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Introduction
Employability skills are those skills that not only help in gaining employment but ensure progress in his academic and professional career to achieve ones’ full potential and thus successfully contribute to a strategic direction (Weligamage, 2009). In todays’ competitive landscape, no uniform employability skill standard exists rather, the graduates need to understand the actual operating condition and requirements of their intended career in a specific profession. 
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The necessity of Academic and employability skills
Developing career and efficiency: Academic and employability skills, which can be a combination of soft skills and hard skills, are essential for developing ones’ career and efficiency. For instance, communication, teamwork, problem-solving skills help an employee to offer his best capabilities in the workplace (Deeley, 2014).
Solving critical problems: Improving academic and employability skills assist both a student and an employee to solve critical problems. His technical know-how helps him thinking of alternative ways to perform a task and forecast future challenges in a particular job.
Better leadership capability: Employability skills improve the leadership capability of an individual which helps him to be goal-oriented and focused, and lead a team effectively in his academic life and workplace (Wye and Lim, 2009). 
Better communication and teamwork: Academic and employability skill improves ones’ teamwork and communication skill so that he can seek and explore his academic and career opportunity well (Saterfiel and McLarty, 2015). 
Critical thinking and taking charge of the career: Employability skills are a transferable skill that is different from technical and academic knowledge and these skills promote critical thinking of a person. As a result, he can take charge of his career with his better organisational and managerial capability. 
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Personal SWOT Analysis
Strengths
Time Management skills: Time management skill is my point of strength as I am used to making a “Task Plan” and “To-Do” list before any task. I am always conscious of my deadlines and I feel that it is a great advantage for me in developing my academic and professional life (Wye and Lim, 2009). 
Leadership skills: I enjoy leading a team and can evaluate my teams’ weaknesses and strengths effectively and thus, I assign their tasks per their competencies. I can design work plans according to necessities (Weligamage, 2009). 
Teamwork: Aside from leading a team, I am as good as a team player. I can coordinate the tasks of my teammates and colleagues and perform the task jointly without any issue. I am a cooperative person who justly follows the team rules. 
Weakness
Communication skills: I feel that I need to improve my communication skills like communication with managers, teammates, and supervisors have a crucial impact on the proper accomplishment of jobs in this competitive world of work. My leadership skills might be inhibited due to this lacked communication capabilities. 
IT Skills: IT Skills are essential in the present technology-driven business world. I am an intermediate level performer of MS Office but I need to reach the Pro level. Besides, knowledge of ERP software is also required. 
Problem-solving skills: To be an efficient problem-solver, one needs to possess knowledge of varied scientific and modern problem-solving approaches and frameworks (Saterfiel and McLarty, 2015). While I get across a critical task, I become clueless and so, I need to learn scientific methods of mitigating problems while working on a project. 
Opportunities
Innovation: Brainstorming new and innovative ideas and implementing them in solving critical problems in my field of interest (Saterfiel and McLarty, 2015). I am doing some research projects and I enjoy incorporating new ideas into my work. 
Research and Analytical ability: I have a profound interest in research-based activities and projects and so, I need to develop my analytical skills. Moreover, the door of higher study will be opened for me once I become a good analytic.
Threats
Adaptability: Adapting to a new situation sometimes become a major challenge for me as I sometimes dislike ‘change’. A changed situation inhibits my productivity and creates confusion for me. But I can comprehend that this might cost my professional life as it is inappropriate behaviour. 
Perseverance and Positive Attitude: Positive Attitude and Perseverance are two core skills that I need to practice and improve. A positive Attitude and Perseverance makes any problem easy to accomplish in a challenging working environment (Saunders and Zuzel, 2010). 
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Time management tools
Time management is the process through which one can divide, organise, and plan his time among particular activities. Better time management ensures smart work with less amount of time spent. The keys to time management are making a “Task Plan” by evaluating Daily priority, Schedule, Assert & Advocate, and Action. Effective time management tools are discussed here.
To-do List is an essential time management tool that helps in prioritising the tasks and keeping a track record. A good calendar can help anyone in planning, tracking, and scheduling time (Weligamage, 2009). Address book and Notebook are other time management tool that is required to make communication and to retrieve information respectively. 
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Personal Development Plan
To fill my skill and capability gap by removing threats and overcoming my current weaknesses, I have developed a personal development plan to improve my employability skillsets. I have taken the assistance of researchers’ articles and journals, Academic books, my course teachers’ guidance, and this module in designing this plan. This PDP will hopefully improve my lacked skills for the academic field and employment. 

