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[bookmark: _Toc36838234]Task 1
[bookmark: _riqzlr4b8lto][bookmark: _Toc36838235]Introduction 
In the field of academic and professional, it is significant for the individual to acquire a range of academic as well as employability skills set which helps them to ensure higher success (Jackson, 2015). Therefore, employers of companies seek those candidates that have these skills for recruitment and selection purposes. Therefore, in this report, the focus will be provided to the identification and application of several academic tools such as PDP, SWOT analysis, time management tools and so on. Thus, the understanding of the recruitment and selection process will also be given in this report. Apart from that, the reflection on the overall academic progress will also be provided in this report. 
[bookmark: _2o1k8gaws36l][bookmark: _Toc36838236]Use of several academic tools and their application 
While participating in the classes, I have been able to learn a range of tools and techniques, which I can apply in my academic field. Therefore, it is significant for the individuals to develop a personal SWOT analysis as it helps them to identify their strengths as well as weaknesses so that they can undertake actions accordingly (Collet et al., 2015). Therefore, I have also learned about the time management tools, which is also a significant tool in both academic as well as professional aspects. It allows the Individuals to perform their task in an effective manner within the given time (Humburg and Van der Velden, 2015). Apart from that, I also learn about the personal development plan, which enables the individuals to plan the operation and activities for achieving their goals and enhancing their skills, which they want to develop. 
My personal SWOT analysis is given below. 
SWOT analysis 
	Strength
 Effective communication
Good leadership
Problem-solving skills
Time management
	Weaknesses
Lack of critical thinking
Lack of Collaborative skills
Lack of analytical skills

	Opportunities
Job opportunities provided by the companies
Changes in market trends
Further learning opportunities
	Threats
High level of competition 
Fast-changing trends 


Table 1: SWOT analysis
From the above SWOT analysis, it can be observed that I have a range of strengths along with weaknesses. My effective communication skills, good leadership, problem-solving skill, as well as time management skill, are my biggest strengths, which allows me to perform my academic operations in an effective manner that leads me to and ensure success in future. However, there are several skills which I lack such as critical thinking, collaborative and analytical skills. Therefore, I have several opportunities too, which can be identified from the SWOT analysis such as opportunities provided by several companies, changes in the market trends for the learning opportunities provided by the universities and so on. Therefore, I have several threats such as a high level of competition and fast-changing situations. With the preparation of the SWOT analysis, I would be able to plan the strategies for overcoming my weaknesses and threads and effectively availing the present opportunities. It would help me to grow and develop as well as ensure the highest success in the future. 
Time management tools 
Time management is considered as a process of organising as well as planning how an individual divides the time in order to perform particular activities and functions (Parasuraman and Prasad, 2015). An effective time management tool enables individuals to work in a smarter manner so that more work can be done in a lesser time period even when tight time schedules and pressures. Thus, ineffective time management hampers the effectiveness of the work and causes stress (Abas and Imam, 2016). Therefore, from that participation in the classes, I have learned how to make effective use of time management tools. I can apply this within my operations, which would help me to achieve my set objectives. For achieving a successful career in marketing executive manager, I need to learn the ability of effective time management. In order to do this in an efficient manner, I can consider utilisation of several time management tools available in the market. It would help me to make the best utilisation of my time so that I can achieve more at a lesser period. 


PDP

	Objectives 
	Actions 
	resources 
	Start date 
	End date 
	Success criteria 

	To improve critical thinking
	In order to achieve this objective, I need to undertake several actions such as
Consider a range of books and videos related to critical thinking 
Take part in several brain-boosting activities 
	Effective allocation of resources is crucial such as books, videos and other sources of information in order to enhance critical thinking. 
	4/3/2020
	4/8/2020
	understanding the link between the ideas and identifying the significance and relevance of concepts and arguments

	To enhance analytical skill
	Activities that need to consider for achieving this objective is given below: 
To participate in several seminars
Take part in-classes activities
Consider books and videos relating to it
	Allocation of resources is very critical for fulfilling the objective such as funds books videos and others
	4/3/2020
	4/9/2020
	Success criteria for this objective is to ensure effective evaluation of issues and determining the potential solution

	To increase collaborative skills
	Activities need to undertake is given below: 
To work in group projects
Improve my communication skills
Take part in group activities
	Allocation of resources is very crucial for meeting the objectives such as books videos stationeries and funds
	4/3/2020
	4/6/2020
	The success criteria for this objective is to ensure effective communication with the team members and collaborate for meeting the mutual objectives


