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Every academic structure tends to make its students employable in the competitive world. Employability skills are important to make an individual capable enough for getting a job. It relates to knowledge, attitudes and skill by which a candidate approaches a company for a job. The employability skill not only focuses on getting a job but also makes a candidate worthy to provide its best for a better future. This skills-oriented with employability help to relate with co-workers, maintain organisational communication, assess organisational issues, make choices in the professional sector, managing customers and grow the career. An employee should value the organisation and its rules for participating in healthy work culture. These skills develop the attitude of a person towards his or her life and professional line. The report puts light on several aspects of academic and employability skills which include the process of SWOT analysis, personal development plan and different tools for managing time.

[bookmark: _Toc58879086]SWOT analysis

The word SWOT stands for Strengths, Weaknesses, Opportunities and Threats. This is a tool to develop a company's strategic planning by evaluating its competitive position. The evaluation includes all four aspects mentioned above. It not only analyses the internal aspect but also takes counts on external factors. SWOT analysis builds on fact-based, realistic data about a company to look at its strength and weakness. The strength and weakness assessment opens the door for evaluating its opportunities and threats for survival in the industry (Pazouki et al., 2017). Understanding of every real-life factor is highly recommended for evaluating the proper aspects of strengths and weaknesses. One should consider the performance of a company, its competitors in the respective market, its business potential, manufactured products, its demand in the market and the future scope of the industry to evaluate the SWOT properly (Pazouki et al., 2017). 
SWOT consists of four quadrants and the first one is strength. Strengths are those factors which make a company different from its competitors. The strong brand name, balance sheet, market share, customer base, supply-demand chain, unique products are all the factors of a company’s strength. Evaluating the strengths helps to take the further step towards growing irrespective of the sector (Weng and Liu, 2018). 
The second quadrant is the assessment of weaknesses. Assessing weakness is as important as evaluating strengths. Weaknesses are those internal factors which act as backdrops for achieving the present goals. Weakness is also back held a company to perform at its best. The major terms of weakness is a comparatively weak brand name, high turnover, high debt in the market, lack in the strategic plan, inefficient human resource management and weak organisational communication (Weng and Liu, 2018).
The third quadrant is finding opportunities. This is the assessment of external factors which can be used as favourable points for an organisation. Opportunities lie in finding ways to overcome the weaknesses and put a step forward than the competitors (Pazouki et al., 2017). Working on weaknesses is one of the best ways to find opportunities for surviving and growing in the respective sectors.
The last but one of the most important segments is threat evaluation. The term threat refers to any external factors which have the potential to harm an organisation or company or an individual. The growth is highly dependent on the threats (Pazouki et al., 2017). Every organisation or company or an individual needs to analyse its threats before moving in any direction.
The SWOT analysis is not only applicable to a company or organisation but also applicable to any individual who is working on something. Before taking a further step it is highly important to analyse the four factors of SWOT.
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While working in an organisation or company an employee should manage his or her time to get the work on time. Managing time is the most difficult, as well as important factor included, is developing employability skills (Berisha Qehaja et al., 2017). The module has different factors for managing time while working. These factors are the organisation, prioritisation, goal setting, communication, planning, delegation, stress management and flexibility.

Organisation:

The organisation of work is one of the key features of a responsible employee. Employees should make them organised in any kind of work situation. This helps to identify workplace issues and probable solutions to them. Organising works means making a map or guideline of every work with its respective time slots (Berisha Qehaja et al., 2017). A proper work organisation breaks down largely required achievements in small parts which makes the process easier to achieve the goals.

Prioritisation: 

The key to successfully managing time is Prioritisation. When a student who is going to be an employee or an entrepreneur needs to acquire the skill of differentiating or segmenting works based on its importance. The first step of prioritisation is assessing every task by evaluating its results (Fearon et al., 2020). The next step is making a table for every task from most important to less important. The last thing is to perform every work accordingly to achieve a higher goal. 

Goal Setting:

Goal setting is an amalgamation of processes from defining a task to finding its objectives. Every individual from a student to employee needs to make certain plans for achieving goals and facing its consequences. Without goals, one can find it difficult to complete a job in an organised manner. Goal setting can vary from short term to long term depending on its consequences or results (Fearon et al., 2020). Long term goal is achieving a certain position in a company after a couple of years or opening a new business after completing a certain skill development programme. Short term goal is achieving an everyday target or monthly target for maintaining a good organisational image. 

Communication:

Communication skill is one of the major aspects of getting success in respective sectors. Developing communication skills help in every step of life. Effective communication makes an individual transparent in front of his/her colleagues, co-workers or other persons who are going to work with him/her. It builds trust between two persons and resolves misunderstandings (Weng and Liu, 2018). Organisational communication helps a company to grow and prevent any conflict between co-workers, higher authority and lower authority. It also makes the process easier to prioritise organisational tasks for achieving goals. 

Planning:

The core of time management is planning. An efficient plan helps an individual to prioritise his/her works. A work schedule which reflects the planning helps to fulfil the needed criteria of a task. A student should plan his/her study and further steps after completing the study. This makes the working process easier (Berisha Qehaja et al., 2017). 

