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Introduction
Finally, I am a graduate now! But job? How am I going to achieve it? This very thought is haunting me from the day I graduated. I have been thinking that are my skills enough to get me a good job and if not, then where am I lacking? And then I decided to not let these thoughts haunt me instead I used this fear as my strength and started looking into me, my capabilities and what skills are mostly required.

Skills I possess:
From my university life, I have been gathering skills by participating in many extracurricular activities such as playing football, basketball, debate competitions and in many community services.
This not only made me strong in these fields but taught me many other things that I will surely need in my future job field. By participating in football and basketball I learned how to communicate with a team and how well I can function as a team. And I know teamwork is the core requirement of any company that would want to hire me, as only a good teamwork can bring a good fortune for the company (Maund, A. -  2017).
This also helped me develop my leadership skills. Being the leader of the football team, I learned how to use the strength of each member of the team in the right way. There are 6 basic responsibilities of a leader, they are; build trust, communicate, offer sufficient resource and autonomy, build self-efficacy, hold team members accountable, conduct routine debriefings (Morgan, P. - 2016). And according to me, I applied all of them during my leadership on the football team. At first, I had built a trust about myself among my group mate. This enabled them to agree with my decision. I used to hold regular meeting sessions to discuss my plans. And this turned to be a lifetime leadership lesson for me.
Next, came my community service that really taught me a lot. The first thing it taught was being ethical. And this skill is very important for undertaking any job. This made me very strong as a person and made learn to choose between the right and wrong. And not only that it fights for the right (Cottrell, S. - 2008). 

Once, we noticed that some dogs were being mistreated in a society and this was against our ethics thus we decided that we go to that society and take the responsibility of those dogs and send them to safe hands. And with my initiation, this job was swiftly done. I had faced many difficulties during this community service, but I did not stop. And by helping those mighty animals I even strengthened many of the skills that I did not have before. Problems became easier for me to solve. And doubtlessly it made me more confident than ever. That my “shy-self” was somewhere lost and I could stand up before people and talk confidently. 

Qualities I need to possess:
But this was not enough to get me a good job to pursue a good future. Therefore, I went to my faculties and talked about my strong and weak points. Hey helped me figure out the fields I need to work upon. They showed me a path that would not just make me perfect but also direct me to utmost success.
Since this is an era where the use of technology is at the peak, and I am not much accustomed to its uses. I took it to be my weakest point. I also have lacked in some other field such as the capability to think broadly. Since I don’t like to read much I lacked in gaining knowledge outside my books. Therefore, I did not have much commercial awareness and general knowledge. According to me, I also lacked in creativity as I never explored out of my playground and my books.

Practical experience, Personal Attributes & abilities: 
University life is the time of the life that can make people rise and fall. This period decides what turn our life is going to take. Therefore, from the very beginning, I used every single opportunity that I got. I participated in many business competitions. I participated in Tufts business plan competition and won the first prize. This taught me to work under pressure and bring out a creative solution to the given problems. This was a great experience for me and I could earn the great honor for myself and my colleagues through this competition.
I am able to communicate with different levels of people easily, that helps me to rise up the sale of any product easily. I can take responsibilities to finish a task before its deadline. I have a strong interpersonal skill that has gathered by working practically in a different field of work. I have advanced skill in Microsoft office tools, like the word, excel, PowerPoint. my performance on presentations has been highly acclaimed by my university teachers & managers that I have worked for.

Achievement of life, work, and education:
I have participated in the Duke of Edinburgh and completed the bronze, silver and gold level and earned awards. This turned out to be life-changing for me. I learned to do many activities, grow my personal skills and also work in a team. This greatly developed my ethical and motivational power.
I did work as the part-time employee for a various organization like sales executive, marketing relationship executive, restaurant manager, part-time teacher or different institutes. By working on this job, I have gathered practical knowledge that helps to communicate with various types of people. I have got best seller award by working on a car selling company, best leadership award from a restaurant, employee of the month from a marketing firm.

