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[bookmark: _Toc17722437]INTRODUCTION

The aim of this assignment is Academic and Employability skills and how to identify the skills using SWOT analysis. I will explore what a SWOT analysis is and the importance of it. I will also explain the importance of academic and employability skills and how it affects your personal and employability skills, how to use these skills and how I plan to improve my skills. 
In this report I will touch on many different skills, skills I possess and strong in as well as where I need to improve and how I can change my surroundings or circumstances to achieve this. This assignment will also show how important it is to utilise the skills and help personal growth as well as growth in any environment. Anyone who feels they may be underperforming may not have found their learning style. This is something that also needs to be factored in as we all receive and interpret information differently. Some people can only work well on their own more so than in a group whilst others need that group interactivity motivate them. When learning new things is made to be fun it can increase motivation which is the best starting point as with increased motivation comes hard work and dedication.









[bookmark: _Toc17722438]ACADEMIC AND EMPLOYABILITY SKILLS

Academic and Employability skills are skills achieved by understanding the nature of an individual that enable qualified individual to gain employment and achieve their desired careers which give great benefits to the workplace and themselves.  Employability skills are different skills such as;
· Communications and interpersonal skill 
This is the ability to present in a clear and accurate way through speaking or writing, it is also about the ability to receive information and relate to individual’s information and instruction.
· Problem solving skills
This is a key factor in employability skills, it is the ability to solve problems by making the problems smaller so that it is easier to identify the issue and find the solution for what caused the problems. This helps in applying your knowledge to different parts to solving a task. 
· Working under pressure and deadline
This is ability to work efficiently even when under stressful situation and making sure you meet the deadline that is expected.  
· Organisational skills 
These are skills that are required to make sure that you are well organised and systematic. This includes meeting targets and deadline on time, supervising the progress of work and making sure that you are on the right course on meeting deadlines. (morgan, 2017)
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Academic and employability skills help with both present and future careers. Academic and Employability skills are the most valued skills that employers look for when recruiting individuals, it is also valued more than qualifications. These skills are skills that can help in how you interact with other workers in the chosen career. Skills such as employability skills that demonstrate the ability to learn and adapt displays that you are enthusiastic about the work and can identify and learn from their mistakes. These skills are important because employers’ value individuals who have these skills.
It is important to possess these skills because it enables potential employees to excel in their careers/career. This is important because it can help progress the institution as well as the business manager in possessing and adding assets to their company, this helps push the company forward and helps the company to grow. (www.oxford-royal.com/articles/improveunderperforminggrades.hotml 5, 2019)
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SWOT analysis is made from four parts. This consists of the strength, weakness, opportunities and threats. SWOT analysis is an important path in scheduling and its quality is sometimes undervalued regardless of the clarity of the acquirement. The function of a SWOT analysis is to take information for environmental analysis and divide it into surface issues such as strengths and weakness and outside issues such as opportunities and threats. The information drawn from the SWOT analysis will then show how to help individuals’ capability and its objectives in the strengths or opportunities and if it shows that there are any barriers that maybe solved or reduced that can help deliver good results such as weakness or threats. In this swot I think taking advantage of your strengths will help you to be a step ahead in interviews as well as your day to day that in business you will be stronger against competitors even if it is just general work and you are competing with yourself to improve on your previous work.
· Strengths: are the internal characteristics and resources that helps set a solid foundation to get a good outcome.
· Weaknesses: are the internal characteristics that are a disadvantage which do not allow and individual to perform well. This can prevent them in accomplishing certain goals.
· Opportunities: Is a combination of different situations that give time to get desired outcome which can be beneficial for the future.
· Threats: are external situations which can be unpleasant in goals that is hoped to achieve.  
 


