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Task 1
Introduction 
Academic and employability skill development is necessary for the individuals to create more job opportunities and recruitment possibilities. For this purpose, evaluation of own skills is effective to identify own strengths and the areas in which development is required. The present study analyses the requirements of employability skills for career development along with key academic and employability skills. I have completed a personal SWOT analysis and skill audit to determine my strengths and weaknesses and conduct a personal development plan to improve my skills. 
[bookmark: _j43ok8bbvekp][bookmark: _Toc48235407]Discussion
[bookmark: _ax0g32tlcf5b][bookmark: _Toc48235408]Requirements of employability skill for career development 
Employability and academic skills encourage the students to become effective learners. Research skill, note-taking and critical thinking is vital for success in career.  Employment opportunities for the young people are low all over the world due to lack of employability skills and 45% of the organizations suffer from a skill gap. As there is intense competition in the labour market, the employers are looking for the employees who are flexible and have ability to handle a variety of tasks in different situations. As mentioned by Lim et al., (2016), communication, positive attitude and teamwork enhances reliability in the organisation and motivates others to complete a task more efficiently and timely manner. Therefore, the students with knowledge and employability skills are more suitable for the job positions and gain an advantage at the time of recruitment. 
According to The UK Commission for Employment and Skills (UKCES), attitude, aptitude and behaviour are the most important competencies for becoming an employee. 36% of the recruitment agencies of the UK agree that employability skills are the most important factor that they consider at the time of recruitment (Career-advice.jobs.ac.uk, 2019). These include personal attributes like positive attitude, flexibility, presentation, teamwork and time management along with skills like communication, IT and numeracy skills. Henceforth, it is important for the students to build generic skills into the education system to improve opportunities for recruitment and future career development. 
[bookmark: _m1oyevenuy9][bookmark: _Toc48235409]Key employability and academic skills 
Communication skill
Effective verbal and written communication skills are important to deliver and understand information accurately and quickly that can build a strong collaboration between individuals (Coffelt et al., 2016). It is essential to maintain information flow and good eye contact to communicate the ideas effectively. I have developed a good communication skill at the end of term 1 through active listening, presentation and classroom discussion. I can successfully understand the ideas of my peers that are beneficial for my future employment to fulfil the activities properly.
ICT skills
Development of this employability skill helps an individual to access the Digital information maintain data channel and conduct quality data management (Moussavi et al., 2020). I have obtained experience in using Microsoft Office that helps me to collect information and store it in a secure manner. However I need to develop ICT skills to manage large amounts of data in an organisation and utilise it whenever necessary.
Research ability and presentation skill
This is an academic skill that is effective to extract relevant and exact information about a topic as well as analyse the information to present in a most appropriate way. It includes selecting, reading and synthesising data from multiple sources to conduct a good research on the topic. I have learnt to conduct the research effectively for completing tasks and could make good presentations by utilising the research information at the end of term 1.
Time management
Management of time helps an individual to complete a task in a shorter period of time that can be beneficial to obtain more free time and learning opportunities. Prioritising of tasks helps an individual to successfully schedule the activities through tools like Scoro that can reduce stress (Iashvili and Iashvili, 2019). I have good time management skills and I prioritise my task by creating a work schedule that reduces my stress and anxiety in an emergency situation. For self-management control of emotion patience and confidence is necessary. I have a lack of confidence and patience that creates issues for managing my activities as well as I feel difficulties taking responsibilities of the task.
Team working capabilities 
Team working creates a friendly environment in the workplace that improves communication and exchange of ideas. It is required for the individuals to identify the strengths, weaknesses, skills and knowledge of team members to divide the responsibilities for completing a task timely. I have good team working skills in which I can communicate with others and express my ideas as well as have flexibility to accept others opinions. On the contrary I have a lack of positive attitude which becomes a flaw and conflict is observed in the team. A team needs to follow forming, norming storming, performing and adjourning stages of Tuckman team development model to collaborate and divide team responsibilities (Largent, 2016).
Decision-making and Problem solving
Problem solving gives capability to identify and evaluate a problem as well as select most suitable solutions for the problem. Decision making is a necessary part of the problem solving that helps an individual to take quick decisions to solve that conflict in a speedy and efficient manner. I have noticed that my problem solving and decision making skills are not good and I have faced problems to make decisions due to my lack of confidence and positive attitude.
Leadership skill
The skin is one of the most important skills that is required in employment to influence others for maximizing their performance and building human relationships (Iordanoglou, 2018). I do not have a well-developed leadership skill because of my inability to make decisions. However I have good communication and flexibility but lack of positive attitude restricts me to become a good leader.
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Skill audit 
	Skills 
	Not good 
	Moderate
	Excellent

	Communication skill
	
	
	

	I have active listening skill
	
	
	

	Public speaking and interaction in others 
	
	
	

	ICT skills
	
	
	

	Have knowledge in Microsoft office
	
	
	

	Utilising different statistical measures to analyse and manage data 
	
	
	

	Research ability
	
	
	

	Ability to collect relevant and current information 
	
	
	

	Analyse the information and present it in proper way
	
	
	

	Time and self-management
	
	
	

	I feel confidence and have good emotional control and patience 
	
	
	

	Create a proper schedule and prioritise tasks to manage time
	
	
	

	Team working capabilities 
	
	
	

	I have flexibility to accept ideas of  other team members
	
	
	

