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Introduction
In this writing I endeavour to discuss, analyse and reflect on my own personal academic and employability skills.
Employment is a very critical stage in a person’s life. Many people lose on a very good job opportunity due to not being prepared in being employed. I have had many different types of jobs and each required different skills. Starting from searching for a job to the process of applying and making it to the interview can be daunting and stressful in many occasions (Kristina L, Guo PhD, n.d.).
Employability skills are considered highly desirable when applying for a job. They are transferable skills which make a candidate very favourable in interviews (mindtools.com, 2020). Employability can be described as one’s achievement goals, personal attributes, skills and own knowledge of the subject (mindtools.com, 2020)
There are many examples of Employability skills, starting from effective communication to interpersonal skills and personal skills. Numeracy and general awareness are also part of employability skills.
Employability compromises of interpersonal skills and communication. A person must be able to explain what they mean with clarity and conciseness, both in spoken and written form. They need to be able to listen to others and react appropriately (Kristina L, Guo PhD, n.d.).
Job specific skills are considered important however interpersonal skills are crucial in obtaining the job and maintaining it successfully.  Core skills are considered mandatory in comparison to skills such as communication, time management or leadership are less favoured (mindtools.com, 2020) 
Teamwork is defined as “a formal work group consisting of people who work together intensely to achieve a common group goal. (University of Phonix, Apollo Library, 2007). Working within a group will only work if all members demonstrate commitment to one and other and treat each other with respect. Being able to work in a team is considered as a great skill, the team leader and other members need to always remember to treat every person in the team as an individual.
Scarnati (2001, p.5) defines teamwork “as a cooperative process that allows ordinary people to achieve extraordinary results”.  
Numeracy is also a vital employability skill; it is an ability where an individual can use data and mathematics to support evidence. (Roa, M. 2010) 
General awareness should be seen in two different ways, one is their own initiative and self-motivation and second the ability to learn and adapt. Initiative and self-motivation is highly ranked, this entails for one’s ideas to be transformed into reality also a strong personal drive to show that orders and prompting are not needed to finish a task (Roa, M. 2010). Individuals who posses the ability to learn and adapt are always enthusiastic about their work. They learn from their own mistakes and accept criticism (Trought, F., 2011).
Personal Developmental and plan (PDP) and Employability are closely linked. DPD is considered an effective tool for delivering employability skills. It is vital however, that PDP’s academic skills is not seen as secondary in its role to build employability skills (Trought, F. 2011).  First year students for instance concentrate on their study skills, they tend to develop good study skills in order to be able to have the transition of higher education. Once they establish these skills, they then are able to apply these to the wider context of Employability (Trought, F. 2011).
Time management is an important part of Employability skills.  SMART (Specific, measurable, achievable, realistic and timely) is an effective way to create a system in personal and for work.  Time management can be defined as the ability to plan, prioritise and maximise personal efficiency (impraise.com, 2020). Managers, Lectures need individuals who can manage their own workload by adjusting and prioritising to meet deadlines.  Strong organisational skills are essential to time management, as it is the power to act in response to changing demands (impraise.com, 2020).
Problem Solving is also considered a must skill within academic and employability. People often face difficulties or obstacles within their workplace or study. To possess problem solving skills you have logical thinking to over come these difficulties with an intelligent solution (www.Jstor.org, 2020)

2. Methodology

SWOT Analysis is a common tool used in many organisations when interviews for job are conducted. It is considered a strategic planning technique used by individuals or organisations to identity strengths, weaknesses, Opportunities and any threats which could hinder a project, company or business competitions. (mindtools.com, 2020). In order to uncover one’s strengths and opportunities SWOT Analysis is a great tool. It will help to establish where more work needs to be done and where one’s powerful strengths are (mindtools.com, 2020).


