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INTRODUCTION

In today’s 21st century workplace, obtaining knowledge to gain competence and confidence are most valuable.  This essay focuses on how academic and employability skills for acquiring, sustaining and making job successful. It will also discuss evaluating achievement through working on your personal plan. It will help student getting to know their strengths and weaknesses SWOT analysis. Moreover, I talked about basic tool in use of time management. In addition to my personal experience and goals was considered in relation to academic and employability skill



KNOWING MY SKILL 

Getting to know my strengths and weaknesses are important first step in achieving my goal. To know my natural talents to be able to focus and develop it further, at the same time be aware of weaknesses in order to improve my capabilities. Practical skills or skills that I know on my day to day life is insufficient enough to obtain a good stable job. Learning about academic skills and turning it into employability skills is my main objective in this course. Going for a degree program to develop my ability, skills and potentials, developing the right habits learning (Morgan, 2017). Acquiring the right academic skills, such as writing, presentation skills and referencing will encourage students to become more efficient learner. In my case my level skills had improve as result of this study and helps mentally train my brain on reflective or critical thinking. Recent studies suggest that healthy adult ability to perform and assume frame of mind are enhanced through mental training. Further study stated that understanding others are the result of understanding your own self enhanced training (Bockler et al.,2017).  I find this course advantageous in many ways due to the fact that employers nowadays are looking to hire person with skills that can go beyond qualifications and experience.  Knowing this leads me to appreciate the importance of acquiring employability skills.  In the 21st century workplace the employability skills that are fundamental for career development for either in education level or business.  On the one hand having such skills might build too much confidence, being dissatisfied in your workplace that leads to loss of interest or leave for new job. Furthermore, academic skills empower students to maximise ability towards career development. 
Reflecting on what I had learned, at the beginning of the course my understanding of skills is very basic that are mostly based on personal experiences or what others done through reading newspapers, articles or nowadays social media. My previous work in the restaurant industry does not focus or train employees on any skills that is not food and safety related.  Coming out of my comfort zone and doing this course opens my mind to a wider perspective. It helped my awareness regarding different types of skills and understanding how my academic skills are transferrable to employability skills. 

 

PERSONAL DEVELOPMENT PLAN

Personal development plan is an essential tool needed for learning, or a process of identifying objectives of education, setting an educational activity to identify learning the needs for and to produce and record an indication to confirm that new skills have been acquired. (Ireland, Cure and Hopkins, 2009). Personal development plan helps improve activity and identify vital areas of learning and helps to acquire or develop existing knowledge and behavioural attributes in building up, or prepare for changes in current role, and thereby looking forward towards future role.  To improve your personal development, first is to establish your goal whether it’s for long-term or mid-term goals. Think of something that you want to do, break down your goals before planning your first step. There is no alternate to hard work and commitment (Tracy, 2020). Self-confidence is the critical factor of personal development (Tracy, 2020).

In my personal experience, I find this study favourable. I used to have no prospective my life with no specific goal on where to go next.  Its more on getting any jobs in order to pay my bills. But eventually I realised that I have to have a future stability. That’s where I set my heart on going for a long-term goal and enrolled myself in this course. By finishing my course and becoming a teacher one day, I am determined to achieve a high level of knowledge and skills that employers want, like ability to work under pressure, leadership, organisational, communication, teamwork skills. Therefore, having such confidence will help me find an education institution that I share my knowledge and skills.


S.W.O.T ANALYSIS

A SWOT analysis is used to help a person or organization evaluate their internal business planning or business competition (Sammut-Bonnici and Galea, 2015) The purpose of  the SWOT analysis is to formulate its strategy accordingly and to use the proficiency an organization has around its environment (Sammut-Bonnici and Galea, 2015). According to research, SWOT analysis can be used for your organization’s best advantage and to make the most of what you’ve got (SWOT Analysis:-How To Develop A Strategy For Success, 2020). 

Strengths are the things and advantages a person or organization has over other competitors, things that we can do well or our unique resources that we can draw on (SWOT Analysis:-How To Develop A Strategy For Success, 2020).
Weaknesses are things that you do not perform well or factors that needs improvement.
Opportunities are the trends that you could take advantage of that can turn into strengths.
Threats are any weaknesses, obstacle or any negative that can affect your organization.

