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[bookmark: _Toc70716164]Introduction 
Academic and employability skills are very important skills in today’s academic and employment world. Academic skills are the skills, knowledge or strategies which are needed to help students learn and to absorb knowledge in various academic levels such as report writing, referencing, academic writing, note taking, summarising among others. On the other hand, the employability skills are transferrable skills which are needed by an individual in order to become effective employees and to be successful in their various job roles such as communication skills, technical skills, leadership skills, team working, motivation and others (Upson, 2020). In this task, I will analyse my academic and my employability skills basing on the class activities learned in the module while supporting it with published literature. 
[bookmark: _Toc70716165]Self-evaluation 
My learning and work experience have been made up of a series of ups and downs which have provided me with the learning and experience in various learning and working experiences. In my life therefore, I have gained various skills and knowledge which apply to both my academic success as well as my employability. There are various skills which I have acquired throughout my life and in through my learning from the various activities in this module. In future, I wish to run my own business and I therefore wish to improve on all my skills towards being ready to manage my business. Some of my skills are discussed below:
Communication skills- I have great communication skills with an ability to communicate with a variety of audience in various scenarios. Communication skills are the skills needed to convey ideas and to express your feelings in the right manner which can be understood by others. These skills are needed to speak appropriately with various groups of people. The ability to communicate effectively is one of the important skills in life as it enables us to pass any information to other people and for us to understand what other people are saying. Good communication skills are important in all levels of life from academic, professionally and socially (Skills You Need, 2020). Despite having good communication skills, I have to keep improving on them since learning on communication skills take a lifetime. 
I am a good listener- apart from communicating effectively; I am an active listener who has an ability to listen effectively and to engage with the person I am talking with. I always aim at paying full attention to what is being said by the speaker rather than just hearing the message. I listen with each of my senses. Listening is a very important aspect of learning which involves the ability to accurately receive a message and to interpret it during the process of communication. Listening skills is among the most important skills in both academic and employability levels and they have major contributions to success in every aspect of human life as it underpins all the human relations (Debra, 2016). I will attribute most of my success in education to my good listening skills. 
Time management- besides having some skills in time management before learning on the various activities, I am now a better time manager with a good understanding of how to make use of the various time management tools such as making use of the Eisenhower Method, calendars and other tools to organize my activities and manage my time effectively. Time management skill is very important skill in the world of employment and the world of academics. Time management involves having the ability to divide your time between the various activities. Being a good time manager enables one to work smarter rather than harder thereby accomplishing a lot of activities in a very limited time even when you have very limited time and working under great pressure (Cottrell, 2008).
Research skills- I have good research skills especially when it comes to academics where I can effectively find information making use of various strategies and evaluate analyse and make use of the information in relation to a topic or a question. This is a skill which I have mastered with an aim of doing well in my academic work. Research skills are described as having the ability to not only search and locate information but also having the ability to extract the information, the organize them then evaluate it and make use of the information to answer a question or to explore a particular topic under study (NUI, 2020). With most of the academic work requiring one to find information from various sources, I have mastered the research skill with an aim of getting the needed information and passing in my academic work. 
[bookmark: _Toc70716166]My SWOT analysis
Making maximum use of your talents and skills is one of the secret to success. The same way, having a good understanding of your strengths as well as weaknesses prevents one from suffering from any problems especially when one manages his/her weaknesses in such a way that it does not affect what you do every day. This can only be done through the use of personal SWOT analysis. A personal SWOT analysis is a very powerful tool which enables one to identify his/her strengths and weaknesses and to anlyse the opportunities available and the threats. Personal SWOT analysis is very important as it allows one to discover the opportunities which one wouldn’t have spotted without the analysis. With SWOT analysis, one can identify his/her weaknesses and come up with a way of dealing with the weaknesses thereby reducing the threats which would have prevented one from moving forward (Kenworthy, 2013). 
My personal SWOT analysis is shown below:
	Strengths
	Weaknesses

	· I am a good communicator
· Good leadership skills
· I am an active listener
· Good research skills
· Good time management skills
· I am very organized
· Good understanding of the business environment
· I am a hard worker
	· Lack of management experience
· Poor resume writing skills
· Poor cover letter writing skills
· I tend to procrastinate
· I am mentally tough
· I am impatient
· Poor technical knowledge and skills

