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[bookmark: _Toc38141569][bookmark: _Toc38339057]Introduction
This report aims at analyzing the strengths and weaknesses of my academic skills and employability skills along with how to properly use time. It also includes how to plan effectively for a personal development plan for both academic and employability skills. For every student, both academic and employability skills are important to get the desired job. Academic skills are some major and advanced skills that are needed to be earned by every student during student life (Alpert, 2011). These major skills are academic writings, report writing, paraphrasing, summarizing, referencing, and note-taking, etc. for the goods, restock the shelves if they are empty, assist in stock control and management, etc. On the other hand, employability skills are those skills that are used to get the desired job and ability to maintain the job (Suleman, 2018). Currently, I work at Primark as a Sales Assistant in London. As a sales assistant, my key roles are greeting customers to the shop, assisting customers to find the products they are looking for, working on the till. This report covers the analysis of these skills and provide a reflection of my personal skill development and progress.
[bookmark: _Toc38141571][bookmark: _Toc38339058]Personal Situation Analysis
In this section, both academic and employability skills will be undertaken to identify and measure its strengths and weaknesses along with new opportunities and threats. In the later part, the process of effective time management will be discussed in brief according to the Eisenhower Method and own personal development plan focusing on both academic and employability skills that are needed to obtain. 
[bookmark: _Toc38141572][bookmark: _Toc38339059]SWOT analysis for Academic Skills
Academic skills are important for every student. If the students do not obtain these basic skills, they can fall behind and will less engage in academic works which can result in poor academic performance (Rabiner, Carrig, & Dodge, 2013). Academic skills are attending classes regularly and taking notes effectively, report writing, paraphrasing, summarizing, referencing, doing research work, etc.





Strength
Report Writing: Report writing is performed as a precise, meaningful written document for particular audiences. A report needs to be brief and formal in manner. In academic life, reports are written to teachers or professionals. This is one of the strengths of my academic skills.
Paraphrasing: Paraphrase is used to express the inner meaning of a writer’s published article in own way to achieve a good understanding of the work. In report writing, every student needs to know how to paraphrase articles properly. It not only broadens a student’s knowledge but also allows them to express ideas more concisely. This is one of the strengths of my academic skills.
Weakness
Summarizing: There is a difference between summarizing and paraphrasing. Summarizing is used to select the main words from a text and rewrite the words in smaller pieces. It is used to support write literature reviews, context against published papers or articles, etc. This is one of the weaknesses of my academic skills.
Referencing: Referencing is used to acknowledge the contribution of the writers of published papers or articles that are used to prepare the assignments or research works done by a student. There are various types of referencing. Every student needs to follow teachers' or instructors' advice to do proper referencing. This is one of the weaknesses of my academic skills.










SWOT analysis of academic skills are as follows:


Figure 02: SWOT Analysis of Academic Skills
Source: (Self-designed).
Opportunity
Doing Research Works: Research works are conducted to gain more knowledge about a subject or topic through a detailed process of study. This provides the opportunity of learning about the topic deeply and practically. This will be the opportunity of my academic skills.
Threat
Taking Class Notes Effectively: To gain a better understanding of a topic, remember the key terms and develop meaningful learning ability, every student needs to take class notes during class lectures. It helps a student to make a connection between topics that are taught in the class and serves as a hard document for the class lecture. This is the threat of my academic skills as it can disengage me from academic activities.
[bookmark: _Toc38141573][bookmark: _Toc38339060]SWOT Analysis for Employability Skills
Employability skills are those skills that are desired by the employer while recruiting eligible candidates from the applicants. Employers demand some skills from the candidates are interpersonal skills, communication expertise, emotional intelligence, independence, critical thinking, problem-solving, flexibility, and team building, etc. (Jones and Abraham, 2009).
Strength
Interpersonal Skills: Sánchez-Sánchez (2015) states that interpersonal skills are common behavior and qualities that are used by an individual regularly to interact and communicate with others. Some important interpersonal skills are self-confidence, work ethic, body language, listening, collaboration, conflict management, positive attitude, workplace etiquette, etc. This is one of my strengths in employability skills.
Team Building: According to Belbin (1969), a team is formed when a group of people is organized to perform work together. A team is built to work together, develop team members’ strengths, encourage creativity, increase productivity, and increased collaboration. As I have experience in my academic life, this skill will be my strength. 
Weakness
Communication Expertise: According to McQuid and Lindsay (2005), The process of transferring information through verbal and nonverbal means is called communication. Communication skill is important for every job. Effective communication can help an employee to build a good working relationship among all other staff of the organization. As it is a part-time job, I may not be able to communicate effectively and efficiently with other staff and customers. So, this will be a weakness of mine.
Flexibility: According to Green et al. (2009), Flexibility measures the ability to adapt to the changing forces. Every organization looks for flexible employees. Flexible employees are determined to do a work whatever it takes them to complete the task. These employees are highly valued by employers. As a student, I may not able to do all types of work. This will be a weak point for me.