MY PERSONAL SWOT ANALYSIS
 
My personal development is an important factor making myself more appealing to employers. The personal SWOT analysis helps you master more about yourself and also is for  the most complicated but act as powerful role in obtaining your goal (Contributor, 2020). My goal is to finish my university to start a career that I can be proud of until my retirement. Finding life and career direction at my age and situation may be a hindrance towards my goal, and by using SWOT personal analysis will provide guidance.

· MY STRENGTHS.  Personal strengths are built-in capacities on our feelings, behaviour and the way we think (Personal Strengths & Weaknesses Defined (+ A List of 92 Strengths), 2020). My kindness, passion for teaching, dependability and reliabiliy, teamwork, open-mindedness, ability to learn easily, ability to learn from my mistakes are few examples list of my strengths to reach my goal to become a respected and well-loved teacher. 

· MY WEAKNESSES.  Personal weakness defined as character flaw or lack of strength, things that do not do well, prevents a person from achieving mission or prevent benefit (Bush, 2020).
As my goal is to become a teacher, being shy or not adopted to public speaking, procrastinating, less creative, cowardice, taking shortcuts, impulsiveness, are most of my weaknesses that I have to focus for improvements.

· MY OPPORTUNITIES.  It is generally external factors and environment around me (2011-2020, 2020). As I set my focus on teaching field, the opportunity to work in any parts of the world is endless. Getting a job offer to where your children are in a great opportunity to see you kids more and see their progress. Many educational institutions are located locally which means an opportunity to work without the hassle of travelling. Working as a teacher and eventually getting scholarship for doctoral or Ph D is another opportunity.

· MY THREATS. Like opportunities, another external events or factors that are worrying you that might prevent from achieving goals(ibid). There are lots of hindrances we currently face at work, technology that might threaten our position, or any of our weaknesses that leads to threat (Contributor, 2020). As threats for teacher, being promoted to a higher position is very unlikely unless you went on further studies or acquired Ph D. Given too much workload, stubborn students, new teaching syllabus that you are not comfortable with, your school’s low Ofsted rating, are few more examples of a threat for teachers

To conclude, the process of identifying and utilizing my strengths, weaknesses, opportunities and threats in my everyday lives and gives me a deeper appreciation and value for what I have and developed my self-confidence, and potentially reaching my goal.


TIME MANAGEMENT 

Time management is a very important process of dividing and organizing your time in all of your different activities, it is crucial component of leadership (Venilla, 2018).  And in order to maximise time, leader has to develop approach to accomplish organizational or even personal goals (Farrell, 2017). Furthermore, research say that an effective time management correlate to student achieving maximum results and reduce the levels of anxiety although majority of students find it difficult to balance life between studies and everyday life (Adams and Blair,2019).  There are 3 basic principles of time management, first is directing effort appropriately to essential matter. Knowing exactly how student spend their time by planning ahead, setting a time frame on important projects, writing a to-do list are few useful tips. Second, directing effort efficiently to make the most of your time and energy. Finishing a task on a less time and less harder means working smarter and efficiently, making the most of any spare moments. And lastly reducing time wastage.  Time spent doing unnecessary things does not produce any benefits. Even a short-time distraction can get in the way and add up to amount of working time wastage. 
Relating to this topic, being a full-time working mother and a student makes my time impossible to manage.  Taking good care of family needs and have a personal learning time for myself are hard to balance. By learning time management technique, I had learned to stop doing unnecessary things, setting up my goals and selecting most urgent matter as my priority task. Using a planner or my to-do list keeps me away from procrastination, a habitual delay of starting or finishing work despite awareness of its negative outcome. According to research, 70% students are guilty of procrastinating (Schouweburg, 1995). Although time management is an effective tool, mismanagement is one of my main hindrance. I mistakenly load a different work at one time or set any non-urgent as part of priorities, sometimes less productive in a day due to time-pressure and stress of being on able to complete 
all the task on time. And yet learning about my time management tools helps my academic and employability skills in a way that I managed my time more appropriately and efficiently by reducing my time wastage and at the same time avoiding feeling too much pressure on myself. 


