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[bookmark: _Toc2789718]Introduction
Through this assignment, I would like to jot down my academic and employability skills and then evaluate the skills that I want to possess. Then I would use both the descriptions to form an action plan which would provide me the way forward to achieve the set of skills that I wish to possess. Furthermore, I would also take into consideration a SWOT analysis which would be the way I would evaluate my strengths, weaknesses, threats and opportunities. Once I am done with the SWOT analysis, I would use the results to improve my personal development plan. 
I was born and raised in Bulgaria, but I have moved to London since April, 2015. I have been living here with my partner and my daughter who is one year old. Being an excellent students, I had graduated from my home town, Aytos. I have previously worked as bartender in a hotel which gave me the opportunity to interact with a huge variety of individuals. 
I, then moved to the United States of America so that I could explore more cultures and traditions. In the beginning, I was hired as a housekeeper in a lake resort, but my hard work and dedication got me a promotion to a receptionist. Through this opportunity, I was able to improve my English as well as communication skills. 
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[bookmark: _Toc2789720]Academic Skills
Academic skills, as the name goes, are the ones that a person acquires through learning over the course of time. They are not practical skills, rather the theoretical interpretations. Throughout our lives, we learn academic skills from the very early age till we graduate. Academic skills vary from one person to another as each would have a different profession, and the skills would be according to the profession of each individual. When seen from a recruitment point of view, these skills are extremely important as for most employers, the academic skills are a direct interpretation of the knowledge that an individual possesses (Beausaert, Segers, Fouarge & Gijselaers, 2013). 
[bookmark: _Toc2789721]Current Academic Skills
Following is a brief description of the academic skills that I possess
· Organization skills
As previously mentioned, I have been part of the organizational team at several places, which helped me polish my organizational skills to a great degree. I am good at performing tasks within deadline and provide quality service.
· Supervision
I have been supervising several people in my previous jobs which has given a certain amount of control over the people.
· Varied cultural influence
I have been travelling to several places, and it has given me a varied cultural influence as I can mix well in different people without being seen as foreigner. 
· Hospitality
Being in the hospitality business, I have learnt the skills of providing excellent services and attaining the client satisfaction.
· Fluent English
As mentioned earlier, I had spent a good amount of time in US, which has polished my English language as well as communication skills.
[bookmark: _Toc2789722]Prospective Academic Skills
Following is a list of the skills that I want to achieve with the course of time
· Business Management
Business management is the key to being an entrepreneur and is extremely vital for any business, therefore I want to learn this skill so that I can have my own business which is my goal.
· Accounting
Accounting is a key element in both having one’s own business and being an employee elsewhere. Therefore, I want to learn accounting as it would greatly help in opening up new job opportunities.
· Marketing
Marketing is the key to effectively selling our product into the minds of the customers. Although I am good at communications, I want to enhance this skill so that I can correctly market the products wherever I work. 
· Presentation Skills
In order to be a successful professional, we need to know about the presentation skills, which I can acquire through this course. 
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Although the academic skills play a huge part in the recruitment process, without employability skills one cannot achieve their dream job. Employability skills are a measure of the potential that an individual has to be prospective employee. 
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An analysis of my present employability skills in mentioned below
· Managerial Skills
Being in the managerial position at several places, I have achieved the managerial skills. I can perfectly manage sub ordinates and look after the task division and completion. 
· Interpersonal skills
Being good at communication, I find it relatively easy to bond with people and build a rapport with the people around them. 
· Communication Skills
I have excellent communication skills and I find it extremely easy to communicate my message to the clients. Clients also feel at easy around me. 
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I want to enhance my employability skills so I can have a better position in the job market. I believe that following skills would help me get a higher position in the eyes of the employers.
· Team Work
I want to be an efficient employee who can work alone as well as in groups and team. I believe this would be relatively easy as I am good at communicating with people.
· Flexibility
Flexibility is the key to having a good work environment, therefore I would want to develop this skill in myself in the future. 
· Adaptability
As I have previously been doing a different kind of job, I want to make myself adaptable to a different job description. I also want to make myself adaptable to different work environments. 
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The SWOT analysis analyses a person’s different qualities in terms of internal and external factors. The internal factors analyze the strengths and the weaknesses of an individual weighing each one down. Whereas, the external factors analyze the foreign threats and opportunities that are there for the individual. Altogether they sum up all the qualities of a person on the basis of the four aforementioned divisions (Shockley, 2009).
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· Organizational skills
· Keen Supervision
· Varied cultural influence
· Hospitality
· Fluency in English
· Management Skills
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· Adaptability
· Flexibility 
· Team Work
· Accounting
· Business Management
· Marketing Skills
· Presentation Skills
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· Better position in the job market
· Better jobs offered
· Chances for entrepreneurship
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· Lack of presentation skills might make the interviewer less interested.
· I might not be able to convey the message due to lack of marketing skills.
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After considering the SWOT analysis and listing down the present and prospective academic and employability skills, I would use both of them to create a personal development plan that would give me a way forward as to how to achieve my goal state from my present state (Shockley, 2009). 
For the development of the personal development plan, I would use the SMART goal strategy according to which, goals should be:
· Specific – The goals should be defined properly in a clear manner so they are easily understandable (O’Neill & Conzemius, 2006)
· Measurable – The goals should be obtainable and there should be a way to know that the goal is completed.
· Achievable – The goals should be such that they can be achieved, as in they should not be too hard or too easy either (O’Neill & Conzemius, 2006). 
· Realistic – The goals should be such that there are time and resources available for the goals (O’Neill & Conzemius, 2006).
· Time – Based – The timing criteria for the goals should be perfect such that they can be achieved in the dedicated time. 
Based on the above define criteria, we would develop the following plan which would help in achieving the skills that I want to acquire. 
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1. Improve Presentation Skills
As mentioned earlier I need to improve my presentations skills to be better presenter. 
How: I would daily practice different presentation styles
Expected result: A boost in the confidence and an increased fluency in presentations.
Time Period: Within eight weeks, my skills should show a significant change.
2. Improve the Marketing Skills
Marketing skills would increase my way of communicating ideas to the clients.
How: watch marketing tutorials and examples.
Expected Result: Improved marketing skills with better conveyance of ideas.
Time Period: Within 12 weeks, my marketing skills should show improvement. 
3. Business Management
Business Management would be a combination of several different skills, which would include the marketing, communication and planning skills. 
How: watch demos and study case studies that would increase my overall knowledge regarding the matter.
Expected Result: Increased amount of knowledge about business management.
Time Period: This would take around 8 weeks to study the cases. 
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From the above processes, we can analyze that having a greater skill set is something that greatly helps in getting our jobs. Each job has a designated skill set and one can only get that job when they have the needed skill set. Therefore, we need to acquire more skills to reach the criteria for the desired jobs. 
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Organizations are more likely to choose the candidates who have a larger skill set as doing that would make them have more competent people in their organization. Whenever organization consider their candidates, they typically search for a specific kind of skill set. These include both soft skills and hard skills (Beausaert, Segers, Fouarge & Gijselaers, 2013). The soft skills are the ones that define the character, nature and the behavior of the employee. These include attitude, ethics, socializing abilities, communication skills, etc. While the hard skills are strictly the working skills that the employee has. These include the skills related to the job, the qualifications etc. thus, by achieving the aforementioned skills by following the plan that I have set up for myself, I will reach a better position in the job market. 
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