Communications skill
Action-
· Making more conversation and communication with my classmates and friends to improve my communication skill. Moreover, I will participate in varied volunteering and campus clubs (Andrews and Russell, 2012).
· Enrolling on a communication course online.
· Involve me in a continuous conversation.
Evidence- 
· No hesitation in initiating conversation and communication with people and utmost comfort in approaching people.
· Making any conversation more productive and effective
· Time- 3-4 months

IT Skills
Action-
· Learning MS Office, Especially Excel and the formula and functions that is much used in business analytics. ERP software and database management are required too (Andrews and Russell, 2012).
· Practising IT knowledge in campus labs.
· Enrolling on an MS Office course online.
Evidence-
· I can make any business report in word and excel format and can make attractive PowerPoint slides. 
· I am capable of doing tasks online that are required by the employers in the Job description.
Time- 4-6 months


Problem-solving
Action-
· Learning modern and scientific problem-solving techniques and practising logical thinking, intuitive thinking, practical thinking, and social sensitive thinking (Saterfiel and McLarty, 2015).
· Reading case studies to know how various organisations solve critical and challenging problems.
· Taking a problem-solving course online (Saterfiel and McLarty, 2015). 
Evidence- 
· I can solve any complexities without many difficulties.
· I can prepare planning and guide people to solve problems. 
Time- 1 year



Adaptability
Action-
· Facing constant changes and a challenging situation (Andrews and Russell, 2012).
· Undertaking an internship placement that is different from my current lifestyle and way of thinking.
Evidence- 
· I can tackle any change and adjust to any situation or hardship. 
· I can acclimatise to changes by changing my behaviour. 
Time- 6-9 months

Perseverance and Positive Attitude
Action-
· Illuminating my goals, preserving optimism, and recognising my accomplishments. 
· Trying out new experiences and opportunities.
· Enjoying my tasks and rewarding myself for accomplishing them accurately (Boahin and Hofman, 2013).
Evidence-
· I feel driven and motivated in undertaking varied tasks.
· I show perseverance and dedication in varied critical activities. 
Time- 1 year
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Understanding the World of work
In the 21st century, the world of work is experiencing a dynamic and dramatic change that is changing the requirement of employers and they are looking for more skilled and competent employees.
The Factors changing the world of work 
The most significant factors which are driving the world of work are technological improvement shared economy, environmental, social, and demographic changes, globalisation and labour flexibility (Saunders and Zuzel, 2010). The workplace is being more competitive, for example, Google gets 2 million job application per year while hiring managers of varied organisations to discard around 75% of the received resumes. On the contrary, 70% of the current employees with experience and technical capabilities are looking for better job opportunities (Andrews and Russell, 2012). For getting promoted and receiving better opportunities, an employer needs to show special capabilities to establish himself as a more deserving candidate.
A significant change in the world of work
In the current age of revolution in the business arena, progress is not following a straight line but it has become non-linear, discontinuous, and abrupt. Newly emerged ideas, concepts, theories, technologies are pushing the management to change their process and recruitment policies (Turner, 2002). A survey published in 2018 shows that 86% of the HR managers have stated that they have to modify their workplace culture to some extent (Collet, Hine and Du Plessis, 2018). 21st-century business organisations are depending more on the "gig" economy, robotics, and artificial intelligence, so it is quite predictable that the number of available jobs will be shrunk in future due to artificial intelligence, robotics, and automation (Boahin and Hofman, 2013).
Importance of relevant competencies and skills
HR managers of the big organisation seek skill and competencies that will match their job roles and thus, it is quite predictable that the manager of a 5-star hotel will hire a person with a degree in Hotel and Tourism. According to CIPD, “the key attributes employers look for in school leaver recruits are communication skills (40% of employers rank this in their top three required attributes), work ethic (39%) and personality (32%).” (Turner, 2002).
Special competencies for survival in the competitive world 
Companies are hiring people who are self-motivated and take responsibility for their assigned work. ‘Companies also need graduates to have self-management skills to complete the work alone or almost alone, without the need for someone to stand over the employees constantly and tell them what to do.’ (Turner, 2002).  Teamwork and leadership capabilities are highly demanded skills by employers for any type of job vacancy. While 60% of the workforces in the UK has stated that they have learnt new skills due to their work’ demand, other 69% have a strong belief that they have promotion due to their competencies and skills. These figures demonstrate the importance of identifying and improving new skill for academic excellence as well as employability and career progression. 
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Conclusion
Communication skill, leadership skill, presentation skill, IT skill, Time management skill, problem-solving skill, Positive attitude, and adaptivity, and teamwork skills are highly demanded by present-day employers. Moreover, achieving these skills aids in ones’ career progression and being a best-fit in the competitive job market. Personal SWOT analysis performed here portrays my current level of varied skills and my strengths and weaknesses and finally, I have devised a PDP to show my action plan to develop the missing skill and develop my skill gap. 
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