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Introduction
This report aims to discuss six different academic and employability skills that are very vital to possess.  All employers are searching for individuals who will add value to their companies and in order to do this there are certain skills that are paramount to possess.    The same can be stated when focusing in the academic world for a student to be successful there are also some key skills that are required and essential.  A Strength, Weakness, Opportunities, and Threats (SWOT) analysis will be undertaken for the skills which need to be improved upon, moreover a personal development plan will be discussed on this employability skill in order to improve on it. Helms and Nixon (2010) explain SWOT analysis as a tool for planning. 
(SWOT) Analysis
	Employability Skills

Time Management (weakness)

Problem Solving (Strength)

Leadership skill (Strength) 

	Academic Skills

Communication (Strength)

Paraphrasing (Strength)

Presentation (Strength)





Time management  
Time management is the ability to utilize time efficiently and effectively.  For the purpose of this report, this skill will be viewed as an employability skill. (Farrell, 2017) argues that leaders need time management skills to maximize productivity and to use the time they have effectively by adapting numerous time-saving methods to fulfill personal and organizational goals.  Employees in a working environment are always given tasks to                                                                      
                     
accomplish and these always come with deadlines, hence the ability to manage one’s time and carry out their tasks to the best of their ability and in a timely manner is essential.  

Upon reflection and utilizing the SWOT analysis although I possess the time management skill, I feel it is one of my weaknesses and there is still room for improvement.  A personal development plan will be adapted to improve in this area, which means for the next three months,  the 80/20  rule also known as the  Pareto's rule, will be used with the aim  to  list ten most important tasks needed to complete daily,  as long  as two most important tasks out of the ten  listed are achieved, this will show that the desired outcome has being accomplished. 
After three months a comparison of productivity before adopting this new rule and after adopting the 80/20 and see if there has been an improvement as regards the desired productivity. The ” 4 steps of how to stop procrastinating” as explained by (Niven, 2014) which states that step 1 brainstorm, step 2 start the project, step 3 starts the task with the things that are liked and step 4 is the refusal to be distracted. Is another Personal Development Plan that has been put in place at my place of work and this has increased productivity. 
Communication
 Communication is defined as the art of conveying a message from one person to another that could be verbal, written, nonverbal, sign language, or gestures.  People communicate sometimes without even being aware of this, for example a sad face speaks volumes without even speaking a word or a happy face will also express to another individual how the person is feeling.  Morgan (2017) expresses that face to face communication is important, as others are able to see the individual in totality, apart from the content of their speech and also their mannerism.  

						       

Communication is a transferable skill that can be used both in the workplace and in the academic setting, this is because in one way or another people will always need to communicate, the effectiveness of it will determine how the message passed on is taken.  It is therefore a skill that needs to be developed as its usage in all situations is paramount. 
I am a very effective communicator and would say that this is one of my strongest academic skills. The ability to express oneself articulately and effectively among one's classmates, is a good asset to have, also being able to listen to other people’s points of view when carrying out group work such as group presentations.   
Hasson (2012) argues that the two most important things needed for effective oral communication is empathy and confidence. The ability of a person to empathize with who they are communicating with, will give a better and desired result as people are able to sense if they are being understood, by the answers they are given or the body language of the person they are speaking to also, when communicating confidently, the individual is more like to be taken seriously as it demonstrates that he or she knows what they are talking about hence being more convincing. 
Problem Solving
Problem-solving is the art of identifying that there is an issue that needs to be sorted out and the ability to rectify the situation.   IAEW (2010) suggests that problem-solving is a mental process that includes discovering, analyzing and the ultimate goal is for the problem to be solved.   This skill is in the workplace setting is vastly important as there will be times situations will arise in which there will be a need for individuals to think outside of the box, for example, a task is given to a team and one of the team members is unable to come into work due to being off-sick this creates a problem and a vital and effective decision will have to be decided at last minute in order to meet up with the deadline.  