Delegation:

Delegation is one of the key factors of time management. It tells about the decentralisation of works based on its priorities. While working in a company or doing a project one can distribute the works between his/her co-workers. It helps to manage time and reduce the work pressure (Avlijaš, 2019). 

Stress Management:

The planning for doing any task should have the process of reducing stress. Stress is a backlash for achieving any goal and completing any task. An individual should make time for managing his or stress while working. It motivates us to work better and achieve the present goals. Self-care is also a part of stress management (Kanu and Otemuyiwa, 2019). Other stress managing processes are taking a break, sharing inner thoughts with co-workers, having snacks and hanging out with people in between works.

Flexibility:

The flexibility to change the plan of working and rearranging the goals has high importance in time management. If a job takes longer than the expectation then it is the skill of the employee to manage the extra time in other works. Every employee should make him/her flexible to cope with last-minute changes (Kanu and Otemuyiwa, 2019).
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Personal Development Plans makes a person work on his/her potential and efficiency. Assessing one's personality and attitude makes the person understand its value in the competitive world. It brings clarity about oneself and opens the door to assess the requirements for achieving the goals (Radu, 2017). Developing personal skills has a few steps to consider. These steps include a clear vision about goals, assessing their skills, the achievement of a certain standard and prioritising the required skills.

Clear vision about goals:

It is essential to identify what a person wants to achieve the reason behind the achievement. If a person can make these two questions clear in his/her mind then it becomes easier to make the plan for achieving the goal. It also helps to acknowledge all involved steps in the way of pursuing the required goals (Rahmawati et al., 2019). 

Assessing your skills:

The next step of PDP is assessing one's skill and the gap in existing skills which needs to be solved. These steps put lights on some questions which are
· The type of skills which can ensure the progress in the planned path.
· The reason behind the need for filling the gaps in already acquired skills (Kanu and Otemuyiwa, 2019).
· The way to achieve skills or develop a skill.

Achievement of an essential standard:

Development of a certain skill makes a person reach a specific standard which is higher than the previous one. It is the difference between two places which include a past position and the present position of a person after developing the skill (Radu, 2017). This part also takes count on the time in which a person can make himself/herself capable to imply the acquired skill in future works. 

Prioritising the requirements:

Like time management, skill development also requires prioritisation of needed skills. In this segment of PDP, a person evaluates a skill by its implication. For example, if a person is trying to work in the local business sector then learning new foreign languages is not essential for him/her but if a person is working in an MNC then he/she should know the language of his/her company's host countries for better communication (Welch et al., 2019).
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Muzumdar, P. (2013). Business Model Development Through Corporate Strategy Design: IBM SWOT Analysis. Available at SSRN 2367123.

IBM is a giant in the technological business industry. The company has five segments which include global service, hardware management, software management, financing and enterprise investment. The major threat for the company is new technology firms and a lower rate of their products. There is an opportunity for IBM to hold its position in trade, immigration and outsourcing to reduce the capital cost by hiring skilled people from outside of the United States.

Mittendorff, K., Jochems, W., Meijers, F., & den Brok, P. (2008). Differences and similarities in the use of the portfolio and personal development plan for career guidance in various vocational schools in The Netherlands. Journal of Vocational Education and Training, 60(1), 75-91.

In Netherland, most of the academic institutes are incorporating vocational training to make their students employable in different organisations. They are also providing alternative career opportunities and guiding students to take those paths. They are not only guiding and suggesting alternative opportunities but also motivating and building the cognitive structure by which students feel more flexible while facing challenges in professional sectors. 

Markes, I. (2006). A review of literature on employability skill needs in engineering. European Journal of Engineering Education, 31(6), 637-650.

The United Kingdom Government is encouraging skill development as a key element of academics. The emphasis in the development of academic and industrial skills like time management makes the employability of student higher. It is also important to identify the gaps in existing skills and fulfilment of these gaps to make a student ready for his/her future. Mostly engineering and manufacturing schools are more prone to incorporate time management in their courses. 

[bookmark: _Toc58879090]Analyses of the module

The module included in our course is highly efficient for understanding the basic criteria of developing me as employable (Welch et al., 2019). It has a proper description of SWOT analysis which makes me understand the way to assessing strength, weakness, opportunities and threats of an organisation for its betterment. The SWOT analysis is not only applicable to any organisation but also applicable to assess me. The time management and the different process of managing times while studying and working makes it easier to prioritise work and move accordingly to achieve the preset goals (Avlijaš, 2019). The personal development plans in the course work are the most important key to achieve the success of a person like me. It helps me to understand my value and skills depend on which I made my future decision about working and developing new skills. The module is perfect to make a student enrich his/her knowledge and increase his/her standard (Rahmawati et al., 2019). 
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The changing world is making every sector highly competitive. All organisations, employees and students are competing with each other for achieving their goals. The survivals for everyone in their respective sectors are getting difficult day by day. Organisations and companies are looking for a highly skilled person who can reach the target and increase the company's brand value. Every educational institute is incorporating different skill-developing courses to make their students employable. Students are also assessing themselves and evaluating their standards based on recent market criteria for developing more skills to make them employable. 
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