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Introduction
Workplaces require employees who possess the required academic skills, employability skills and are ready to fit into the world of work. This means that graduates need to be adequately prepared to meet the demands of the workforce and adapt as needed. Students must take responsibility in their own preparation to ensure that they are competent candidates for the workplace (ACT nd; Heyler, 2012). 
Candidates entering the workplace must have the core academic skills of the career they pursue. Skills such as language and communication, report writing, as well as mathematical skills in data analysis, statistics, and reasoning are key areas. Having the core academic skills is however insufficient as they must also be able to apply these skills to actual real-world situations (ACT, nd.). 
Employability skills are often referred to as soft Skills, foundational skills, work-readiness or job-readiness skills, or transferable skills. Employers often attest that employees lack these critical attributes which are what make them worth employing or employable. The fit between what is required in a labour market and what the employee enters the workplace with is not achieved. Such employees do not communicate well with their co-workers or work well in teams. They may not solve problems well and have poor time management skills (Bridgestock, 2009; Heyler& Lee, 2014).
Personal Development Plan
I entered this course with an open mind to learning, and to actively participate in the process of learning. I learn best by doing and by using audio-visuals, and so was interested also in the way in which this module, academic and employability skills would be presented. The early brief introduction to a Personal Development Plan (PDP) was interesting as it showed me that there was a framework that is used to help with the identification and development of skills and abilities, and shortcomings (Cottrell, 2010). It presented a structured way of introducing me to considering my short-term, medium-term, and long-term goals. Based on these goals, I had to consider the skills and knowledge I needed to acquire, the specific steps, resources needed, time schedule, and completion for each phase. This would facilitate a proactive approach to the acquisition of the skills I needed from this course.
Career Development Skills Assessment
The goal of the Career Development Skills Test (Appendix A) was to assist with the identification of the skills and skill levels I possessed, and the resources to strengthen or develop those skills. I scored an overall total of 59. What was important to me from this exercise was the breakdown and feedback from the test for the different components. For example, I consider myself a strong leader and expected that I would score well on my leadership abilities, which I did. I believe that one of my strengths is problem-solving however the score I achieved showed that this area needs development. As such, in my PDP, I would ensure that this was an area I would focus on developing, and use this course to achieve that skill as recommended by Cottrell (2010).
Employability Skills
The Employability Skills Student Worksheet (Appendix C) allowed me to review employability skills and identify what I felt were the top five skills that employers looked for in the workplace. Key employability skills are critical thinking, problem-solving, adaptability, teamwork and collaboration, oral and written communication skills, creativity, professionalism and ethics, and self-management Kirton (2012). Top five on my list are communication, time management/organization, teamwork, problem-solving, and leadership skills. 
Heyler and Lee (2014), and Kirton (2012) consider communication skills to be the most important workplace skill. Employees are expected to be able to read and understand written materials, listen to understand and ask questions, express ideas clearly, and learn required technology for appropriate communication.It is communication that gives rise to one’s ability to be flexible, understand and convey understanding, and prepares persons for adaptation in cultural diversity. An organization will derive greater benefit from an employee who communicates effectively, as it helps in the overall improvement of team performance. Conflict is reduced, the environment is pleasant, leaders and managers are able to motivate staff, and employee retention increases.
Time Management/ Organizing skills is a critical workplace skill. Use of specific tools to manage daily, weekly or monthly tasks promotes good organizing and effective use of time. Checklists and To To lists, schedules, the Einsenhower 4-quadrant model of prioritizing by urgent, important, not urgent, not important helps to filter tasks and prioritize. Use of time management self-assessment tools are also effective in determining gaps in an individual’s time management ability (Class Notes, 2020). Setting specific, measurable, achievable, realistic, time bound (SMART) goals is an effective tool I was made aware of. This would be very useful in developing my PDP as I make my goals SMART, and differentiate my short-term, mid-term, and long-term goals.
Teamwork requires that individuals collaborate, share, show mutual respect to team members and accomplish goals and objectives together. Teams will go through the stages of establishing groups; forming, storming, norming, performing. The synergy of a team may be challenged or enhanced by the energy of the group members. Factors such as communication, respect, appreciation of strengths and weaknesses of team members, and commitment to the team contribute to team success (Heyler& Lee, 2014; Kirton, 2012). Individuals need to be comfortable working with people of diverse backgrounds, be sensitive to other’s needs, contribute to the goals of the team and be responsible for their own contribution to the team. Teamwork can generate unwanted conflict but when conflict is dealt with appropriately, teams can perform well. 
Problem Solvers must be willing to start tasks on their own initiative, use questioning to solve problems and enhance the output of particular tasks or jobs, accept change, work calmly under pressure and in high pressure or busy environments, and be willing to switch duties as required. Workplaces that are successful thrive with employees that are problem solvers (Heyler and Lee, 2012). 