(https://economictimes.indiatimes.com/definition/swot-analysisAnthony, C.D., SWOT Analysis [Еlectronic resource]/Danca C. Anthony. Access mode: http://www. stfrancis. edu/content/ba/ghkickul/stuwebs/btopics/works/swot. htm. –Title from screen. Hay, G.J. an, 2019)
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SKILLS LACKING
The skill I believe that I am lacking are organising teams and delegating tasks; Because I enjoy taking on tasks I tend to overload myself with too many goals to achieve in a small space of time then trying to get people to take on a role each to help lighten the load does not always work as people work at their own speed and things do not end up getting done.
I feel that if I were to be better organised I may be able to get my team to meet up, have a sit down and delegate each person a task, at which point everyone would get the opportunity to choose what they feel they are strong in. This way no one struggles with the task that has been asked of them and overall the end goal is achieved. However, saying this and getting it to happen are two very different things. As easy as organisation skills may seem depending on what your organising, whether it be team management, project management or just personal creating and keeping deadlines, managing day to day appointments or decision making it can be a massive stress.
Many job roles require for their potential employee to have a clear strong focus and be able to process information quickly, to be a fast learner. And therefore, having a strategy to meet these requirements is a must. Writing down notes or minutes of a meeting in order to remember and utilise any information from them may come across as a straightforward tactic to use however it is not easy to use these types of productive techniques. I say technique because this is a skill being productive is a skill not many have, and this skill comes with experience.  Experience you can only get depending on the working environments you have been in. In a management role you would need to posses how to asses and evaluate situations and individuals, you would be working by doing a lot of multitasking which would require you to develop strategies in order to accomplish your end goal. In my personal field of work in order to work efficiently and focused I need to have extremely good listening skills, posse’s excellent communication skills, multi-tasking and pay attention to detail. I am a creative thinker so over the years these organisational skills I have mentioned relating to my job role have all become like second nature to me.
Since coming to university, I have now realised that there are new skills that I need to learn in order to achieve my end goal. Now I am in an environment where I need to research, I need to work with data, take notes and document information given to us in lessons, public speaking being the presentations we give in class. This is a new experience for me, very nerve racking and I have learnt what to do and how to present myself in front of a room full of people. I feel proud in what I have been able to achieve with the work that I have produced and the way I handle myself, I know that with more presentations will come more experience and more confidence.
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HOW TO IMPROVE MY SKILLS
In order to improve on the skills, I need to first strengthen myself in the things I lack. I know in order to do this I must first strengthen my relationships with people in order to deliver and receive information correctly and try to make sure that I am understood as well as me being able to understand others in speaking or writing communication needs to be clear and specific so that there is clarity. I also need to practice public speaking more possibly by reading in front of friends and family and getting feedback. As uncomfortable as speaking or presenting in front of your colleagues may be practice will give me confidence and improve my ability. (https://www.ed.ac.uk/employability/staff-information/what-why-employability-important/what-is-employability This article was published on Apr 14, 1995)
In recent months I have realised that I need to have good leadership as I have become more depended upon. The only way I can think of to improve my leadership skills to help better delegate and keep organised would be to possibly try leading when it comes to group discussions and show attentiveness, positivity and calmness when issues arise. In addition to this I need to show responsibility and thoughtfulness for members in the team, helping them where they may be struggling and offering help where I can.
I understand that even the smartest people can underperform not because they lack anything but because they may have so much that they know that it can become unclear where they are falling short. I am identifying what needs to be improved and this can be tricky but once that has been done the next step is knowing how to deal with the problem what approach needs to be taken. 
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In conclusion I feel people’s ability to be efficient is a way that can help academically improve their skills. This shows the importance in identifying the skills needed to be employable in our chosen careers and in our personal life. It is important to make sure you are stronger in your weak areas so you can be effective in your job; having these skills helps in the preferred career and help accomplish them in the near future, these skills help meet goals and prepare you in working effectively and efficiently. In addition to this it can help you in your personal growth and your personal skills such as knowing how to organise your life and being able to multitask day to day activities. These may not be easy to achieve in the short term, but these are skills that with practice will be helpful in achieving your long-term goals. 
I believe that I have hopefully been able to asses and evaluate academic skills. Through using soft and hard tools to assess skills we are all meeting the always changing fast paced world we live in and we are learning how to adapt in order to meet requirements expected of us from employers, teachers and our peers.

[bookmark: _Toc17722444]





ATTACHMENTS
file:///C:/Users/RFI-Spare2/Documents/Scanned%20Documents[955]%20academic.pdf
References
https://www.ed.ac.uk/employability/staff-information/what-why-employability-important/what-is-employability  This article was published on Apr 14, 2016, McLaughlin, M., 1995. Employability Skills Profile: What Are Employers Looking For?

https://economictimes.indiatimes.com/definition/swot-analysisAnthony, C.D., SWOT Analysis [Еlectronic resource]/Danca C. Anthony. Access mode: http://www. stfrancis. edu/content/ba/ghkickul/stuwebs/btopics/works/swot. htm. –Title from screen. Hay, G.J. and Castilla, G., 2006, July. Object-based image analysis: strengths, weaknesses, opportunities and threats (SWOT). In Proc. 1st Int. Conf. OBIA (pp. 4-5).

https://www.oxford-royale.com/articles/improve-underperforming-grades.html





Strengths
- Ablity to communcate effectively 
-Team working
-Working under preasure 
- Problem solving
-multi- tasking


Weaknesses
- Organisiatinal skills
- Delegating tasks
-Taking too many tasks


Oportunities
-  positively impact in a company
- Success in chosen field
- Learn efficiently


Threats
- New trends and impact on business
- Lack of motivation
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