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[bookmark: _Toc38302689]Importance of academic and employability Skills
Academic skills: Students in search for jobs are required to possess an array of skills that showcase their academic foundation especially in subjects like English, Mathematics and the respective core subject of the profession they are willing to take up. This entails the proper knowledge and the ability to apply the subjects to their field of work in an effective way. Students must also have the capability to come up with authentic solutions to unique situations that are based on verified research and conclusive evidences in the respective subjects (Jackson, 2016). 
Employability Skills: These set of skills are required by potential employees to critically deal with issues related particularly to the workplace. This set encompasses critical thinking, ability to adapt to new or stressful situations, communication skills, and tactical problem solving skills, ethics, professionalism and technical efficiency (Fletcher et al,. 2017). 
[bookmark: _Toc38302690]Personal SWOT analysis
STRENGHTS: The strengths that will help me as an assistant Human Resources Manager are my organizing skills, team playing skills, ability to quickly adapt to stressful situations and taking responsibility while meeting deadlines efficiently and effectively. As an HR manager it is important to keep the team united even though there might arise a difference in opinion. It is necessary to keep them in unison in regard to the topic and the desired consequence. 
WEAKNESSES: I have had no experience as a professional manager before this. I have managed a few teams in my universities which were for projects related to academic purposes.  However, on professional level, I lack experience which is an important quality for an HR manager to have.  My communications skills have also proved to be rusty. Being an introvert poses problems in clearly communicating my ideas to others (Cotronei-Baird, 2020). 
OPPORTUNITY: Opportunities are an external factor and are dependent on the environment and the people in whose presence we are working. For this section of the SWOT analysis, I focused on how I could enhance my CV and work profile. I also factored in experience and skills that I could acquire to increase my chances of getting hired when compared to others in the same field. It will be advantageous to obtain a certificate of experience via an internship in the Human Resources department of a renowned company in the UK (Asiri et al,. 2017). 
THREATS: The threats to getting my desired job would include employment pressure that is being faced by the United Kingdom as a whole due to a “substantial backlog” (Tan and Fawzi, 2017). Apart from this there is the thought of hitting the rock bottom that is bound to demotivate and take away the urge to perform well in interviews as such. 
[bookmark: _Toc38302691]Time Management Tools
1) Making a To-do list: The foundation of a good productivity agenda is a thorough and detailed to-do list. Since I tend to focus on unnecessary details, making a to-do list helps me prioritize my tasks and allot specific time limits to them which I can adhere to in order to meet the desired deadline. A to-do list also helps in giving a clear idea of what the tasks at hand entail and what objectives need to achieved in order to complete the same (Messum et al,. 2016).
2) Calendar: Calendars are useful tools that help in tracking what objectives have been fulfilled and what objectives are still left to be accomplished. I face difficulty in planning ahead of my tasks hence a maintaining a calendar helps me to keep a track of my tasks and goals and also helps me to schedule my time properly. 
3) Address book: Maintaining an address book reduces the time required in contacting a person. 
4) Notebook: A notebook is one of the most effective tools of time management. In many cases carrying a notebook has helped me effectively sort tasks and note down the intricate details of the assignments given to me. A quick look at the notes would generally be advantageous when making a time table and help in focusing on the relevant points (Kenayathulla et al,. 2019). 
[bookmark: _Toc38302692]Personal and professional development plan (PDP)
	Personal value
	Effect of the values on principles of support in the organization under question
	Supervision and monitoring 

	Critical thinking
	With analysis of the modules and a thorough look at my critical thinking abilities, I will need to concentrate on analyzing topics. As for grabbing an idea easily, I have adept skills in that respect. 
	Feedback from my supervisor

	Organizational skills 
	Human Resources managerial positions entail a lot of functions that includes training, recruitment, performance appraisals and employee relations. It is important to have proper and effective organizational skills. These skills I have gained through practices such as organizing events and clubs. 
	Feedback from senior and line managers 

