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SUMMARY 

This report objective is to analyze my own employability and academic skills; it is also a 

guide of how to develop new skills by analyzing and organizing. You will learn: 

 The importance of time management and how to get it. 

 How to develop critical thinking and why it’s so important. 

 The most important skills and how to get them. 

 How to analyze yourself. 

 Find out your priorities. 

 Discover your strength and weaknesses 

 

It includes SWOT analysis, the Eisenhower method, my personal development plan, 

paraphrasing, examples and in class exercises. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



INTRODUCTION 

There are different kinds of skills which play an important role in our daily life, some of 

them will help us to develop the best of our self and achieve our goals. Others, may 

help us to get the job of our life or even that thing we have been dreaming about for 

so long time, and we don’t have it yet, maybe because of different problems or 

situations; or maybe we didn’t really know how to make it happen, and one of the 

reasons was because of a bad time management and organization. 

Either ways, being conscious of what we already have and what we need to develop 

will be the key to get to the point we want to be. 

The points descripted in this report will help us to acquire specific skills (personal 

development plan, time management, critical thinking, SWOT analysis…)  that we 

might find useful for every kind of career we are planning to work on. You will find 

many different graphics and examples to support the explanations of the main body. 

 

 

METHODOLOGY 

Most of the methodology has been provided by the university, via Moodle, library, 

books, and in class explanations. Some of the information haven’t been given in class, 

but it is included as it is useful for the contents of the report. 

Also, I found many interesting articles via internet, each of them have been checked 

and compared with others, to make sure the information is accurate. 

The information proportionated in the results and findings is simple and concrete, but 

if you want to know more about it you can get the complete information in the 

references and appendices.  

I used diagrams to make the information easy to read and understand. 

Some paragraphs are clearly labeled and referenced; others are not, because I read 

different sources, and then I made my own opinion about it. All those sources are also 

in references and appendices. 

 



 

 

RESULTS AND FINDINGS 

 

THE 12 MOST IMPORTANT SKILLS 

 

                                                                               WABISABI LEARNING (2019) 

 

SWOT ANALYSIS  
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MY SWOT ANALYSIS    
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 EISENHOWER METHOD  
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                                                                                                                        EISENHOWER (N. D.)  

NGUYEN (2012) 

CRITICAL THINKING  

 

 Bloom’s taxonomy (Bloom et al., 1956). 



 

 

                                                                                                     

PERSONAL DEVELOPMENT PLAN 

 THE JOHARI WINDOW 

        Known to self      Unknown to self   

         Arena         Blind spot  Known to 
others 
 

         Facade        Unknown  Unknown 
to others 

                                   
(Joseph Luft, Harrington 

Ingham, 1955) 

  

 

 Kolb’s Learning Cycle (1984) 
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 The four stages of learning a new skill (Robinson, 1974). 

 
 My personal development plan: 

 

 SHORT-TERM MID-TERM LONG-TERM 

MY GOALS -Learn from this 
course 

-Learn German and 
Italian 

-Study business 
-Learn Russian 

-Acquire different 
kind of knowledge 

-Open my online 
business 

-Be able to work 
from my computer 

-Speak many 
languages 

SKILLS AND 
KNOWLEDGE TO 

BE LEARNED 

-Leadership abilities 
-Work under 

pressure 
-Organization 

-Languages 
grammar, 

communication and 
writing 

-Business skills 
-Languages 
grammar, 

communication and 
writing 

-Computer skills 
-Entrepreneur skills 

STEPS TO ACQUIRE 
SKILLS 

-Assist to classes 
-Study 

-Take German and 
Italian lessons 

 

-Reading articles, 
books 

-Take Russian 
lessons 

-Improving myself 
everyday 

-Never stop 
learning and 

acquiring new 
knowledge. 

RESOURCES 
NEEDED 

-Time -Time -Money 
-Time 

WHEN WILL I 
START/ WHEN I 

EXPECT TO FINISH 

 
Now/In six months 

In six months/In 
two years 

In two years/in 5 
years 

 

 

 

 

 

 

 

 My daily time schedule: 

TIME ACTIVITY TIME REQUIRED PRIORITY 

UNCONSCIOUS 
INCOMPETENCE 

CONCIOUS 
INCOMPETENCE 

CONCIOUS 
COMPETENCE 

UNCONCIOUS 
COMPETENCE 



6:00 Wake up, take a 
shower, get 
dressed, breakfast 

1 hour High 

8:00 Take the tube 40 minutes High 

9:00 Classes 4 hours High 

13:30 Study, homework 3 hours High 

16:30 Gym, Sport 2 hours Medium 

18:30 Cleaning and 
organizing 

30 minutes Medium 

19:00 Cooking and having 
dinner 

1 hour High 

20:00 Relax and sleep  10 hours High 

 

 

 

 

  

 

 

DISCUSSION 

As a student and worker who want to be able to work from her laptop while travelling 

and learning new languages, the explanations in the findings are really useful in my 

personal career and development, in this section we will discuss why. 

 

SKILL DEFINITION 

A skill is a type of work or activity which requires special training and knowledge, It is 

the knowledge and ability that enables you to do something well, COLLINS (2019). 

There are different skills for every sector, but some of them are more important and 

useful for all of them (view results for table). 

 

SWOT ANALYSIS 

It may be one of the first key points. SWOT is an acronym for Strengths, Weaknesses, 

Opportunities and Threats. 



SWOT Analysis is the most renowned tool for audit and analysis of the overall strategic 

position of the business and its environment. Its key purpose is to identify the 

strategies that will create a firm specific business model. MANAGEMENT STUDY GUIDE 

(2019) 

Internal self-aspects: 

 Strength 

 Weaknesses 

This two aspects, as they are internal factors, you are able to reflect about them and to 

get potential from it, they refer to anything within the company and under the control 

of the company. If you take a little to analyze your own, you will have the opportunity 

to use it in your favor. 