The soft skills and Hard skills I possess:
· Soft Skills:
Soft skills refer to those skills that makes one able to interact well others. It involves the communication and social skills. This skill is about building one’s character a good balance of emotions and intelligence (Gibbs, G. - 1988). These skills are required to work in any company. This helps create relationships and maintain a good harmony in the place you are hired. A person with these skills are bound to bring a successful future.
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Figure: Soft skills
The basic soft skills are:
1. Teamwork: According to me I have a very good team working capability. All my skills in football and community service helped me learn to work as a team and bring success with whoever I work with.
2. Motivation: I have always been a motivated person. Whenever I found my team losing hope I enlightened them and brought courage which motivated them. I always believed that a project can only be completed efficiently if the whole team is motivated (Cottrell, S. - 2011)
3. Leadership: Being a leader is itself a huge responsibility. It means that the responsibility of accomplishing the job and as well as keeping your team together is on you (Greetham, B. - 2013). And by participating in the numerous sites I acquired this quality in myself very well. I learned how to manage my team and motivate them in tough situations. 
4. Presentation: The courses I did my college was always presentation based. Thus, it greatly helped me make a different presentation. It also taught me that presentation is not just making PowerPoint slides but also how you carry yourself. Thus, I learned to be presentable before people learned how to carry myself smartly in every situation I encounter.
5. Public speaking: Since I participated in many competitions and community service. I could fight back my biggest fear that I had from childhood. I learned to speak before people and I am now more confident and fear to place my point of view which is very important in any job.
6. Listening: Listening to what your opposition takes a lot of patience and is extremely important in any work because you can only complete a job perfectly if you listen what you have to do. But this is a quality where many of us lack behind. Since childhood, I have always been a good listener. As I am not very talkative and very patient, this is the strongest soft skill I possess.
7. Business etiquettes: The business competitions I participated taught me good business etiquettes. There are few fields of business where I lack behind and I have decided to work on them.
8. Communication: Communication is the most important way of letting people know what you feel and what your plans are (Fiona-2004). I am very good at communicating as I have experience of managing two large teams of football and basketball.
9. Writing Skills: This is the field of soft skills where I think I need to develop myself. I hardly enjoyed writing throughout my life but this is equally important in a workplace, as this is the means of delivering work to someone. 
10. Executive Presence: I have a good executive presence as I did the part-time job. 

· Hard Skills:
Hard skills are those skills that can be taught and judged in a defined way. It basically includes those skills that are one taught during their life, such as reading, mathematics, using software etc. During any job interview, one is first called on the basis of their hard skills, and it is on the basis of your hard skills that you will be judged in the first case. 
Some of the basic hard skills are:
1. Foreign Language Knowledge: Even though English is my mother language I always had interest towards other languages as well. Thus, I have pursued knowledge of French, Russian and Chinese language which will help me to get a job in any multinational company.
2. Software Programming: I have knowledge of Microsoft PowerPoint and Excel. But I think I need to develop some other areas of software using.
3. Degree Certificate: This is the proof that you have completed a certain degree and is most important for applying in any company. It is one of the essential hard skill.
4. Mathematics: Mathematics is important in no matter what field you want to work. Small calculations are part of any job and as I always enjoyed doing accounting during my higher studies I am even good at doing mathematics in my desired field.
5. Planning Skills: As I was the leader in my teams I have good planning skills. I have also learned many tools of planning during the different course and that helped in having good planning skills.
6. Data Analysis: Data analysis is a vital part of any job. Before doing any of it is important to do the data analysis of that company and know about it. Thus, it was taught during our statistics course and is a quality I very well possess.

