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[bookmark: _Toc62488955]Own academic and employability skills
The individuals must have the academic and employability skills to achieve the career growth and personal development. The academic skills help in scoring higher grades in the college and universities and achieve the desired academic success. Once the individuals complete their education in selected course, they find the desired job that match with their degree and work interest.  The employability skills help the individual to perform their allotted job more efficiently and productively to meet the purpose of the employer.  It is very crucial for me to have sufficient academic and employability skills to score higher in my class and also perform the part-time or full time work successfully.  Here are analyzed below my some academic and employability skills that will help me in achieving the professional and personal development.
Communication skills
I am good in communicating with people in both oral and written form and this helps me in expressing and presenting my point of view to others effectively. This helps me in giving presentation in classroom and expressing my topic to my tutor and colleagues. This is useful skills for acquiring the desired job and professional success (Nisha and Rajasekaran, 2018).
Teamwork skills 
I am good in performing the group task or teamwork as I get several group tasks in my classroom that I have to complete within the specified time limits by collaborating with my colleagues. I coordinate with my teamwork and create plans and strategies to complete the team project with desired result.
Decision-making skills
I started taking my own decisions in early age while pursuing my higher studies away from my home environment. I decide what subject I have to take in upcoming class and what career opportunity I have to choose after completing my higher education. This improved my decision-making skills and help me a lot in my workplace and also while dealing with family problems. 
Technological skills
I have interest in accessing and using the new gadgets and new technologies since my school days. This interest exists with me till date and helping me to learn about new technologies, software and systems that are used in the organizations. This contributes in improving my employability skills and hence better career opportunities in the IT organization (Succi and Canovi, 2020).
Leadership skills 
I have ability to influence and motivate other in an efficient way to complete their assigned targets or goals. I learnt this skill from my father who used to lead our family and take most of the decisions in an easy way. 
Digital literacy skills 
I am efficient in using and working on digital technology and producing the better output.  I have good typing skills and ability to create access and understand the audio, video and images on the digital platform (Vrana, 2016).  I am very quick in responding on social sites and responding to queries and requests of known or unknown.
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[bookmark: _Toc62488956]SWOT analysis
The SWOT analysis framework will help me in analyzing and assessing my strong areas and weak points that have influence on my personal growth and career development in any manner. This framework will also be useful in assessing the upcoming threats to my academic and professional career and also the opportunities to my career growth. I will also be able to assess my skills and knowledge gaps by using the SWOT framework. 
	Strengths
· I posses the ability to take the effective decisions even in most crucial moments and complicated situations on my life or workplace. 
· The time management skills have proved greatly helpful for me in finishing the class projects on time and getting the good grades.
· I am efficient in both oral and written communication.
	Weaknesses
· I have analyzed that I need to work on improving my leadership skills to achieve continuous growth because the competition in the employment sector is increasing rapidly.
· I lack the knowledge of some advanced technologies that are highly used in the business environment such as artificial intelligence, robotics and big data. 
· I need to develop my digital literacy for improving the employability skills.

	Opportunities
· There are good career opportunities in the hospitality and retail sectors so I need to learn and develop my management, technological and digital literacy skills to achieve the career growth.

	Threats
· The competition in the employment sector and business environment is at peak level that can hinder my career development.  
· The introduction of new technologies in the workplace can create the challenges in the job. 




[bookmark: _Toc62488957]Time management tools 
Given below are some techniques and tools of time management that can be used to improve the time management in higher studies and employment. Such as follows:
Prioritization 
The prioritization is the best way to improve the time management in the higher education and employment. There have lots of tasks in to-do-list so it is very important for individual to assess the value and importance of each task and then prioritize accordingly. There can be arranged the tasks in order as per their importance and set the time limit to complete all tasks timely and efficiently (Sajeevanie, 2019).
Task structuring 
The tasks can be structured in sequence and order and then time plan can be created to ensure the timely completion of all tasks. The structuring of tasks can be done on the basis of their importance in the projects.
ActiveCollab 
This tool involves the combination of the time management and time billing that enables in planning and tracking the project. This helps in creating the deadlines and tasks will the multiple participants and also filtering such tasks by dates, labels and participants.  The user can create the Gantt chart time plan for identifying and organizing time limit for each task in the academic and organizational projects (Shchetynina et al., 2019).
Bill4Time
Bill4Time is cloud based time management tool or software that helps in tracking time from anywhere. This tool enables in tracking the billable and non-billable time and obtaining the summary of transactions on daily, weekly and monthly basis (Morris et al., 2018). 