CONCLUSION

In conclusion, my employability and academic skills has significantly improved, developed my initiative and my self-confidence and as well as my written communication skills. To begin with, I find learning about academic skills harder and complicated, understanding the difference of skills that I already have and skills that I have to work on to obtain my goal. Academic knowledge to withstand workplace environment and modern economic, and my employability skills allow me to utilize academic skills for career development. Working on my personal SWOT Analysis helps me measures the scope and develops strategies towards reaching my goals. I find working on my personal development plan favourable allowing me to take charge of my own learning. Having been able enhance my performance in my current role and looking forward my career aspiration towards future goal. Overall, effective time management is the major contributing factor which leads to more successful career.















REFERENCES 

2011-2020, (., 2020. Personal SWOT Analysis | Skillsyouneed. [online] Skillsyouneed.com. Available at: <https://www.skillsyouneed.com/ps/personal-swot-analysis.html> [Accessed 25 April 2020].


Adams, R. and Blair, E., 2019. Impact of Time Management Behaviors on Undergraduate Engineering Students’ Performance. SAGE Open, 9(1), p.215824401882450.

Böckler, A., Herrmann, L., Trautwein, F., Holmes, T. and Singer, T., 2017. Know Thy Selves: Learning to Understand Oneself Increases the Ability to Understand Others. Journal of Cognitive Enhancement, 1(2), pp.197-209.

Bush, T., 2020. SWOT Analysis Weaknesses: Definition & Examples. [online] PESTLE Analysis. Available at: <https://pestleanalysis.com/swot-analysis-weaknesses-definition-examples/> [Accessed 25 April 2020].

Contributor, P., 2020. Why SWOT Analysis Is Essential In Personal Development. [online] PESTLE Analysis. Available at: <https://pestleanalysis.com/swot-analysis-in-personal-development/> [Accessed 25 April 2020].

Farrell, M., 2017. Time Management. Journal of Library Administration, 57(2), pp.215-222.

Ireland, B., Cure, R. and Hopkins, L., 2009. Perfecting your personal development plan. Vital, 6(2), pp.40-41.

Mead, E., 2020.  PositivePsychology.com. 2020. Personal Strengths & Weaknesses Defined (+ A List Of 92 Strengths). [online] Available at: <https://positivepsychology.com/what-are-your-strengths/> [Accessed 25 April 2020].

Mindtools.com. 2020. SWOT Analysis: – How To Develop A Strategy For Success. [online] Available at: <https://www.mindtools.com/pages/article/newTMC_05.htm> [Accessed 23 April 2020].

Morgan, M., 2017. The Business Student’s Guide to Study and Employability, 2,pp.19

Sammut-Bonnici, T. and Galea, D., 2015. SWOT Analysis. Wiley Encyclopedia of Management, pp.1-8.

Schouwenburg, H., 1995. Academic Procrastination. Procrastination and Task Avoidance, pp.71-96.

Tracy, B., 2020. Personal Development Plan: Examples & Templates For Success. [online] Briantracy.com. Available at: <https://www.briantracy.com/blog/personal-success/personal-development-plan/> [Accessed 23 April 2020].



APPENDIX


SUMMARY OF IN-CLASS ACTIVITIES

ACTIVITY 1: REVIEW THE USE OF YOUR TIME
To answer each honestly and consider if you need/want to make improvements.

· Do I use time efficiently?  No I really don’t but I know I should have.

· How do I waste time?  I am most guilty of procrastinating and spending more time on social media.

· What or who distracts me most from study?  Again, its addiction to social media, and of course being a full-time working mother has a big factor.

· Do I need to plan out my time? Yes definitely, time management is the key.

· Do I waste time getting started? Yes. Starting point is the hardest in any task. 

· Do I make most of my spare moments?  Not all the time,

· Do I find time passes and I don’t know what has happened? Yes, all the time. 


ACTIVITY 2:  REFLECTION ON ACADEMIC PROGRESS (comparing how I felt from beginning of our class and up to our 3rd week in class)

· At the beginning of our module, we learnt about two important skills, first is the skills that I need for the university and skills important for being successful.

· Analysing and working on our own personal SWOT

· Learning the importance of time management and its 3 basic principle (Appropriately, Efficiently, Time Wastage)

· PROCRASCTINATION and how to deal with our time efficiently.


ACTIVITY 3: PARAPHRASING
To change the word of the following sentence

1) Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of extra water.

· Based on tourist experiences, carrying an extra supply of water is needed         when driving through Mojave Desert.

2) Ronny told his aunt that a bear had attacked him, which she found difficult to believe.

· Ronny’s Aunt find it difficult to believed that he was attacked by a bear. 	