	Budgeting
	Budgeting skills are of utmost importance for HR managerial designations as compensations and benefits are all handled by the HR department. I have held the post of Treasurer in my club for over two years and I have taken courses to enhance my budgeting skills.
	Feedback from mentor 

	Professionalism 
	Maintaining proper decorum in the organization is another module that has been taught to the learner 
	Feedback from colleagues and seniors 



To prepare a rounded development plan with short, medium and long term goals.
Short term goals (6 months): Completion of training and development programs and find a suitable internship in a renowned firm. 
Monitoring the developments against the goals: Regular interaction with the guide of the training and developments programs and enquiry into improvement of skills.  Receiving regular feedbacks. Applying to companies for internships (Harun et al,.2017).
Medium term goals (12 months): Full completion or half completion of internship with regular reports on performance. Imbibing in skills from the internship while also building on strengths and modifying them accordingly. Improving communication skills during internship period.
Monitoring the developments against the goals: To achieve these goals the support of the project or the internship supervisor is required; regular communication and report from the supervisor on how effective the progress is. 
Long term goals (18 months): Getting hired as an assistant HR manager or giving multiple interviews for the same and learning from the failed interviews. 
Monitoring the developments against the goals: Every interview call for the desired job is important as many lessons can be learnt from failed interviews.  Not to mention, if the interview is successful, it is the most suitable outcome. Apart from that if multiple interviews have been successful the progress can be evidently seen in the number of offer letters.
[bookmark: _Toc38302693]Qualities required for Assistant HR Managerial positions
Indeed a job site in the UK states that the most important qualities recruiters look for in an individual applying to the job of Assistant HR Manager are:
· Qualified by the CIPD (or working towards)
· Degree in Business Administration
· Experience in the field of HR management
· Ability to work under pressure of deadlines and ambiguous situations
· Ability to multitask on various projects at once
· Intricate attention to details, demonstrate sound judgment abilities
· Experience in working using an HRIS system 
· Multilingual abilities
· Must be fully committed to the position, full-time work.
· Proven skills used to enhance HR effectiveness
· Strong personal interest for the main objective of the company
[bookmark: _Toc38302694]Academic Progress
At the beginning of this module, I had no clear idea as to how I can sort my skills to fit a job description of my desired job. After the module I have a clear and detailed idea how to carry that out. It has also made me feel more confident but also self aware of my weaknesses and areas that require improvements.
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Description: 
As a student of management it was important to study the importance of education and employability skills. The module focuses on the types of methods and tools that can be used to self analyze our individual educational and professional skills. As a fresher in the field of jobs, I had no clear idea as to what the job providers look for in a candidate for the Assistant HR Managerial position. This module taught us how to organize ourselves and go about with the analysis of our skills. The tools that were taught to us included SWOT analysis, time management tactics and Personal and professional development plans. Each technique has its own benefit. Applying these techniques to myself helped me discover my strengths and weaknesses and areas I could possibly improve in order to meet criteria of my desired jobs. It is important to note how a thorough analysis of your skillset will help you in getting hired for your dream job. In my case, an intricate knowledge of all my pros and cons will give me an idea as to where I stand in terms of eligibility for the role of Assistant HR Manager.  It also helped me negate my negative qualities that might hinder my chances of getting my dream job.
Feelings: 
The plan to become an HR Assistant manager had long been lingering on my mind as I found it to be the best line of profession to nurture my talent and my skills. However, I wasn’t fully aware of my limitations nor was I well informed on the prospective criteria required to fulfill my desired job description. I was confused and in disarray as to how I could implement myself into the designation. As the module was being taught, I got a clearer perspective of how analysis of self-personality is done and how that analysis is advantageous in numerous ways.  Academic skills are what define the capacity of knowledge of and individual while employability skills include the more technical aspects of the job description. An in depth understanding of the two concepts have opened my thoughts and made me clearly see what my own education and employability skills are. The knowledge as such has made me more confident and more motivated as I now know what my strengths are and what my weaknesses are. The module has also left me in a thought process of how I can improve and increase my skillset to make myself and my CV more attractive to recruiters. 
