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INTRODUCTION
The purpose of this report is to analyse my academic and employability skills. This task will be completed using SWOT Analysis, time management tools and a Personal Development Plan. In addition, this task will analyse and reflect my academic progress since the beginning of the course to the end. 

Academic skills refer to the skills required in educational institutions. These include listening skills, essay writing, reflective writing and many others. 
 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]“Employability skills have often been cited by employers as the skills most critical to workplace success in the 21st century economy” (ACTE, n.d). These include problem-solving, oral communication, organisational skills, written communication, technology use, information use and certain possibility traits. 

 While employability skills are mainly used in workplaces, academic skills are employed in educational institutions. Academic skills are however, used even at workplaces as foundation for further employability skills development. 

                                    SWOT ANALYSIS
SWOT Analysis stands for Strengths, Weaknesses, Opportunities and Threats. It can be used to analyse one’s self for improvements. “A SWOT analysis organizes your top strengths, weaknesses, opportunities, and threats into an organized list” (Parsons,2019). 
 

(S)TRENGTHS
According to the Cambridge Dictionary; “Strength is the ability to do things that need a lot of physical or mental effort.” My strengths include:
Problem-solving
Communication skills 

PROBLEM-SOLVING SKILLS
[bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: OLE_LINK3][bookmark: OLE_LINK4]Problem-solving skills refer to the skills needed to solve defects in an effective and timely manner. Problems may be solved or eradicated if it is identified quickly and the most suitable alternative or option is chosen. Also, people must respect other people’s opinions, culture and beliefs in order to prevent problems. 

These are the importance of problem-solving skills to students and workers;
To improve learning. 
According to Rossman (1993) when students use problem-solving skills, "The role of the student changes from a passive recipient of information to a participant in the creation of understanding. The problem should captivate students' attention, be meaningful, and allow a wide range of individual responses." 
It promotes students’ focus
Students efforts become more focused when they learn to solve problems. This eliminates stale efforts regarding new problems.  
To solve new problems
Students learn to tackle problems as they arise. Students are, therefore not taken aback by any prevailing or new issues. 
It is a good quality for employment
Employers often identify problem-solving skills as being a significant factor for hiring workers. This skill makes workers more eligible for employment.
Seizing opportunities
Problem solving does not only involve solving defects but very much involves creating a suitable environment. This skill is important because it helps one identify opportunities and wield some amount of control over the future (Stottler, Kepner-Tregoe, 2017-2020).

I have the skills needed to solve problems because I can easily identify misunderstandings/problems in the simplest form or early stages and effortlessly find solutions to these problems. Moreover, my problem-solving skills allow me to be a competent arbitrator. 

COMMUNICATION SKILLS
“Communication skills are the abilities needed when giving or receiving information.” These include; listening and speaking (Indeed, 2020). The skill required to communicate effortlessly and effectively with superiors, colleagues, and staff is an indispensable tool in both schools and workplaces (Doyle, 2019). 

These are some basic communication skills;
Listening skills
“The best way to be a good communicator is to be a good listener.” (Doyle, 2019). Communication involves two or more people, therefore, in order to be heard and understood one must practice active listening. Active listening refers to listening assiduously to the opinions and ideas of the other for a better understanding.

Friendliness and Confidence
One must convey confidence during communication by using a firm yet friendly tone. Do not come across as aggressive and use the right tone. (WikiJob, 2019)

These are the importance of communication skills;
To negotiate deals
Employers need workers who can effectively negotiate deals with partners in the company’s favour. This tends to attract the best investors and contracts to a company.
Team building 
Employees must work together to form a team so goals and targets at the workplace would be attained in promptly. Employees should, therefore, learn to communicate and respect each other. 
To express themselves
Students need good communication skills so as to express themselves freely to colleagues and superiors. Without communication, one’s ideas and opinions will not be regarded.
Personal development
“Any form of human interaction involves communication. For people to get     along well and avoid conflict, they need to understand each other’s thoughts, feelings and opinions so as to foster peace in all relations” (Lewis, 2018).

I have good communication skills because I am an active listener. Additionally, I am confident yet friendly and clear when communicating with others. This makes me a good public speaker and an excellent negotiator.


(W)EAKNESSES
“Weaknesses refer to the areas where an organization or person needs to improve on” (Grant, 2020). My weaknesses are; 
decision making
time management

DECISION-MAKING
 Decision-making is the act of choosing between two or more options. “Decision-making is required when planning, organizing, directing and controlling activities in a person’s life. It is an important factor in a person’s life and therefore an important skill.” The decision-making process involves;
          Identifying the decision
Gathering relevant information
Identifying the alternatives
Weighing the evidence
Choosing among the alternatives
Taking action
Reviewing your decision (Lucidchart, 2020).

These are the importance of decision-making skills;
Self-determination
Students need decision-making skills so as to plan their future efficiently; that is to decide their career paths, life partners and their life goals and aspirations (Reddy, 2016).
Understanding strengths and weaknesses
When students understand their strengths and weaknesses, they are able to make decisions that reflect them (Reddy, 2016). 
Increased overall efficiency
When managers and workers have good decision-making skills, assigning roles, issuing commands are easier and faster which ensures efficiency in all departments. 
To solve challenges and problems
With decision-making skills, it is easier to solve problems that arise since decisions would be made smoothly and swiftly. 