	Fulfil the team responsibilities after analysing my strengths and weaknesses 
	
	
	

	Decision-making and Problem solving
	
	
	

	Knowledge of cause-and-effect relations and generating suitable solutions to solve problems 
	
	
	

	I have confidence and positive attitude to make quick decisions 
	
	
	

	Leadership skill
	
	
	

	Proper understanding of the leadership traits and skills
	
	
	

	Taking quick decisions, motivate others and resolve conflict 
	
	
	


Table 1: Skill audit
(Source: Learner)


SWOT analysis 
	Strengths
· I have good communication and active listening skill
· My knowledge in Microsoft office develops ICT skill 
· Time management skill helps me to prioritise my work by maintaining a work schedule 
· I have flexibility to accept other’s ideas that develops team working abilities 
· Commitment in work
· Good research skills and information gathering 
	Weaknesses
· I have faced challenges to solve  problems and make decisions quickly
· Lack of positive attitude
· Low confidence and patience restricts me in self-management 
· Limited ICT and data management knowledge 
· Leadership skill is not effective because of inability to make decisions and low confidence

	Opportunities
· I can obtain helps from experts to increase knowledge about the characteristics and skills of leaders
· Advanced technology development create opportunities to develop new ICT skills
· Learning can be improved by utilising visual presentation  
	Threats
· Conflict among the team members 
· High competition in the labour market
· Decreasing employment opportunities 
· Economic slowdown in the country
· Low confidence can affect quick  and immediate decision making 


Table 2: Personal SWOT analysis
(Source: Learner)
Learning through experience 
Kolb reflective model helps me to analyse my experiences at the end of term 1 that is important for me to understand my learning throughout the module. I have gathered knowledge of different employability and academic skills that can help me in gaining learning opportunities and future career development. 
Concrete experience
During the term 1, I have completed several tasks and presentations after discussion with my team members and classmates. I have collected information and conducted proper research to complete different tasks and prepared presentations based on these information. Experiences in working in a team has been acquired by me during the module. I have communicated with others and taken other’s opinion to complete a task by I have observed team conflict. However, I have faced challenges to make quick decisions and solve problems at the time of discussion and completing tasks. My lack of confidence and positive attitude affect decision making.
Reflective observation
This stage analyses differences between past understanding and present experiences (Morris, 2019). I have understood that group presentation and classroom discussion has developed my communication skill at the end of term 1 which has not been effective at the beginning of term 1. I have also witnessed that my flexibility and active listening has improved my teamwork and I have no idea at the beginning of the module that teamwork is so much important to complete tasks within a deadline with proper quality. I have learnt to task schedule and provide numbers to set task priorities that improve my time management. On the contrary, low confidence, improper understanding of causes and effects affect my decision making and problem solving.  However, as I have knowledge in Microsoft Office only I need to develop my ICT skill for data management in future employment. 
[image: ]
Figure 1: Kolb learning cycle
(Source: Morris, 2019)
Abstract conceptualisation
From my experiences in term 1 modules, I have learnt that my teamwork, research, time management and communication skill is good. However, improvement is required in self-management, leadership, decision making and ICT skills. 
Active expiration
A personal development plan needs to be created by me to develop my academic and employability skills for future job opportunities. Different strategies are required to be made for improving the skills and I need to create a progress report to monitor my progress. 
Personal development plan 
	Objectives 
	Activities 
	Implementation 
	Timeframe 

	Improvement in problem solving and decision making skill
	I should analyse about different problems solving approaches as well as develop understanding of the causes and effects of the problems to get most suitable solution. A systematic method can be used by me to research on the reasons and develop multiple alternative solutions.
I need to do benefit analysis, narrow my opinions and evaluate the significance of the solutions quickly to improve decision making ability.
	A progress report needs to be created by me and I need to involve in making more decisions and solve team problems to improve this skill. Taking feedback from peers to understand my progress is also essential. 
	5 months

	Upgradation of ICT skill
	Training and regular coaching on different computer software and data management tools is required for me to develop ICT skill. 
	Regular practices, elf-evaluation and examination can help to monitor my progress.
	6 months

	Improvement of self-management skill 
	Long-term thinking and improvement in self-esteem is necessary for self-management. I should become mindful, become flexible and take meditation as well as assess my strengths and weaknesses to improve confidence and patience. 
	I should note my achievements and progress in a daily progress report and take feedback from the peers to identify my progress in improving confidence and self-management 
	3 months

	Development of leadership skill
	I need to gain knowledge about leadership traits from different articles and take opinion from the experts to identify the ways to handling responsibilities of tasks and encourage others. I should develop of positive attitude and engage myself in decision making. It can help me to develop situational awareness and influence others to communicate their ideas.
	I can build relationship with others through communications and engage myself in decision making to identify my progress. I also need to determine whether my decision making can resolve conflict in team.
	5 months


Table 3: Personal Development Plan
(Source: Learner)
[bookmark: _37ep6lm6qbcz][bookmark: _Toc48235411]Conclusion 
In conclusion, development of proper academic and employability skills are required for the students to create more recruitment and career development opportunities in this competitive job market. The key employability skills like communication, teamwork, research, ICT, leadership and problem solving skills are necessary to be developed by me to increase my employment opportunities. I have identified from analysis of Kolb’s reflective cycle that I have good communication, search, teamwork and time management skills and a personal development plan is created by me to develop my problem solving, decision making, self-management and leadership skills.
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