3. Discussion

I have been out of an academic environment for a long time prior to starting this course. I had mixed feelings when I went for my interview will I pass it, will I be able to manage work, family life and education at once. I had to think of my strengths which are I am ambitious and willing to learn new things. Based on my personal SWOT analysis, I have many strengths and also weaknesses. (APPENDIX A). As mentioned above my personal SWOT Analysis indicated my strengths and weaknesses, once these issues have been identified I will use a diagnostic plan to address them.
Being ambitious helps in obtaining what I most desire and that is to graduate. I have a lot of patience generally in personal and professional life. As English is a second language and many terms, unfamiliar word and abbreviations are new to me I find this as my main weakness. Due to this I feel like my communication skills are reduced and I doubt myself when I want to answer a question as I think I will pronounce it wrong. Communication is a strength in the aspect of employment at work I have great communication skills. I work with people from all walks of life and tend to easily bond with my customers through communication, however I have seen communication in a lecture room more difficult and stressful. As the time passed and lectures where online I felt more on ease but due to a loud environment, I felt I could not participate enough, and I got distracted more easily.
Another strength I possess is Time management, within my work environment I am always punctual and on time. Organising is another strength I possess, being organised is a major element in my life. However, when it got to academic writing and being on time with essays, I believe my time management was poorly performed. This is due to the fact that I was at home with three children and I had to prioritise my children before my studies in this difficult time.  I have learned a lot in this module. Starting form paraphrasing, referencing and understanding what academic and employability skills I possess. Many people do not see their own employability skills until asked of what their previous post was, and they are asked to expand the more they share the more boxes are ticked to be accepted in an institution, employment or educational. To improve my time management skills, I will have to set my tasks/goals and break them into an action plan, such as deadlines. Once I establish all my tasks and prioritise them, I will be able to keep track and focus on one task at a time.
My weaknesses can be put into one category, as mentioned English is my second language and I have been out of academic institutes for a very long time, all the unfamiliar terms, abbreviations and low confidence lead to my poor communication skills in educational settings. I feel like I need to re-read my assignments several times prior to submitting, this is due to my lack of confidence when it gets to academic writing. I have established that if I prepare and plan and then implement my thoughts into paper prior to typing, it helps me to understand the content of my own writing.
Going back to my personal Swot Analysis (Appendix A) maintaining family life, education and work is a major struggle. Working late hours during the weekend has another impact on my study and concentration level. The tiredness hinders my concentration and reduces my positive attitude towards learning. I have established that once more prioritising is key, there are times where I have to be with the kids while partner is at work, which gives me a great deal of extra pressure with my own workload. I have to prioritise and plan well ahead so that we meet our deadlines, jobs and personal duties. After careful analysing and reflecting on the current situation and understanding more I have come to the conclusion that, in order for me to improve my concentration I have to change my environment that may distract me such as loud TV or children in the background when online lessons are scheduled these need to be changed and reassessed.  I must keep a positive attitude towards my studies and always remember my ultimate goal which is to continue my studies to a higher level.
4. Conclusion

In this essay I have looked into my personal academic and employability skills, I have analysed and reflected on them. I have learned on how to change and improve my weaknesses using the SWOT analysis. No doubt academic and employability skills are vital in educational and working environment. Employability skills are not just the degree someone possesses it’s the individual’s skills brought into the workplace that make the candidate perfect. 
At the start I had mixed feelings about the module, however at the end it gave me clarity and confidence. I have learned much on employability skills and academic writing. I have developed reasonable strategies on research and literature. I have established my strengths and weaknesses, which need immediate changes, and which need improvements. I am more confident in taking a task now and completing it without fear of failure. As a student I can now effectively relate academic skills to real life situations, or those I may face in my career. I believe I have gained more knowledge on academic writing, with improved vocabulary, sentence structure and referencing. I have become more confident in asking for help when I feel I am unsure of what is asked and can reflect on my own studies. Learning on how to write reports and essays and where help is when needed has enabled me to be positive toward my study. 
Overall this module has given me a great deal of knowledge and confidence.
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6. Appendix A

	
STRENGTH

	
WEAKNESS

	


· Ambitious 
· Punctual 
· Organised 
· Time management
· Professionalism 







	


· Communication (language barrier)
· Teamwork 
· Academic writing
· Confidence 
· Distraction 

	OPPORTUNITY

	THREAT

	


· Graduation 
· Employment 
· Academic enhancement 







	


· Juggling personal and professional life
· Language barrier 
· Lack of academic knowledge 
*second language 
*self confidence 
*exhaustion 