Evaluation: 
The module has helped me get a better understanding of my skills and abilities in respect to education and my desired job description. It also helped me realize that since this is the starting point of my career I will have immense opportunities to both implement my skills as well as improve my existing strengths.  The positive things of this module was letting us students decide what are skills are and to categorize them effectively. It allowed us to see loopholes in our strengths and to analyse the area of improvements in our weaknesses. For example I was able to isolate that while communication is my weakness due to my introverted personality, I also tend to feel more comfortable when I can get over my social anxiety. 
The module also had its disadvantages in respect to how students would perceive all the consequences. In my case, even though I was able to classify my weaknesses from my strengths, I did feel a bit demotivated because my weaknesses often tend to overbear my strengths. However, the overall approach taken in the module leans towards a positive consequence, quality and quantity wise. I was able to draw a plan of action based on my analysis according to the tools described in the module. It helped me in setting short, medium and long term goals. It also described how these goals could be monitored for progress and how the areas that need more attention can be isolated for better enhancement. 
Analysis:
Towards the end of the course, I have realized that my academic and employability skills have gradually been improved through the better understanding of the same. HR management is not an easy job and requires the culmination of experience, knowledge and skills. Owing to this module I can focus on the qualities that will make me a better HR manager and I can manage the job with utmost efficiency. I have learnt new and innovative methods of determining and examining the various aspects of the desired job and the requirements required to be fulfilled. The goal is to provide an HR department that will take care of all the responsibilities that will come its way like recruitment, financial issues like reimbursements. Etc. Apart from this the various tools taught to manage time efficiently have also improved my CV and increase my confidence in the same. I have also applied most of the time management tools in my everyday life and have achieved very desirable results. I hope to apply them in my pursuit of a job as well as in the job itself when I get it.  The tools of personality and skills analysis through the course of this module has also helped me in shaping a proper career perspective and what I would want out of my job and understand what my job would require me to do. 
Conclusion: 
The module has given me an insight to how I can possibly implement my skills and knowledge in the field of Human Resources Management. The Skills I have imbibed from this module pertain to criticial and technical aspects as well my own personality traits. The weaknesses I could identify are my communication skills and my intricate attention to unnecessary details. These can be improved through tactics that have been described in the module. With improved communication skills, I can easily upgrade my CV. 
Plan of Action: 
Skill to be improved: Communication Skills 
Due to being an introvert I find it difficult in conversing with people normally and formally. This is a major drawback if I want to apply for managerial position in a Human Resources development as the job entails a major part of communication between the employees and the department as well as with other departments.  
Specific actions: Taking seminars for effective communication skills; taking initiative to start a conversation with acquaintances as well as in a group of unknown people; cope with nervousness while talking; plan which words to use exactly to avoid feeling awkward. 
Measures: Take communication skills testing challenges as fulfill them. 
Target date: By the next 6 months

Skills to be improved: Prioritizing tasks and objectives
Through the course of the module, I have learned that since I pay minute attention to the unnecessary details, I often tend to wrongly prioritize my tasks and objectives.  
Specific actions: Maintain a to-do list and sort tasks according to the priority of the situation, adhere to the chronology of the list, maintain deadlines for each task and meet them efficiently. 
Measures: Take help of time management tools and apps. Fulfill time objectives while meeting the necessary requirements of the task 
Target date: By 6 months
Skills to be improved: Lack of Experience
For a position of managerial duty in the Human Resources recruiters often look for individuals who have had prior experience in managing such a post. Being an MBA student, I lack that skillset and would have to work on improving it.
Specific actions: Take up an internship in the HR department of a renowned company and get a certificate of experience from them. 
Measures: Take help from guides and consider regular reports from the supervisor of the internship
Target date: By the next 8 months
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