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Task 1

Introduction

This essay will analyse my academic and employability skills showing my development and personal growth in this module. My skills, learning and development will be analysed and presented using different recognised models of reflections such as SWOT (strength, weakness, opportunity, threat) and PDP (Professional Development Plan).  

ACTE (2010), states that to be career-ready a person should possess three main skill areas: academic, employability and job specific skills. Academic skills are important in order to pursue a well-paid job in our globalised economic environment however, these skills are not enough to be career-ready if they cannot be applied within a work placement. For example, students who are entering work have academic skills, but their written communication skills are poor. This may be because the importance of academic writing is not stressed enough within the traditional classroom (Olson, 2007). As a result, these skills need to be properly developed for an individual’s career, for example, a teacher’s academic written skills are important when writing instructions, reports, letters or emails to students, parents, and colleagues. Khan et al (2017, p18) state that for a teacher to be successful their written and oral communication skills are the basic needs of academic success of students, and professional success of life. 

Equally, employability skills allow students to apply their academic skills within the work context and career development. Marr from Forbes (2019) and Petrone from LinkedIn (2019), agree on various essential skills that employers are looking for within their employees. Therefore, it is important for students to develop these skills within the educational setting and then taught how to apply them to real-life work situations. It is obvious that these employability skills overlap with academic skills therefore, it could be argued that these skills are closely related. This is confirmed by Blaxell and Moore (2012) who state that these ‘general skills and attributes required for success in employment and academic domains are very similar’.
SWOT Analysis 

SWOT is a strategy analysis and development framework created as a four-box. Sarsby (2016, p3) states that SWOT is a popular visual strategy tool because of its simplicity to use and understand. This framework is also easy to apply to any business wanting to develop, this can be used for any level from an individual up to a business corporate. However, Sarsby (p3) also argues that this framework is limiting as the data used could be biased due to our perceptions. This could lead us to the wrong area of analysis resulting in an invalid strategy. For task 1, I will use SWOT to focus on my strength and weaknesses of my academic and employability skills. For this task I will not focus on opportunities and threats. 
In the following paragraphs I will discuss my strengths. First strength is communication. Kermone (2013) defines communication skills as having good interaction in the workplace and being able to give information to people clearly and simply so that things are understood and get done properly. Communication is important for both academic and employability skills because without clear and precise written or verbal information the intended message may not be understood causing confusion and misunderstanding. I have strong communication skills when dealing with customers. I worked in an estate agency where I assisted a tenant in understanding her tenancy agreement. I used clear and effective language to help her understand the information by explaining dates and policies to ensure she did not break her tenancy agreement. The tenant was pleased with my professionalism and clear my communication skills. Having communication skill also plays an important part in my studies. Working in small groups, I was able to always communicate my ideas very clearly. Although, I have strong communication skills, I feel for my university career I would need more appropriate language and in-depth analysis when presenting my essays. 
Second strength is problem solving. Indeed (2020) defines this skill as determining the source of a problem and finding an effective solution. This skill can be argued to be more employability based as it mostly occurs within real life work situations. When I worked in a supermarket, a customer made a complaint regarding a purchased item and wanted to return it, however, could not remember which card she used. I calmed the customer and did a card search on the system to identify the card she used. I found the card used for purchase and was issued a refund. The customer was pleased and impressed at how quickly I solved her problem. 
Third strength is note-taking. Note-taking is the practice of putting pieces of information in a systematic way. This skill can be considered academic and employability skill. For example, during university lectures my note-taking skills are considerably different to when I am studying. During lectures, I use shorthand notes and abbreviations to record the lesson, this can sometimes be difficult because of the lecturer’s speed. Lynch (2004, p12) states that a student’s average writing speed is 0.3 words per second whereas, a lecturer verbally produces three words per second. This clearly shows that it is difficult for a student to fully write everything that has been said, as a result, a student tries to process information and record it through shorthand skills. 
On the other hand, when I am revising or preparing for an assignment, I take more detailed notes. For example, I highlight important information and re-write it neatly within my notebook and also do detailed research on words or theories I may not understand. This helps me to memorise information and make connections with other sources. Boch and Piolat (2015, p105) agree that note-taking has a positive effect as it reinforces knowledge and allows pieces of information to be stored in the long-term memory. 
Weaknesses 