[bookmark: _Toc62488958]Personal development plan (PDP)
	Month 0-6 
	
	
	
	
	

	Learning and development needs
	Actions Required 
	Resources required 
	Start Date
	End date 
	Further Comments 

	· Decision-making skills
	2 month
	It is necessary to develop on the program and language skills and attending what is provided in the University.  I would also learn from the people of different age that help me to self learn from the situations.  
	19.10.2020
	19.01.2021
	These decision making skills can be improved that can help in my future employment. I would be able to take decision in context of handling any task and team in near future. 

	· Communication skills
	2 month
	It is necessary for me to talk to my different classmates, lecturers and understanding to develop the confidence in talking. I would regularly practice on giving presentations and giving future lectures that can help in improving both of my verbal and written skills. 
	20.01.2021
	20.03.2021
	These skills are important for me to develop initiative while talking to other and also written communication is important to communicate in the future employment. 

	· Teamwork skills
	2 months  
	These skills could be developed with working in team in any of the project. There are projects that are assigned by teachers to complete in team. Therefore, these would develop the relevant team working skills and thus future relations could be maintained to work on any future projects. 
	21.03.2020
	21.05.2021
	These skills are relevant in the future context because any of the workplace have diverse individuals and thus it is necessary to work in team to accomplish future task. 

	Month 7-12
	
	
	
	
	

	Learning and development needs
	Actions Required 
	Resources required 
	Start Date
	End date 
	Further Comments 

	· Critical thinking
	3 months 
	These skills could be developed with practicing to write many assignments that includes research paper, essay, reports, etc. These skills could sharpen my skills of thinking and help to deal in any situation.
	22.05.2021
	22.07.2021
	The skills will help to think and understand the link between ideas, determining the importance of arguments so that any situation and decision can be taken in future. 

	· Technological skills
	3 months
	These are the digital skills and abilities that is needed to perform any specific task. This generally include having basic skills of operating word, excel, software, etc. COVID-19 had provided effective opportunity to learn and practice through remote learning and practice self through working on laptops 
	23.07.2021
	23.09.2021
	These skills are effective to handle any kind of activities that include data management and also communicating within the team regarding any of the particular subject matter. 

	Month 12-18 
	
	
	
	
	

	Learning and development needs
	Actions Required 
	Resources required 
	Start Date
	End date 
	Further Comments 

	· Critical digital literacy skills
	3 months
	These skills are comprised of having the regular habit of utilizing digital tools so that learning could be simplified and technological understanding would be effective to meet with the future needs. I would attend necessary tutorials and online classes that can help me to learn about latest technology. 
	24.09.2021
	24.01.2022
	This helps in being stronger in terms of individual grammar, composition, typing skills and having ability to create text images in creative manner so that creative solutions could be presented. 

	· Leadership skills
	4 months 
	I would pay attention in listening to my lecturers and self learn from my seniors that are able to manage projects and have the ability to convince others. I would be able to learn effective approach of learning new things through self learning and notes and materials provided in my class.
	25.01.2022
	25.06.2022
	For future employment context, it is necessary for being a stronger leader to ensure handling and working in a perspective team.




The PDP plan is created to ensure the skills are timely achieved because these skills would help me in future context of employment. The overall plan will help me to be perfect in context of academic and in terms of working at the suitable workplace (Tasker, 2015). Therefore, some of the skills are evaluate that can help me to grow in future.
[bookmark: _Toc62488959]Advice from recruitment agencies and job centers
The hiring companies are well aware of the different ability qualifications that are needed in the business setting. Research with the recruitment agencies shows that in contingent market circumstances there are different skills that are needed that have enhanced the need for better academic structure.  In order to be able to achieve a decent job role, it is necessary for students to have strong communication skills and leadership skills (Di Gregorio et.al. 2019). Organizations are searching for highly trained and skilled people with the requisite experience of contingent business and are able to navigate critical circumstances well through problem-solving and deep thought analytics. It is effective to learn from the job descriptions that are designed by agencies to ensure the skills are developed for future employment. 
[bookmark: _Toc62488960]Reflecting on academic progress by comparing how you felt about this module at the beginning
In order to help the organization's growth and progress, I have been able to learn about handling critical issues and making good business decisions. It is possible to address the issues through community conversations and fair involvement in the team's activities. Every member's talent and capacity contribute to the achievement of organizational objectives. The lecturers provide suitable materials and lectures that were regarding the important academic skills and future employability skills. The modules have taught me important skills of being effective in terms of academic context. 
Earlier at the beginning of this module I was not well informed about the skills that are important for academic and employment. Slowly through the help of lectures and necessary activities assigned to me at the University has supported me to develop some skills. I have monitored my emotional simulations during the project tasks so that neither intense pleasure nor a stressful environment has any effect on my sense of trust and work ethics. I have learnt about developing relevant skills that include critical thinking, oral and written communication, teamwork, creativity and technological use. Therefore, I need to practice more on development of such skills that would help in working in the suitable workplace. 
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