Figure 03: SWOT Analysis of Employability Skills
Source: (Self-designed)
Opportunity
Critical thinking: Critical thinking is the ability to think clearly and rationally about a concept or topic and make a logical connection between the ideas (Brookfield, 2020). Critical thinking is important because individual employees or teams to diagnose problems more effectively and identify possible solutions. As an employee, I can use my thinking capability to lead the teams and increase the chances of promotion. It will be an opportunity for me.
Problem Solving: Nilsson (2012) stated that Problem-solving is the process of solving problems effectively and efficiently. It includes identify and define the problem, creating an alternative solution, evaluating and selecting the most suitable one and finally implement the selected one. If I can effectively use my interpersonal skills, then I may also use the problem-solving ability to solve a problem. So, this will be an opportunity for me.
Threat
Emotional Intelligence: Emotional intelligence is the ability to identify and manage one’s own emotions along with the people around (Mayer, 2016). An employee with high emotional intelligence communicates better, improve relationships among the staffs and can motivate others. Being a new employee, this may cause a threat to me as I have no training on it.
[bookmark: _Toc38141574][bookmark: _Toc38339061]Effective Time Management
For using the time more effectively, Eisenhower’s method for time management can be applied. This will scrutinize between the most necessary works to do and the unnecessary works to omit. This will be as follows:
	
	URGENT
	NOT URGENT

	 I
M
P
O
R
T
A
N
T
	· Increase Academic skills
· Incoming exam preparation
· Job preparation
	· Regular exercise and maintain good health
· Reading class lectures regularly
· Personal development

	N
O
T

I
M
P
O
R
T
A
N
T
	· Make phone calls to friends and family
· Doing extra-curricular activities
· Meetings
	· Using social media
· Watching TV series
· Gaming



[bookmark: _Toc38141575][bookmark: _Toc38339062]Personal Development Plan
According to Cottrell (2008), personal development plan enables an individual to identify and organize the goals or objectives to be achieved by him/her with a timeframe. There the key skills that I need to develop in my career and approaches are based on different time frame.
[bookmark: _Toc38339063]Personal Development Plan for Academic Skills
	 
	Short-Term Time Frame 
First 3-6 months
	Mid-Term Time Frame 
Next 6 months to 2 years 
	Long-Term Time Frame 
Next 2-3 years 

	Section 1 - My Goals 

	a. Learn Referencing and Summarizing
b. Learn advanced Microsoft Excel
c. Learn basic graphic designing
	. Learn formal report writing properly
b. Learn graphic design properly
c. Learn all critical functions of Excel
	a. Work in a project or a research team
b. Use my soft skills to increase employability


	Section 2 - Skills and Knowledge to be 
Learned 

	a. Learn how to make in-text citations and proper bibliography
b. Learn the necessary business functions of Excel
c. learn how to design banners, posters, t-shirts, etc.
	a. Learn about MS Word properly
b. Learn advanced functions of MS Excel
c. Learn other advanced tools of graphic designing
	. Acquire knowledge through working as intern
b. learn other business functions and tools

	Section 3 - Next Steps 

	a. Learn how to make in-text citations and proper bibliography from the class, professionals and internet
b. Learn from online or offline courses of MS Excel and Graphic design.
	a. Ongoing learning from online or offline courses for advanced skills or functions of MS Word, MS Excel, and Graphic Designs.
	a. Meet with professionals, interviewing them and monitor their work closely
b. trying other available sources for learning more advanced functions

	Section 4 - Resources 
	a. Free time
b. PC or laptop
c. Internet connection
d. Funding
	a. Free time
b. Funding
	a. Free time
b. Funding

	Section 5 - Time 
	
	
	

	When will I start?
	On April 25, 2020
	On October 25, 2020
	On October 25, 2022

	When do I expect to finish?
	On October 24, 2020
	On October 24, 2022
	On October 24, 2025

	Section 6 - Completion 
	
	
	


[bookmark: _Toc38339064]
Personal Development Plan for Employability Skills
	
	Short-Term Time Frame 
First 3-6 months
	Mid-Term Time Frame 
Next 6 months to 2 years 
	Long-Term Time Frame 
Next 2-3 years 

	Section 1 - My Goals 

	a. Communicate more effectively
b. Be flexible to work
	a. Learn to manage emotional intelligence
b. Learn to increase critical thinking ability and problem solving
	a. Develop interpersonal skills more


	Section 2 - Skills and Knowledge to be 
Learned 

	a. Learn how to communicate among the organization properly
b. how to act in a new environment

	a. Learn about organization culture, people
b. Learn advanced methods for critical thinking ability and problem solving
	a. Acquire experience through working in different departments

	Section 3 - Next Steps 

	a. take part in different training sessions, seminars, etc.
b. Closely monitor experts' actions, do informal discussions, etc.
	a. Ongoing learning from the organization’s different segments
	. Meet with Emotional intelligence professionals, interviewing them and monitor their work closely

	Section 4 - Resources 
	a. Free time
b. Funding

	a. Free time
b. Funding
	a. Free time
b. Funding

	Section 5 - Time 
	
	
	

	When will I start?
	On April 25, 2020
	On October 25, 2020
	On October 25, 2022

	When do I expect to finish?
	On October 24, 2020
	On October 24, 2022
	On October 24, 2025

	Section 6 - Completion 
	
	
	



[bookmark: _Toc38141576][bookmark: _Toc38339065]Conclusion
Higher education is considered as an advantage in getting a job. But employers often find it as an inappropriate method to recruit employees for the job. Sometimes candidates with higher education and advanced skills cannot perform up to mark in their workplace and lack of job satisfaction. The rising trend to get a higher education, commercialization of higher education institutions and increasing government and employer involvement in education policy directions are hampering this. To get rid of this problem, every stakeholder needs to rethink the process of building and shaping a graduate’s academic and employability skills so that the graduate can perform at the workplace accordingly and be successful in his/her life.
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Weakness


Communication Expertise


Flexibility
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Critical thinking


Problem Solving


Threat


Emotional Intelligence
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Report Writing


Weakness


Summarizing


Threat


Not taking class lectures effectively


Opportunity
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Referencing
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