First weakness is time management. Mind Tools (n.d) defines time management as the way how people organise and prioritise their work commitments or personal tasks. This is an important tool to use for academic and employability skills as it allows efficiency and good productivity. However, at times it can be stressful due to the workload and time frame to complete it, this may result in poor work quality. Time management is a weakness for me in regard to my studies and employment. In regard to studies I tend to be late quite often or had work in quite late. This has also reflected in my employment as I do not always arrive at work on time. For example, I was late to an important meeting and this resulted in missing important information given and also receiving a warning from my manager. I need to improve this skill to ensure better work quality and more efficiency, this as a result will ensure less stressed. 
Second weakness is leadership skills. A person with leadership skills possesses the ability to manage and direct the team to successfully complete the task and achieve a positive result. This skill can be used for both academic and employability. For example, I displayed bad leadership skills when it came to a group project in English class. I was selected to be the team leader. My team was not listening, kept interrupting me and not following my instructions as I was not assertive enough. As a result, my ideas not were considered and another member of the team took over the project. 

Third weakness is referencing. This skill when used acknowledges work done by researchers, scientists, and scholars without claiming it as your own. This skill is found in both academic and employability. However, it can be argued that this skill is mostly considered academic because it is only used in the research field although, some people work in this field. This is a weakness as I do not use it much for example, when completing coursework at secondary school or college, I briefly used them for a couple of coursework. Therefore, having done it a few times I am not proficient. Also, in my pervious education I used MLA referencing style whereas now at university I need to use the Harvard refencing style. This change needs more time getting used to and making sure I am not accidently plagiarising myself. 
Having assessed my strength and weaknesses, I will focuses on my weaknesses and develop a PDP. 

PDP

Cottrell (2003, p2-3), describes a PDP as a well-structured method that helps to develop an individual’s ability to reflect on their learning and plan their own personal education and career development. In support of Cottrell, I will construct my own PDP to develop and understand my abilities and develop and my weakness to progress academically and employability. 
Below is my PDP, a three-column table; listing my weakness, how to improve and using SMART targets. SMART is an acronym for specific, measurable, achievable, relevant and time bound. SMART is a useful tool that gives ‘clarity, focus and motivation to achieve your goal’, this will help me to develop my weakness turning them into strengths (Mind Tool, n.d). I decided to use Record-Analysis-Change (RAC) method for and Pareto’s 80:20 rule to support my development. The RAC method is an effective time-management tool allowing you to take responsibility and be aware of actual time that is being misused and to create a schedule that will enable better time usage and better work production. Pareto’s 80:20 rule is also an effective time-management tool but better suited for employability where minimal (20%) but important change needs to be made to ensure a high (80%) production result. 
	Weakness
	How to improve
	SMART

	Time management 
	I can improve this skill by following RAC. 
I can improve this by using Pareto’s 80:20 rule
	Academic: 

S – Create a timetable for studying current modules 

M – Study two modules a day for 3 hours each from Monday to Friday. 
A – During the 3-hour study session have 30 mins interval break. In between finishing the first module and starting the second one there is a 2-hour gap. 

R – This will allow you to make notes about the module and pass. 
T – Meet module deadlines. 
Employability:

S – Getting up early. 
M - Set alarm 30 mins before usual time from Monday to Friday. 
A – During the extra 30 mins drop kids to school. 
R – This will allow me to get to work on time and have more time to complete tasks. 
T – Meet deadlines. 


	Leadership 
	I can improve this skill by volunteering to be group leader. 
I can improve this skill by completing continuous professional development (CPD) sessions 
	Academic: 
S – To take on a more responsible role in module group work at university. 

M – Meet up regularly for 3 hours on Monday at 3pm for 2 weeks. 
A – Listen to each member and combine the work. 
R – This will allow everyone completing their workload and ensuring that the work flows.
T – To meet deadlines. 
Employability:

S – To watch video on leadership strategies. 

M – Watch 15mins video twice a week. 

A – Put into practise the leadership skills that you learnt. 

R – To have better leadership skills where staff and customers are happy. 

T – Until satisfied with performance. 

 

	Referencing 
	I can improve this skill by using recommended referencing style by the university 
	S – To look at reference manual guide
M – Use it to check how to reference different sources after every citation 
A – Put into practise how to reference using Harvard system
R – Correct referencing without plagiarism 
T – Complete essays and meet deadline



Conclusion 

In this essay I analysed my own academic and employability skills noting my strength and weaknesses to allow for my personal development. Academic and employability skills are important skills to possess and are closely related as any skill can be used in both sectors. I used SWOT to analyse my own skills, this allowed me to realise my potential and focus on my weaknesses. Once I realised my weaknesses, I created a PDP to develop those skills in a SMART manner and make them achievable so I can improve those skills. 
Words: 1985
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