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1.Introduction.
Today, a university degree is not sufficient enough in order for one to get a good job. One should have skills that will be potentially desired and therefore valued by the employer. As such this paper seeks to scrutinize the importance of skills for employment as well as hard and soft skills. Further, this piece will look at SWOT analysis, and personal development plan. Also, the importance of academic skills such as research, referencing, and avoidance of plagiarism will be investigated.

2.Skills.
The Cambridge dictionary defines skill as the ability to implement an activity well especially when it was practiced (Cambridge). Skills are two types- hard and soft. Hard skills refer to those that could be taught and measured such as reading, writing, etc. On the contrary, soft skills are those that make an individual a wanted and valuable employee, such as communication, teamwork, flexibility, interpersonal skills, problem solving skills, and leadership skills (Omnia). These skills make one outstand to employers. The more soft skills a person can obtain and grow, the more he or she will be desired. Skills can be strengthened by practicing feedback and reflection. 

2.1 Employability skills.
As noted in the introduction nowadays education and experience are necessary to find a job, however one needs skills in order to perform well at the job. Cottrell identifies that recently there has been growing number of employers who say that they are interested in the so called employability skills. Nowadays most institutions of higher education provide students with a large range of opportunities to develop such skills (Cottrell). According to Morgan employability skills include presentation skills, team-working, leading others, communicating effectively, developing cross-cultural awareness, problem solving and creativity (Morgan). One could argue that order to succeed in most of the jobs one should combine good communication skills with good task management skills, in this situation one will actually have these strong employability skills.

	2.2 Hard skills.

	Hard skills are learnable and presentable, such as language knowledge, university degrees, certificates, software knowledge, etc. These skills are acquired through education, practice and repetition. In the professional sphere recruiters seek hard skills in the resumes as they are easy to be backed up with a document like certificate, degree, or any other qualification that demonstrates a certain level of achievement. As hard skills are easier to teach than the soft ones, employers often desire applicants with soft skills (Investopedia).
2.3. Soft skills.
                 2.3.1   Communication The ability to understand and give instructions.
 Kinnick and Parton argue that communication skills are crucial for one to succeed. What they posture is that one must possess interpersonal skills in order to be evaluated well regarding any job criteria (Maund 47). Communication is argued to be one of the most important soft skills. People who are able to communicate know when and how to adjust their tone and style of language according to the audience. Furthermore, they comprehend well and therefore are able to efficiently instruct or explain a particular issue to both clients and colleagues. One could argue that the key element is being able to listen. In order to be an effective and outstanding employee one must have communication as a top developed soft skill.
     2.3.3   Working with a team.
Another essential soft skill is the one of teamwork. In both personal and private life teamwork is present. Today, there are few jobs that do not require a teamwork, nonetheless the majority of jobs require the individual to work in a team. Communication and teamwork go hand in hand. If one is able to communicate well one will experience no issue working within a team. Teamwork as a soft skill could be important asset because everywhere one goes there will be people who are less eager, less committed, and less task oriented.
 Thus, it is very important to learn how to work effectively with such individuals. Uneager people, in the work environment, create obstacles and challenges to the rest of the group. As such one should learn how to react within such work environment and potentially be an effective leader.
    2.3.4   Time management.
It goes without saying that even if one has the abovementioned skills one should never underestimate the importance of planning the time. In every project one does regardless of whether it is for a university project or a work one, one must plan well the time. Drawing back on the previous soft skill of a teamwork, individuals are dependent on each other. Assuming there is a project consisting of several parts done by different people each and every one of them relies on the time management of the others. In other words, if one is late, everyone is late, thus the whole project. 
    2.3.5   Conclusion.
This section has examined both hard and soft skills. First, it has looked at what employability skills stand for and why they are important. Secondly, this part has examined the significance of soft skills namely the ones of communication, teamwork, and last but not least time management.

3.SWOT analysis introduction.
SWOT analysis is a technique, which helps an individual to recognize strengths, weaknesses, opportunities, and threats to a project planning. It is a strategic planning that seeks to specify the goals and objectives of a project and therefore identify both external and internal factors that could impact in a positive or a negative way accomplishing these objectives (SWOT).



 3.1 The process.
The purpose of the SWOT analysis is to identify the key external and internal factors for accomplishing an aim. It should be noted that internal factors are the strengths and weaknesses which are internal towards the project or organization. The external ones are the opportunities and threats by the environment which, become external to the project or organization. SWOT analysis can be used to find new solutions to problems, review new possibilities and limitations, and as a brainstorming tool. For example, one of the most well-known companies Coca-Cola uses SWOT analysis in their television ads for the purpose of effectively targeting a client (Valueline).
	         Strengths

• Effective communication skills.