Table 1: Personal development plan
From the give PDP plan, I have been able to set my objectives and have been able to determine the actions which I need to undertake in order to meet that objective. Apart from that, effective allocation of resources is also very crucial in order to improve my skills and abilities. Therefore, I would be able to track my progress with the effective success criteria that is a KPI for measuring my improvement. 
[bookmark: _j68ndrf3vnvk][bookmark: _Toc36838237]Understanding of the world of work 
It is significant for the organisation to ensure the effectiveness of the recruitment process that is finding the right candidate for the right role, which ensures that the workforce of the organisation has relevant skills as well as abilities to cater the current and future needs of the customers (CIPD, 2020). Effective resourcing has a useful impact on the long-term success of the company by considering workforce-planning data the company can determine the skills required for optimising the organisational performance. 
Organisation opts to evaluate the human resources in order to identify the need for recruitment and selection process (Placement UK, 2020). After the identification of the requirement, the process of recruitment is undertaken. The company uses several tools and strategies for attracting a large pool of candidates to apply themselves for the job role such as recruitment agencies, social media, website promotion of the job role, college recruitment and so on (Sgs.co.uk, 2020). After getting the CV application of the candidates, the HR managers strive to evaluate the applications and select those applicants who fit the selection criteria and have the right qualification for the role. 
The best CVs are then called for the process of the interview, which can be done through phones and face-to-face communication. However, most of the companies prefer a face-to-face interview process, which allows them to identify the competency as well as the skills of the candidates for the job (Kent.ac.uk, 2020). 
The effective undertaking of the process of recruitment allows the organisation to have a skilled and talented workforce, which aims to achieve higher success and improve the overall performance. Thus, the employment rate of the UK is over 76.3% and the unemployment rate of the UK is over 3.8%. Employers seek to recruit graduates with qualification and a wide range of experiences along with the ability to demonstrate their skills sets which they have developed through their academic study, extracurricular activities as well as work experience (Ons.gov.uk, 2020). Employers seek employability skills within their candidates such as teamwork, problem solving, communication, time management, IT skill, numeracy, customer awareness and so on. 
Employability skill can be considered as a transferable skill, which is needed by the individual in order to make them employable (Kent.ac.uk, 2020). It depends on the knowledge, attitude, behaviour and skills of the individuals as well as how they present those skills to the recruiters. 
[bookmark: _jik55h17f6v6][bookmark: _Toc36838238]Analyze and reflect on the academic progress 
While undertaking this module, I have been able to develop a range of skills set and enhances my knowledge regarding the recruitment process and employability skills. At the beginning of this module, I did not have much knowledge regarding the several academic tools. I also lack several skill sets and understanding regarding employability and recruitment processes. Thus, during the preparation of this module, I have been able to improve my understanding regarding academic tools such as SWOT analysis, PDP and time management tools. I have also learned to implement this tool for my situation so that I would be able to achieve my career as a marketing executive manager. Through the preparation of SWOT analysis, I have learned about the skills, which I already possess as well as skills, which I need to improve. I have also understood the importance of effective time management and implementation of time management tools within my operation and activities. 
Through this module, I have also learned to implement my personal development plan so that I can further improve my employability skill sets. In this way, I would be able to ensure higher success in both professional as well as academic fields. 
After the completion of the module, I have been able to acquire knowledge regarding the real-life recruitment and selection process. It would be beneficial for me in future for developing my career as an executive marketing manager. I have also acquired a range of skills through the preparation of this module, as I have been able to improve my time management skill, which allowed me to complete my operation and activities at lesser times. It has increased my productivity and efficiency level (Swider et al., 2015). I have also been able to improve my collaborative and team working skills, as now I would be able to work within a team for achieving mutual objectives. My critical thinking ability has also improved through the preparation of this module. It would allow me to find a link between ideas and identify the relevance and significance of arguments and concepts. It would help me in the future to further enhance my knowledgeability and understanding. In the field of marketing, it is critical to acquire employability skills as it allows the individual to achieve higher success in the future. 
At the beginning of the module, I have also faced a range of challenges such as lack of understanding, lack of time management, ineffective allocation of resources and ineffective planning. However, with the preparation of this module, I have been able to overcome my challenges in an effective manner so that I could generate a desired outcome. Also taking part in such academic functions and operations would be beneficial for me to gain good experience, improve my knowledge and learn new things that would support me in my career and ensure success in the field of marketing. I would be able to excel in my career as an executive marketing manager and meet my objectives. Nowadays with an increase in the competition, it is crucial for individuals to develop employability skills that allow them to accomplish their professional and personal goals in an effective manner. 
[bookmark: _cb9cmbpn71id][bookmark: _Toc36838239]Conclusion 
In conclusion, it can be observed that it is highly significant for students to acquire employability academic skills, which allows them to excel in both professional as well as academic aspects. Therefore, consideration of several academic tools is also significant for the development of the skills and knowledge. These tools comprise SWOT analysis, PDP time management tool.  Thus, in the process of recruitment and selection, employers strive to hire those candidates who have good employability skills, experiences as well as knowledge ability to understand the market situations. It is further considered that it is also significant for the individual to track their progress while undertaking the personal development plan so that they can meet their set objectives and improve their skills set in an effective manner. 
[Refer to Appendix for some in-class activities snippets]
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