accurately receive and interpret messages in a communication process. Through this skill I am able to pay attention to what is being said, show that I am listening through the facing expressions and verbal sounds then provide feedback when required to (Amen, 1998). Through this skill, I have been able to learn all the other skills.
[bookmark: _Toc81435450]RESEARCH SKILLS
I acquired the skill through thorough academic work that requires perfection of the skill so as to get more ideas besides what is taught in school.  I was taught the skill since my early education and since then it has been a useful skill. These skills refer to the ability to locate, extract, organize, evaluate and use or present information that is relevant to a particular topic. Research skills enables one to discover new ideas hence improving on my knowledge, enables one to save money and also leads to discovery of new ticks to handle a problem. For one to succeed academically, he has to exercise this skill because most academic work requires research so as to acquire the required information (Indeed, 2021).
[bookmark: _Toc81435451]LEADERSHIP
This is a skill that involves combination of several skills so as to achieve the skill. This module has helped me improve this skill through the activities carried out throughout the term. Leadership skill is the strength and ability individuals demonstrate that help oversee the processes, guide initiatives and steer the employees toward the achievement of the set goals (Crème and Lea, 1997). It involves self-development, team development, strategic thinking and acting, ethical practice and innovation. As a leader one is expected to direct the employees by motivating and providing solutions to the situations that an institution may be passing through. With good leadership skills, an individual is capable of boosting the morale of the workers, providing appropriate resources, motivating employees and finally they are able to implement the vision and values set.
[bookmark: _Toc81435452]MY SWOT ANALYSIS
SWOT is an acronym that stands for strengths, weaknesses and threats. Both strengths and weaknesses are internal while the opportunities and threats are external factors. One may not be in a position to avoid the threats completely but one should maximize on the opportunities and avoid the threats he is exposed to. A SWOT analysis is designed to facilitate a realistic, fact based, data-driven look at the strengths and weaknesses of a given organization (Dess, 2018). Through this SWOT analysis one is able to discover his internal strengths and weaknesses and the external opportunities and threats that one is confronted by.
Below is my personal SWOT;
	STRENGTHS
	WEAKNESSES

	· I am a good listener 
· I am a good researcher
· I am very organized
· I am patient
· I am a trustworthy person 
· Am determined towards meeting the expected standards
· Am always dedicated to the activity delegated to me
· Am a creative thinker

	· Am very independent and struggles to work in terms
· Attention to detail is low
· At times I take things so personally
· Am too persistent to realize a certain goal
· Most times am a straight forward person who is always outspoken 
· I do follow ups for every duty delegated 
· I like to take risks which at times may be dangerous 


	 Opportunities
	Threats

		· Volunteer opportunities
· Internship chances 
· Scholarship 
· Business loans 
· Business grants
· Job chances availability
	· Insufficient funds
· Overload of work leading to lateness 
· Lack of support 
· Competition 
· Unfavorable laws and regulations 







[bookmark: _Toc81435453]PERSONAL DEVELOPMENT PLAN
This is a personal documented plan that outlines my goals, the strengths I have in the area and what I need so as to achieve my goals. This plan enables one to have a clear vision of where one wants to be and why. A PDP can be used to plan for career progression, career change, moving into further education or even to organize the actions needed to gain a new skill for my own self-employment. Creation of a personal development plan not only helps one to effectively plan for the future and manage his/her own learning and development but it also gives an individual some direction and move towards my career. In order to come up with an efficient personal development plan, one needs to set up some goals (Chinoperekweyi, 2019). My goals were based on my academic life, career life, social life and even the retirement life. My PDP included the 
· The objectives
· Activities to be done so as to achieve the mentioned objectives
· The resources required 
· Targets to achieve 

	My goals
	What are my objectives
	Activities to achieve my objectives
	The resources to achieve my objectives
	The targets of my objectives

	Education
	Complete my education up to a PhD level
	Study smart consult with my friends so as to achieve my target
	Research through internet, books and even discussions
	Successful graduation from the school with high grades

	Career
	Become a government civil servant 
	After my graduation, I will apply all government available jobs so as to get a chance to land such jobs
	Advertisements
	Become a salaried government employee

	Social life
	Be a friendly with a good social circle
	Participate in different events and talk to different people irrespective of their age, or ethnicity
	Events such as games, music concerts and drama festivals
	Be brave and outspoken to be able to communicate with others

	Retirement 
Life
	Have enough savings and stabilized businesses 
	Utilize every chance that may expose me to better financial advantages 
	Jobs and businesses 
	Start a savings account while still young and investments in different fields.


[bookmark: _Toc81435454]
WORLD OF WORK
The dream of every student right now is to work in a very good and well paying job. The world of work is made up of various elements and it has become very complex over the recent years with the rise of completion for the scarce job opportunities. The world of work is composed of different people performing different tasks so as to make the world a better place to live in. Every individual is required to make efforts in his area of work so as to maintain his position or even get to higher ranks through promotions. Despite the envying of the working-class people, this is one of the most difficult phases of life. One has to be accountable for his/her decisions (Morin, 2019). Work exposes people to different challenges hence one requires skills such as problem solving and creative thinking so as to emerge prosperous. The phase has challenges such as competition from fellow investors, trouble makers, making mistake due to pressure, disagreements in work places and even insufficient funds to cater for one self. At this phase one is meant to be flexible to the changes that occur in the work due to advancement in technology and also the evolving world. With the many dynamics around the world of work, individuals need to work on ensuring that they have all the needed employability skills as well as educational qualifications to remain competitive in the job market (The Working Centre, 2020). 
[bookmark: _Toc81435455]
REFLECTION OF MY ACADEMIC PROGRESS
This module has taught me different skills which will not only help me in my academic life but also the employment life. At the beginning of this module, I was inexperienced but throughout the module I learnt a lot that helped me build my confidence. I learnt on how to organize and manage my future life though a personal development plan. From this plan, I became motivated to pursue my ambitions. A personal development plan is a written account of self-reflection and improvement, which doubles up as a detailed action plan used to fulfill academic, personal or career-based goals (Cottrell, 2013).
 I also learnt report writing skills. A report is a written formal document that elaborates one’s idea on a given topic. Reports are written to present facts about a situation, project or process and will define and analyze the issue at hand. Such a skill is useful in future employment life because one will be able to present his research using such a tool (Amen, 1998). I also learnt on the paraphrasing skills, time management skills, self-analysis, referencing, academic writing and reflective writing. With this learning, I now feel very confident and happy about my academic and employability skills. This module helped me enhance some of my skills hence am full of gratitude and confidence as I look forward towards improving on the skills learnt and applying them practically.
[bookmark: _Toc81435456]CONCLUSION
Academic and employment skills work hand in hand hence they are important towards one’s success. Some of the academic skills are similar with the employment skills hence an individual should concentrate on each skill taught. From the skills acquired, am focused towards meeting greater results later in life. In this task I have highlighted some of my academic and employment skills. In the task, have also included my strengths, weaknesses, opportunities and threats through the SWOT analysis. I also outlined my goals through the personal development plan and organized my goals in such a way they are achievable. To finalize the task, I analyzed and reflected on my academic progress by comparing how I felt about this module at the begging and the end of the term.
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