Theoretical & Practical Knowledge:
There is a saying that there is no end of knowledge and there is a no end to learning. During my study period, I learned everything I could about business to pursue the career I always dreamt of. I learned all the basic tools of business and learned how to apply them in certain fields. Some of the most important things that I learned are stated below.
Tools of planning:
· SWOT analysis
· Radar Chart
· Decision Tree
Types of tools used for Marketing:
· Traditional Media
· Digital Media
· Social Media
Tools of Accounting:
· Invoicing
· Inventory Tracking
· Payroll
Tools for Business Environment Analysis:
· SWOT
· PEST
· Porter’s 5 forces
But theoretical knowledge is not always everything you need. To achieve success in life one needs to have practical knowledge too. Therefore, I participated in the competitions, sports and community services which gave me real-life experience and made me stronger as a person. 
I have gathered a lot of practical experience from my university life by working on different types of club, I have worked as the team member & have arranged different types of programs. Working in the practical field have helped me gather leadership style, how to make the decision in the different tough situation. I have also gathered the managerial task, how to manage other people by inspiring them in an easy way.

Personal Development plan:
It is a self-development plan, that involves the stepwise planning to achieve the desired plan. This plan is made based on one’s values, their knowledge of the weakest points, action on those fields, setting a goal to achieve it and then finally evaluate if the goal is achieved (Cottrell, S. - 2011). It is very important to know about your strong and weak sides, and as result work on it.
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Figure: Personal development plan
I also made a personal development plan. For up taking any job computer skills are a must and this is a thing where I lacked behind. Thus, my motive was to make my computer operating skills stronger. Therefore, I started looking for courses that would help me learn computer skills. I decided to do a diploma course. This is a course of 3 months; thus, I gave myself this time period to work on my weakness and started on with the course. I started to record the outcomes after every lesson I learned. At the end of three months, I could see myself become a good computer operator and had won against my biggest weakness.

Conclusion:
Getting a good job and therefore a bright future is the main goal of every individual. And to get that god future are qualities are a must in oneself which can be acquired very easy through hard work. The various extra-curricular activities along with your knowledge gained in college act as a combined package to get you a perfect future.
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Appendix
Personal Development Plan

	
	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 1 - My Goals

What are my overall goals that I want to accomplish in this time period?

Example: become a Student Affairs Officer; learn computer graphics
	I want to join as a part-time worker in any business organization.
	I will gather various skill in technology, marketing, computer skills for the future development.
	I will join any organization as an HR executive.

	Section 2 - Skills and Knowledge to be Learned

What specifically do I need to learn? What project do I need to work on?

Example: Student advising; Banner; Dreamweaver; develop a procedures manual
	I want to manage an organization as an HR executive.
	As an HR executive, I will learn different aspects of business, like other departments. Accounting, Marketing, managing to get the whole aspects of the business.
	Serving & gathering experience I will open my own business firm in Consulting.

	Section 3 - Next Steps

How am I going to acquire the skills and knowledge? How am I going to do this project?

Example: take Dreamweaver class; do an informational interview; set up a project outline
	I will gather experience by working practically in all aspects of the organization.
	For gathering the skills, I will talk gather experience from various people that are already doing business.
	I will research on my project, will finance & make sure all the things have been collected for setting up my business.


Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 4 - Resources What resources do I need? Example: free time; funding
	I will collect money from my family & friends.
	If family & friends are not proper for my business I will collect from the bank.
	I will try to collect from other long-term financial institutes.

	Section 5 -  Time Schedule

What is my time schedule?
	I will complete my studies by 2020
	Will join a job by 2020
	I will start my business by 2024

	

When will I start?
	I will start funding by 2021
	I will finish my research by 2022
	I will start all the business-related activities by 2023

	

When do I expect to finish?
	I will finish funding by 2022
	I will finish research and analyzing by 2023
	I will finish all the activities by 2024

	Section 6 - Completion

When have I completed each step?
	□ 2/4/2020	
Date

□ 6/12/2020	
Date

□ 1/3/2024	
Date
	□ 4/6/2022	
Date

□ 7/12/2023	
Date

□ 12/21/2023	
Date
	□ 1/10/2024	
Date

□ 2/13/2024	
Date

[bookmark: _GoBack]□ 3/10/2024	
Date
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