• Good analytical skills.

• Good research skills.

• Time management.

• Teamwork.

• Adaptivity.

	        Weaknesses

• Finding work-life balance.

• Not disciplined enough.

• Lack of work experience.

• Stubbornness.

• Lost of focus sometimes.


	      Opportunities

• Studying business courses.

• Interacting and socializing with other people within the business sphere.

• Completing assessments.

• Potential to work on team projects.

• Getting a degree in a multicultural environment.

	          Threats

• Education obstacles.

• High number of business management graduates.

• Rush and put time over quality.

• Failing a university course.


     
3.2 Conclusion.
There are a number of challenges that a company faces. As such the use of SWOT analysis is highly beneficial in order to resolve potential limitations as well as find new opportunities. Every company as a brand wants to appeal in a particular way in order to outstand and be profitable. This strategic planning allows individuals to review and enlarge every business. SWOT analysis can be used in identifying barriers that limit particular goals, decide on a direction that could be highly effective for the company, to revise plans on how to navigate organization, communities as well as systems (CTB.KU.EDU).
	  4.Personal Development Plan (PDP).
PDP is the process of making an action plan. This plan is based on setting a goal, values, awareness, and reflection for one’s personal development. It could be in the aspect of a career, relationship, self-improvement or education. This action plan establishes objectives, which one wants to achieve in a short or long term by examining the current obstacles, and assessing the need for knowledge and skills (managers.org.uk).

	Objective
	Action
	Resources
	Criteria for success
	Target due

	
• Complete the foundational year of university

• To sustain and enlarge the family business


	
• Attend all courses and work hard on all assignments

• To socialize as much as possible in order to achieve enlargement and success for the family business

	
• University courses

• University books as well as other online literature

• The help of lecturers
	
• Successful completion of the foundational year

• Enlargement of the business (higher profit)
	
• July 2020 (university)

• January 2021



5.Research and note-taking.
Research stands for a systematic investigation into a specific problem, concern or an issue using a scientific method. According to Babbie “Research is a systematic inquire to describe, explain, predict and control the observed phenomenon” (questionpro.com). Note-taking is a key element in the research process. It is a process of recording the essential points of information. Notes are taken on information given in class lectures, discussions, scholarly articles, etc. The benefits of note-taking are improving the focus towards detail, improving organization skills, boosting active learning, promoting creativity, etc.
6.Referencing and the avoidance of plagiarism.
In the academic sphere referencing and the avoidance of plagiarism are very paramount. The process of referencing is the acknowledgment of sources that are used in the particular paper one is working on. Furthermore, referencing allows the reader to get access to the sources that have been used as quickly and easily as possible. This is done for checking the validity of one's arguments as well as the evidences presented in the paper (Macmillanihe). Plagiarism is regarded as a very serious academic offence. It is the unacknowledged use of someone else’s work without referencing where it was taken from or who it is the source. These could be materials or ideas from any published or unpublished sources both printed and web-based (Macmillanihe).
7.Paraphrasing and summarizing.
Paraphrasing is a process of putting a message from the original source into one’s own words. Whereas summarizing is when the main ideas from a particular source are outlined into one’s own words. Paraphrasing and summarizing are important elements in the research process. Moreover, paraphrasing and summarizing are interlinked with referencing and avoidance of plagiarism.

8.Conclusions.
The conclusion section of any paper sums up the key points of the discussion and the significant outcomes of the investigation (monash.edu). This paper has examined the importance of both hard and soft skills and how they could be applied towards employers. It has demonstrated the importance of soft skills namely the ones of communication, teamwork, and time management. Further, the paper has looked at the importance of SWOT analysis as a process, as well as it has presented a table containing my personal strengths, weaknesses, objectives and threats. In accordance with the abovementioned this paper has also presented a personal development plan (PDP) for the upcoming year. Within the context of academic growth this piece has touched upon the importance of research, note-taking, references, avoidance of plagiarism, as well as paraphrasing and summarizing.
9.Recommendations.
Most researches need a recommendation section where one is able to address limitations of the research and therefore suggest how one could overcome them in any future research. It is argued that for long reports conclusion and recommendations should be presented. Conclusions and recommendations could be either presented in separate sections or combined together (monash.edu).
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