Leadership skills may be demonstrated in areas such as coaching and mentoring others, risk taking, leading negotiations, motivating, among others (Kotter, 2013). Most studies did not show leadership skills as a critical employability skill. Areas such as initiative and enterprise, and self-management were considered higher up the ladder of importance. 
Being able to focus on what I considered as the top five employability skills in the workplace, I identified how the course and my learning were supported to achieve these skills through this course. The specific communication tools, in class discussions, feedback from lecturer, communication on the asynchronous platform Moodle all supported the enhancement of my communication skills. The Eisenhower method, checklists, informative videos, the PDP, prioritization were some tools provided that support time management and organizing skill development (Class Notes, 2020). Through this process I was able to pinpoint what could be further done through the course to further develop these skills and how they could be assessed (Appendix B).
Personal SWOT Analysis
A SWOT analysis is an excellent way of determining strengths, weaknesses, opportunities, and threats in a given scenario, project, or situation. When used for personal analysis, it provides a similar assessment of where gaps exist and what opportunities are there to bridge those gaps (Cottrell, 2010). I conducted a personal SWOT analysis and the results are highlighted in Appendix C. This analysis was not exhaustive, but it provided me with the experience of using this tool, and the foundation to do an even deeper analysis. I am also able to transfer this knowledge of the use of this tool in other situations.
I identified three strengths; communication skills, critical thinking and analysis, and presentation skills. Although not an extrovert, I am able to communicate well orally, and in written form, conveying my messages clearly. This supports my ability to work in a team where effective communication is key. It also strengthens my presentation skills, and I keep my audience entertained and engaged. I am a critical thinker. I analyse and critique, I look at the pros and cons, compare and contrast, consider alternate perspectives and ideas.
Two weaknesses I identified were my socializing and networking skills, and research skills. These are areas that require further development, and I should incorporate these gaps in my PDP, and write SMART goals for their achievement. It is important for me to use the opportunities available such as multiple online free workshops and related courses, access to multiple electronic libraries, and the one-stop learning facility of the Moodle platform, and also mitigate the threats of the pandemic situation.
My Academic Progress
The workplace is dynamic, and the world of work requires entrants who are capable of adapting and evolving with it’s changing landscape. Heyler and Lee (2014) state that the workplace is multi-generational. Teams will be diverse for example, and new workers will need skills that equip them to work with diversity. Older or more mature workers may expect certain behaviours to include respect for their experience, expertise, or other attributes. Newer workers may expect that their newer skills such as technology skills should be given priority. Skills such as emotional intelligence come into play. Conflict management and professional ethics are others. 
I started this module with an awareness of some workplace needs, having worked before. Spending time doing the module Academic and Employability Skills made me realise however that the skills that employers need in the workplace were not taught in school as were academic material. Assessment tools are vital in identifying weaknesses, skill strengths, gaps, and resources for addressing shortcomings. If adequate emphasis is not placed on these skills, workplace performance is short-changed (Durrant, Rhodes, & Young, 2011). Some workplaces will therefore need to facilitate work placements or internships where candidates get exposed to some of the invaluable employability skills so needed (Martin & Hughes, 2009).
I found the course to be very interesting. The interruption of the pandemic has forced me to exercise adaptability as I had to adjust to learning in a new environment. I preferred the face to face modality of learning, and I have found the adjustment difficult. I used the SWOT analysis technique to figure out the strengths of the new modality, the weaknesses, the opportunities, and the threats, as a way of practicing and reinforcing what I learned. This helped me with the adjustment I needed, to make the transition to learning in an online environment.  Cottrell (2011), and Deakin, Stringer, and Ren (2014) endorse higher education students exercising adaptability and adjusting according to situational needs.
I am using the template to develop a PDP which I will review frequently and adjust as necessary. I am learning to set SMART goals in other areas, and not just in learning settings. I intend to continue working on my social and networking skills and consider doing so in the current mode of work. I continue to assess areas such as social interaction and networking skills and seek opportunities to develop my research skills. I am using more time management tools that help with organizing and prioritizing. The Pareto’s 80-20 rule is a very good guide and reminder not just for time management, but also in other projects and tasks (Class Notes, 2020).
Conclusion
The tools used in this course were meaningful and the tests conducted provided very informative results. The module created and developed my appreciation for the relevance of such tools and assessments and how they impact and inform my own skills development. Like Cottrell (2010) indicated, these tools have provided me with additional resources to set and monitor personal objectives, measure progress, and shape future personal development plans. 
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Appendix A 
Career Development Skills Test

