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Introduction 
The purpose of this report is to analyse and understand academic and employability skills, evaluate my strengths and weaknesses and come up with ways in which I can improve my weaknesses which will be stated in the swot analysis and personal development plan.
 

























Skills 
Teamwork is the combined action of a group, especially when effective and efficient. 
Having teamwork skills at work and at Uni is good as it shows the ability to easily adapt to different requirements and improves your ability to communicate with people 
I have Teamwork skills as I tend to be active and creative when team working 
I input teamworking in Uni by receiving help and helping others in teams with assignments 
I input teamworking in the workplace as we provide a service to clients in teams with my colleagues 
Organizational skills are good to have at work and in Uni as it shows professionalism 
Organisational skills refer to your ability to stay focused on different tasks 
I input organisational skills in Uni as I manage my time effectively and set specific time to do my assignments along with avoiding postponing tasks
In the workplace I am organised as I make sure no client overlaps the other and there is enough time to travel from one client’s household to the next
Patience the capacity to accept or tolerate when being spoken to or any action that requires you to listen to wait 
Patience is good to have at work and at Uni as it allows you to understand and take in what you are being told because you are being patient with listening, also patience is a good skill to have as it allows you time for strategic thinking and completely evaluate the situation.
I am patient at Uni as I patiently listen to the teacher and wait for my turn to ask questions.
I am patient at work as I patiently wait and allow the client to list out all their requirements .


Swot analysis 
Strengths:
Time management the ability to use one's time effectively or productively, especially at work. Also learning to schedule enough time to complete an assignment 
 In Uni students need good time management skills because they need to submit assignments before the deadline and attend all classes punctually.
Problem solving is the process of finding solutions to difficult or complex issues and any problem you encounter 
Confidence is one of my strengths as I find I am able to freely express my ideas and point out any mistakes or errors or give advice
Weaknesses:
Communication is exchanging of information by speaking, writing, or using some other medium.
Communication is a weakness of mine as it causes the inability to overcome situations and to sell my abilities 
Decision making is the action or process of making important decisions.
Decision making is a weakness of mine 
Not detail orientated








Personal development plan 
I am going to improve communication by communicating more with people and understanding the diversity of communication. The different way to communicate, verbally and nonverbally. I have to improve body language as well as how well I covey what I am trying to say. Improving communication is also going to allow me to progress in life as well as my career.
I am going to improve decision making by considering other people’s opinion and evaluating what the best decision to make is. I am also going to improve decision making by narrowing down opinions. Another way in which I am going to improve decision making is by doing research.
[bookmark: _GoBack]I am going to improve my weakness of detail orientation by paying more attention to detail. I am also going to improve my detail orientation by making sure I understand all instructions clearly.
















Conclusion 
I have come to the conclusion that my strengths and weaknesses are time managements, confidence, problem solving, communication, decision making and detail, and I know what actions need to be taken to improve my weaknesses. By improving my weaknesses, I am developing personal achievements along with improving my work and university life

References 
“It is important to work as part of teams as much as possible throughout your university career “ this reference shows that teamworking is an efficient skill to have.
(Peter Morgan,The business student’s guide to study and employability , 2017)
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