			                             

I would say that I have this skill and could also be seen as one of my strong areas, this is because I am always willing and ready to assist my team members at work, however, to be a good team member it is always helpful to assist other members of the team when they are struggling to keep up with the deadline.  When a team member is off sick, I always ask my manager how I could be of help. Rausch et al (2015) agrees that seeking help from other team members was the most common way of problem-solving in a workplace environment.  It is important for team members to work together as each member is vital to the team and they all have their strengths. 

Paraphrasing
 Paraphrasing which is an academic skill   is one of the important skills needed to produce an academic assignment. Paraphrasing,    is the ability to summarize a text and change the structure of the sentences but still have the same meaning as the original text. If this skill is not utilized when producing an academic piece of work, students could easily be accused of committing plagiarism or copying word for word an article. Keck (2006) suggests that paraphrasing is considered as a crucial skill for academic writing and some people are of the opinion that it should be taught to prevent students from committing plagiarism.  Paraphrasing is a skill that is put to use quite often as it gives students the ability to digest and understand what is being read when researching,   a topic as it gives room for them to read, assimilate and demonstrate the understanding of what has been taken from the original source.
Upon reflection, I would say I possess the paraphrasing academic skill as I am able to write about topics in my own words before looking for published and authentic articles and literature which are in agreement with my point of view on the topic, after doing this 
                                                          

credit is given to the authors whose works are utilized in the main body of one’s assignments but also create a reference list (Harvard style) at the end of my work.  
Presentations skills
 Presentation skills as an academic skill, it could be stated that it is one of the ways higher institutions adopt to teach, this is because interactions between class members are crucial for learning.  Morgan (2017) stipulates the presentations develops one’s confidence and ability to communicate also to be creative  
Presentation skills is the process in which a group of individuals are given a topic or asked to choose a topic of their choice and need to carry out research on the topic and present it in front of a whole class.    Sometimes a group leader is chosen, who will lead the team and delegate tasks to each member of his or her team, in order to produce a well researched and neat presentation.  The class lecturer will in turn give feedback as to how the presentation. 
Upon reflection I do believe that I possess this academic skill as I was a group leader for one of my models, and all the group members were allowed to bring their ideas to the meetings and were listened to and a collective decision was made as to which topic to present.  A WhatsApp group chat was also formed in which updates were regularly posted.  The success of the group was the fact that everyone contributed equally and all voices and opinions were heard.




                                                                          
                                              												                                                                                                                                                                        
Leadership Skills 
Leadership is the ability of a person leading a group of people, in a working environment, this is very important in that the leader of a group is the person who will delegate duties to the other members of his or her team.  Regular meetings are often done either face to face or via email, in order to find out the progress of the team’s advancement as regards their desired target in a timely manner.  
I have this skill because as I am able to  lead efficiently and effectively.  In order to be an effective and efficient leader it is important that the person has patience and also being able to understand the members of his or her team, their weaknesses, and their strengths, this will help in delegating properly and correctly. 
 (Nedovic et al   2013) emphasize that leadership plays a vital role in any establishment as changes happen constantly in working establishments.  Therefore, an efficient leader will make the transition more, effective and smooth.  It is of utmost importance that the skills of each team member have to be taken into consideration before giving them tasks.  It is also important that the team leader is approachable.  The team members should feel comfortable to approach their leader without feeling that they would be labeled as lazy if there are any problems or troubleshooting issues.


                                                               





Conclusion
This report has attempted to focus on very vital academic and employability skills, including their usefulness in the academic setting, as well as in the working environment.  It has also shown that employers are looking for individuals who have skills that will increase their productivity.  Even though work establishments are willing to train their new starters, there are certain skills that the individuals should possess and the only thing that would be needed is to build upon such skills.  The same goes for an academic setting, the lecturer will expect that some basic foundations as regards certain skills will be possessed by the student otherwise, the student will struggle to cope with what is required of them.  This report has demostrated that out of the six academics and employability skills,   the only one which is seen to be a weakness, an action plan has been put in place by utilizing a personal development plan, moreover to discover which areas need to be developed a SWOT analysis was used.
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