Test Your Skills and Find the Resources That Will Help You Most

Instructions

For each statement, click the button in the column that best describes you. Please answer questions as you actually are (rather than how you think you should be), and don't worry if some questions seem to score 'in the wrong direction'. When you are finished, please click the 'Calculate My Total' button at the bottom of the test.

15 Statements to Answer

Not at AllRarelySometimesOftenVery Often

15 Statements to Answer

Not at AllRarelySometimesOftenVery Often
1I routinely set realistic goals for myself, and I track my progress until I've reached them.
2When I have to make a decision, I pick the first good solution I find.
3I approach life with confidence, and I have high self esteem.
4When it comes to managing my workload, I know my priorities.
5Team development is an area I admit to cutting back on when time and resources are limited.
6I lose time during the day because I'm not sure what I need to get done.
7When I want to motivate people, I try to use the same approach with each person.
8The work I do on a daily basis reflects my values, and is consistent with the goals I've set for myself.
9I'm able to communicate my needs, and I make sure that my message is heard and understood.
10When I encounter a problem, I immediately begin looking for potential solutions.
11When there's conflict, I use my communication skills to find solutions and work things through.
12I'm aware of the differences between leadership and management.
13When discussing an issue with someone, I try to stay one step ahead in the conversation, and I actively think about what I'm going to say next.
14When I encounter a setback, I have difficulty focusing on the situation positively and objectively.
15I'm motivated to complete all of my work in a timely manner.
Calculate My Total 
Total = 59



Leadership and Management

(Questions 5, 7, 12)

Your score is 13 out of 15       

Whether you're in a formal leadership position or not, you need good leadership and management skills if you're going to make best use of the opportunities open to you. (After all, you can get much, much more done when you have the help of other people.) The good news is that you can learn how to lead and manage effectively!

Although there is some crossover between leadership and management, they are essentially two different skill sets. Find out what makes a great leader in our article and video that answers the question, "What is Leadership? " Then discover the key skills needed to manage a team in our guide to Team Management Skills .

You'll also find it helpful to take our two self-tests: How Good Are Your Leadership Skills? , and How Good Are Your Management Skills? . Plus, you need to know how to motivate people effectively  and build a great team .

Problem Solving and Decision Making

(Questions 2, 10, 14)

Your score is 7 out of 15       

Problem solving and decision making are two areas where you'll need to excel to be a success in your career. (Together with people skills, they're what make up "good judgment" and "wisdom.") Like leadership and management, these two areas are closely related.

The first step in effective problem solving is identifying and understanding the cause of the problem. Tools such as Root Cause Analysis , the 5 Whys technique , and CATWOE  are essential at this stage. There are also other great tools and techniques that you can use, depending on the type of problem you face - our How Good is Your Problem Solving?  self-test will test your skills, and help you identify where you can improve.

Once you fully understand your problem, you can choose the best option - that is, make the best decision. However, this is harder than it sounds, so you'll need to arm yourself with a variety of decision making tools.

Start by assessing your skills in our decision making quiz . As part of this, you'll learn about the key stages in the decision making process, including deciding between options (where tools such as Decision Matrix Analysis  and Paired Comparison Analysis  are useful) and deciding whether to go ahead (where you need to use tools such as Impact Analysis , Risk Analysis 



Appendix B
Personal Swot Analysis
	Strengths	
	Weaknesses
	Opportunities
	Threats

	I can communicate very well, if I desire to convey a message verbally or written I can make my audience clearly understand. 
	Research skills need to be improved, as I find it difficult to gather reliable sources. 
	Many online workshops are available online which is convenient, so you don’t have to physically go to a workshop for assistance. 
	IT room is too small to accommodate the entire class, which can affect improvement of my IT skills. 

	I can analyse and think critically when posed with a certain topic. I can argue the topic finding the advantages and disadvantages and compare and contrast.
	Socialising skills need to be improved as I tend to be more reserved and laid back, making it harder to make new friends.
	Having access to not only the university of Wales library but other universities. Providing a much larger variety of academic material.  
	Covid19 has affected in class teaching forcing students to resort online teaching/learning which is not the Favoured method of teaching.

	Presentation skills are above average as I can keep an audience interested and informed.
	
	Moodle which is the universities learning platform acts as a one stop shop for all university learning activity. This can be downloaded on multiple devices so it’s not limited to a few.
	






Appendix C 
Employability Skills Student Worksheet
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