I have to work on my decision-making skills because I do not, oftentimes, have enough information or evidence to base my decisions on, which leads to wrong decisions being made. I am also known to make rushed and unformulated decisions in the heat of the moment. This can be solved by analysing my options and choosing the most suitable one.


TIME MANAGEMENT SKILLS
Time management skills refer to the ability to use time resourcefully. This can be done by prioritizing, delegation, goal setting, multitasking, scheduling and record keeping.

USE OF THE EISENHOWER METHOD FOR PRIORITISATION 
“Things which matter most must never be at the mercy of things which matter least” Johann Wolfgang von Goethe. This method teaches how to prioritise effectively by grouping activities into four groups; ‘urgent and important’, ‘urgent and not important’, ‘not urgent and important’, ‘not urgent and not important’. “What is important is seldom urgent and what is urgent is seldom important.”This Photo by Unknown Author is licensed under CC BY-NC-ND


[image: How To Prioritise Tasks With an Eisenhower Decision Matrix]




GOAL SETTING 
One must set goals that is, short-term and long-term goals. This saves time because time is not wasted on activities that does not steer one towards a definite goal.

These are the importance of time management skills;
More productivity and efficiency
When students learn to use their time wisely, they become prolific. Assignments and task are, therefore, completed and submitted on a timely basis without compromising on quality (Kashyap, 2019). 

         Provide a better quality of work
An employee is always expected to provide excellent services. Services can be provided if time is managed or used judiciously (Kashyap, 2019).

I have to work on my time management skills because I am not good at prioritising and I procrastinate quite often. This can be solved by adopting goal setting and using the Eisenhower method of prioritisation appropriately.


(O)PPORTUNITIES
“Opportunities are external factors in one’s environment that are likely to contribute to one’s success” (Parsons, 2018). This requires turning one’s strengths into opportunities (MindTools, 2020). My strengths are good problem-solving and good communication skills. These skills make me a good orator and an excellent negotiator.

These skills are required in fields such as child-care and education, marketing and public relations, office administration and management as well as law. Considering my problem-solving skills and good communication skills, which as stated above make me a good orator, law is the most appropriate career path for me.  


(T)HREATS
Threats refer to the things that can derail your success. While, threats cannot be directly controlled, they can be planned for (MindTools, 2007-2014). This requires analysing one’s weaknesses to see the threats or problems it poses if not overcome. 

My weaknesses are poor decision-making skills and poor time management skills. These skills can be improved by carefully following the decision-making procedures to make the right decisions as well as adopting prioritisation skills. If these skills are not improved or overcome, setbacks such as failure to complete law school and failure to choose the appropriate career are bound to occur. 


                     PERSONAL DEVELOPMENT PLAN(PDP)
PDP is the process of acknowledging one’s goals and the skills, knowledge or competence needed to achieve said goals. (Chartered Management Institute, 2013). There are seven goals in writing a PDP;
Set goals 
               One must make his/her long-term goals plain. By following a laid-out        plan, one is set.
Prioritise these goals
One must make short-term goals. These short-term goals are the steps needed to achieve the long-term goals. 
Set deadlines
One must make the goals time bound. This is to avoid delays in attaining goals. 
Recognise threats and opportunities
One must know his/her weaknesses. This is to prevent any setbacks or threats.
Develop your skills
When one knows his/her weaknesses and strengths, one is able to harness his/her skills. This is a sure step to ensure success.
Use support network
One must involve people who can help attain set goals. Family and friends could be great support.

Measure your progress
                One must take time to reflect on how far he/she has come. Identify mistakes and work to avoid them.
 
By the skills or goals above, in order for me to become a family lawyer, I must attain the LLB and LLM certificate by 2027 and sit for the bar professional training course. This will be accomplished by acting upon my strengths and managing my weaknesses; i.e. avoiding procrastination and learning how to prioritise. Moreover, I would need assistance from family and friends. 


                                        CONCLUSION
My strengths which are problem-solving and good communication skills are very essential skills which would open doors of opportunities for me in relation to my academic and work life. My problem-solving skills ensures peace wherever I am present since I can identify misunderstandings before they turn into full-blown problems. Also, my good communication skills allow me to be outspoken and a confident orator. 
My weaknesses which are poor decision-making skills and poor time management skills could pose threats to both my academic and work life if not improved upon. One method I can adopt to improve my poor decision-making skills include identifying my options and weighing the pros and cons of my decisions extensively. My time-management skills can be improved upon by prioritising. 
At the beginning of this course, I was not fully aware of my strengths and weaknesses. I can, however, now identify my strengths and ways to develop them. It has also taught me how to pinpoint my weaknesses and improve upon them. Lastly, my employability skills such as time management and teamworking skills have been enhanced competently. In summary, I have developed holistically. 
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