External aspects: 

 Opportunities  

 Threats  

External elements are affecting factors outside and under no control. Considering the 

outside environment allows business to take suitable adjustments to their marketing 

plan to prepare it for the external environment. MAGE PLAZA (2019) 

(Go to results to see an example of SWOT analysis based in my own career) 

After writing and reflecting about my SWOT I can see more clear all the aspects and I 

can have a better idea about how I need to manage my plan. 

 

EISENHOWER METHOD 

It is a method used to organize duties and tasks in order to figure out priorities. 

This method helps us to realize how and in what we should really spend our time, to 

organize our priorities, and make from our time something useful, effective and easier. 

It also makes us see how much time we spend doing things that are not really 

important or imminent. 

  

CRITICAL THINKING 

Critical thinking is the development and use of information in a proper way, by 

understanding which information is accurate and real. 



Steps to develop critical thinking: 

 SELF-ASSESSMENT 

Check your thinking and behavior. 

 DEMONSTRATING CRITICAL THINKING 

Make a strong argument. 

 PROVIDING CREDIBLE EVIDENCE 

Determinate the credibility of the sources, the qualities of good sources are: 

-Authenticity. 

-Validity. 

-Currently relevant. 

-Reliable. 

-Samples. 

-Few generalizations. 

-Facts, but not opinions. 

 EVALUATING THE QUALITY OF THE EVIDENCE 

                                                                                     (Peter Morgan, 2017) 

In this century we have many sources of information, it comes to us from the TV, 

announcements, internet, newspapers… some of that information may be a lie, not 

accurate or wrong related. That is why it is so important to have our own ideas, and of 

course, check the sources; the person who wrote it and compare with other articles to 

decide what is real and to make sure we are receiving the information well. 

If you are a person with critical thinking is easier to: 

 Find solutions. 

 Create. 

 Remain competitive. 

 Understand yourself and master your thoughts. 

 Make decisions. 

                                                                             (Deane Alban, 2018) 

This is in my opinion the most important skill. If you know how to use good the 

information you have around and to analyze it, you can get the best from it. 

PERSONAL DEVELOPMENT PLAN 

A personal development plan is a process that consists of defining what is important to you, 

what you want to achieve, what strengths you already have that help to achieve your goals, 

and what you need to improve and develop with time, MIND OF A WINNER (2015). 

There are many ways to help you improve your personal development plan. 

First of all, you need to evaluate the skills you need and the ones you already have, the Johari 

Window model might be helpful on that: 



 Arena: part of us which everybody sees. 

 Façade or mask: behavior that we hide from others. 

 Blindspot: skill of our self we are not aware of. 

 Unknown 

Reflecting few minutes about this can help us to understand better our self and in 

consequence, to realize what hidden abilities we are missing. 

Second, how you develop the ones you still don’t have? 

Kolbs learning cycle give us some steps to do it. 

Third, The Four Stages of Learning a New Skill: 

You pass from being unconscious incompetent to be unconscious competent. 

After reflexing you can organize a personal development plan, including the points you need to 

work about in a table with steps and deadlines. You can also organize a daily routine to make 

sure you are working every day in those goals you want to achieve. 

 

                                                                                                  (Complete models in results and findings). 

 PARAPHRASING  

It is writing the ideas of another person in our own; you can use it to avoid plagiarism. 

 The techniques used are: 

 Using synonyms. 

 Changing word class: 

-noun to verb  

-adverb to noun 

-active to passive 

 Changing word order. 

 

SUMMARISING 

Summarizing is defined as taking plenty information and making a smaller version that 

includes all the important points YOUR DICTIONARY (2018). 

To summarize you have to: 

 Make it shorter. 

 Note the important words, phrases and key points. 

 Use your own words. 



An example could be writing a three or four-sentence description that touches upon 

the main points of a long book. 

 

HOW THIS SKILLS AND KNOLEDGES ARE IN IMPORTANT IN MY CAREER? 

All this points are so useful in my future plans. When you are a self-employee you need 

to be able to manage your time to be as much productive as you can. It doesn’t matter 

if you are working so many hours; if they are not properly organized and smart 

managed you will lose time. You need to plan how you are going to achieve your goals, 

to make sure every step you are making is going straight to the point you want. 

There are many skills that are hard to acquire and I need for my own career, some of 

them are learned in this report, such as: 

 Online business: 

To manage a business you need some basic skills: time management, problems 

solving and adaptability. 

 Data analysis: 

Knowing the steps of critical thinking we can analyze any data. 

 Content writing:  

Report writing is a step to get into the content writing world. 

Others will be learned easier by using some methods as Eisenhower and a personal 

development plan: 

 Marketing. 

 Translation. 

 Design. 

 Copywriting.  

 

  

 

 

 

 

 



CONCLUSIONS AND RECOMMENDATIONS 

Nowadays we are so many people in this world, so everything is a race; you need to be 

really good in what you do to be able to get something from it.  The development of 

some skills will make the difference between; success and failure, mediocrity and 

extraordinary. 

By the methods and skills explained such as SWOT, Eisenhower, personal development 

plan and critical thinking we can analyze, reflect and organize our time. Having this you 

can be more effective and accurate. 

In conclusion, knowing is the biggest power, and knowing and analyzing our self and 

the environment around us we can develop the best of us and get to our goals faster 

and easier. 
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IN CLASS EXERCISES  

 

 

 



 

 

 



 

 

 

 

 



 

 

 

 

 

 

 



 



 

 



 

 

 

 



 

 

 

 

 

 



 

 



 