	Opportunities
	Threats

	· Business grants
· Business loans
· Business management courses
· Volunteer opportunities
· Networking with other business persons
· Internship opportunities
	· Lack of finances
· Competition in the business world
· People with better academic and employability skills
· Lack of enough time to meet the deadlines
· Failure to accomplish the planned activities
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Personal development planning is a very important aspect of learning which enables one to take full control over his/her learning. With good personal development planning the learning process not only becomes reactive but also proactive which is designed and prioritised with an aim of supporting immediate needs of development together with long tern aspirations and goals. Personal development plan enables one to identify the key learning areas as well as providing a framework for one to develop new skills, build on existing ones and to achieve the planned goals. Personal development planning therefore enhances performance in one’s current role while addressing any needed changes in the current role as well as needed changes in the future ambitions (Eva, 2021). 
Before coming up with a personal development plan, the first step is to set your short term, mid-term and long term goals where the personal development plan shall provide a way for achieving them. 
My goals are therefore shown below:
Short term goals
· Keep a daily journal
· Have a weekly calendar
· Avoid procrastination
· Submit assignments in time
· Achieve quality work in class
Mid-term goals
· Learn various technical skills such as excel
· Improve my communication skills
· Start a savings account
· Enrol for a business management internship
· Apply for grants
Long term goals
· Start my own business
· Save for my retirement
· Start another career
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	Short-Term Time Frame
	Mid-Term Time Frame
	Long-Term Time Frame

	My Goals
	Avoid procrastination
Have a weekly calendar
	Start a savings account
Business management experience
	Start a business
Save for retirement

	Skills and Knowledge to be Learned
	Make use of deadlines
Time management
	Business management skills and experience
	Business management skills

	Next Steps
	I will create deadlines for every task I do and come up with a weekly calendar as well as using Eisenhower Method to manage my activities
	I will apply for an internship program for business management in Tesco and open a savings account for y future business
	I will start an electronics business and open a savings account for my retirement

	Resources
	I will need time
I will need reading materials
I will need a calendar
	I will need a bank account
I will require finances
Professional internship qualification
	I will need funding
I will need a bank account
I will need time

	When will I start
	1st May 2021
	1st August 2021
	1st January 2023

	When will I finish
	1st July 2021
	1st February 2022
	31st December 2023
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The world of work is one of the most dynamic fields in the current environment despite being made up of the most common things to us such as employers, employees, promotion, salaries and other components. Almost every individual is surviving because of work. The survival aspect of work is characterized by the concept of division of labour. The experience of the individuals on the division of labour determines one’s satisfaction with the world of work. Everyone working in various levels of work is as a result of division of labour.  Most people currently work to survive while others work as a meaning (Morin, 2021).
With the world of work experiencing rapid changes, new millennium is being developed which comes with operations being outsourced, increased adoption of the various forms of technology, shifts of generation in the place of work, increased completion in terms of employment as well as other countries witnessing an increased rate of competitiveness (McKinsey, 2019). 
The world of work is experiencing major changes with the major changes being that the world of work becoming less and less routine and team work being embraced by many organizations with individual working declining. The impact of external conditions such as social media groups on the work is increasing as compared to before. As external factors bringing major influences to the world of work, the control of senior leaders on the changes in the organization is becoming low. This therefore calls for new leadership practices as the existing become out-dated. The current world of work is incorporating the use of technology and automation. The changes bring about more challenges for the employees and therefore require employees to be more flexible, learn more technical skills and to embrace team work (Tanner, 2020). 
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Before learning in this module, I was less confident about my academic and employability skills and I was worried that I might fail in my academics and in my employment. However, learning on the academic and employability skills module have provided me with an opportunity to learn and gain important skills and knowledge which have gradually improved on my confidence in terms of academic performance as well as employability. From this module, I have learnt on summarising skills. I learnt on what summarising is, the importance of summarising, the techniques used and the steps used in summarising. Cottrell (2011) highlight that a summary is a short and a clear description provided for a text, passage, lecture or an idea especially in our own work
From the module, I also learnt on report writing skills. A report may be written to convey information, to discuss the different points of view, to come up with conclusions for any information discussed or explored and when one need to make recommendations over a subject (Katherine, 1997). I learnt that when one needs to write a report, one must begin by coming up with a plan. I also learnt that having a good structure is one of the most important components of report writing. The learning also involved learning through the structure of the report which included the abstract, terms of reference, the contents page, introduction, the methods, results, the discussion, conclusion, references and the last part of the report is made up of the appendices. 
I also learnt on the paraphrasing skills, time management skills, self-analysis, referencing, academic writing and reflective writing. With this learning, I now feel very confident and happy about my academic and employability skills. I now feel very confident that I will succeed in both my education and my employability. 
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In this task, I have evaluated my skills basing on my current position making use of SWOT analysis to identify my strengths and weaknesses and to analyses my opportunities and threats. I also outlined my short-term, medium-term and long-term goals then I developed my personal development plan as a framework for achieving my goals. I then explored on the world of employment highlighting its nature, the dynamics and the advices for leaders and employees as well as job seekers. The last part reflected on my academic progress highlighting my feelings before, during and after learning through the academic and employability skills module. 
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