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The purpose of this assignment is to analyse four employability skills. Which I have or need to develop. The skills analysed in this assignment are communication, team working, time management and decision making. Employers nowadays require employee with vast knowledge and numerous skills sets. Hence some business environment changes frequently, employees require to learn more skills and competencies every now and then. These are some common academic and employability skills required to function properly in such areas. 
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Academic skills are approaches that are applied to academic learning. Therefore, such skills are useful for learning and acquiring good grades in school, college or university. Generally, academic skills tackle the process of taking and organising new information and dealing with assessments. Therefore, students learn academic skills at high school and university level. According to York et al. (2015), these skills are basically discrete techniques that one can learn within a short time and then can apply to many fields of study. They are distinguishable from the strategies because the application of strategies is limited to a specific field. This section identifies some common and essential academic skills which are critical to the academic success of any students. 
Writing Skill: It is the most common academic skill for any student. This is because students have to apply the skill to write essays and term papers which are often assigned to them. However, academic writing can be either formal or informal. Cetin (2015) thinks that the ground for using any of these styles depending on what is going to be written. Good writing skill is essential because it ensures that the message is communicated with clarity and actual meaning. Students require to ensure the proper use of grammar, punctuation, and spelling to make the writing effective and acceptable to everyone.
Reading and listening skill: In an academic environment, students are often thrown towards a large volume of reading materials. Therefore, dealing with that requires good reading and listening skill. Students are generally framed to passive reading as well as listening style. But many argue that students must learn critical thinking to apply during lecture, reading books and so on. REAP method is very useful to improve this skill which stands for reading, encoding, annotating and pondering. 
Time management skill: According to Karim & Kandy (2011), time management skill aims at ensuring the timely accomplishment of the activities through giving appropriate focus. Students have to do lots of things every day apart from academic activities such as home chores, extra curriculum and so on. Therefore, it becomes challenging for them to find adequate time to perform academic tasks. Developing time management skill helps them prioritise and implement tasks. 
Research skill: This skill isn’t necessary for every academic field, but it is essential to be good in extracting essential information in a particular subject. Good research skill includes defining the problem, developing an approach to find a solution, constructing the comprehensive structure, referencing and so on. It improves the writing skill for students, this can be useful in other matters such as preparing report and presentation.
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Education and experience make someone eligible for jobs but not necessarily ensure success in a job. In this regard, individuals need the necessary skills to perform their activities. Such skills are likely to develop by the individuals over time that makes them employable (Lowden et al., 2011). However, employability skills are categorised into two part such as hard skill and soft skill. Here, some skills tend to be job specific and some skills tend to be applicable in any professional field. Hard skills are job specific but soft skills are applicable in multiple fields. Employers often seek employees having a specific skill such as how to operate a machine, how to use particular software, and how to perform a specific role. In this section, the effort has been given on finding the necessary employability skill required for performing the responsibilities of a human resource manager of Next Plc which is a popular fashion brand in the UK. 
Organization skill: It is one of the most important and essential job skills for performing the role of HR manager in any company. In NEXT Plc, there is a separate department of human resource. The HR manager of the company requires to be well-organised in his/her work. According to Rosenberg et al. (2012), the manager should be personally efficient as well in order to ring the bell of success. The main purpose of having this skill is to ensure the proper management of paperwork, employee files, and other office works.
Communication skill: It is an essential skill that can be either hard or soft skill depending on the job role. As an HR professional, one should have effective communication skill in order to express him or her self clearly to others both in written as well as oral communication. The HR field requires lots of talking for a different purpose (Wilton, 2011). For example, it requires a series of interview during the recruitment process. Besides, the HR manager of the company deals with lots of people every day in which he or she has to listen and respond to employee’s issues. In addition, the HR manager interacts with the employees to improve their morale as well.
Decision-making skill: It is a hard skill which is required in any job. HR manager requires to involve in many decision-making activities. A common example in this regard can be taking a decision regarding an applicant during the recruitment process whether he or she is fit or not for the role. Selvadurai et al. (2012) stated that it seems taking such a decision is very easy but in reality, it isn’t. It requires proper strategy, experience, and good intuition to recognise good talent. In contrast, the HR manager must make decisions in order to support the critical organisational functions. Besides, he or she needs to make a decision to solve employee issues at the workplace such as poor performance, poor team coordination, failure to meet deadline, etc.
Technical skill: The HR manager requires to use various technologies to accomplish his/her daily responsibilities. It requires sound computer literacy. On the other hand, technology is evolving dramatically. Having good technical knowledge allows him or her to adopt the most appropriate technology for the productivity of the company. 
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I  have learned about various skills that are required academically and professionally. However, it is not the entire list or discussion of skills required because there are still a lot of skills available that are used in different contexts. I have learnt about time management. This has been useful because I know how to priorotise my time differently inbetween my daily activities.  Learning about Parato’s rule has also helped me about the importance prioritizing things, activities, and tasks. I have have learnt about communication skills. This has helped me because I understood communication skills are very important in handling conflicts, given presentation, writing e-mails, reports, and letters. Communication skills also includes the ability to listen carefully. I have learnt about interpersonal skills. This has been useful to me because I have gain the ability to negotiate effectively in a variety of sitautions. It has helped me to be able to make informed and logical decisions when it comes to solving prolems. It has helped me to build a good rapport and gain understanding of different people, colleagues, customers and other members of the general public. I have learnt about how to write a good C.V and reflective cover letter when it comes to interviews and jobs applications. I have come to realise that my cover letter have to be based on my skills and responsibilities from my education, institutions and previous jobs. I have learnt that good time management makes a good candidate, and this can boosts your qualities to be selected for interviews. Most employers likes candidates who can work under pressure, and reliable to meet their targets.
Since I am about to complete my academic life and enter a professional environment, it is crucial for me to evaluate my current status of skills so that I can determine my potential areas of strengths and weaknesses. Besides, the evaluation will help me outline the areas for improvement. This evaluation has been made through a survey that I conducted earlier for the purpose of my skill assessment. The survey was conducted through developing a questionnaire which includes some open-ended and close-ended questions.  
My personal evaluation shows that I have strength in certain areas.  My writing skill is quite good because I used to write stories since my early days. My reading skill is also commendable. I have a good reading habit of both academic and non-academic books and other learning materials. The reflection of my learning habit can be seen in my writing where I can easily write anything avoiding cliché. My note-taking skill is also very good. In addition, time management skill can be said fine, but I face a problem while doing things under stress. I have sound technical skill. I have good technical knowledge of various technical aspects. I have lots of experience in organising various events in which I was successful in managing everything properly. Thus, it can be assumed that my organisation skill is also a key strength.
However, I think there are still some areas where I need to improvement. For example, my presentation skill isn’t remarkable. Since I am a kind of introvert and reserve type person, giving a speech in front of people is always challenging to me. Because of my poor communication skill, I always fail to convince people regarding any matters. Therefore, it limits the effectiveness of my negotiation skill. Problem-solving and decision-making skills are not any easy skills that can be achieved overnight. It requires lots of experience and real-life engagement to make effective result from the application of these skills. Since I am still not into any profession fully, my lack of experience results in poor problem solving and decision-making skills. 

There are lots of opportunities that can be availed if I develop the areas of my weaknesses (Avramenko, 2012). For example, improving my presentation skill can make me an accepted individual in any sector. Improving communication skill can help me work with a team where I need to communicate with everyone. Besides, improving time management skill will allow me to do things efficiently. In addition, decision-making skill and problem-solving skill are always critical to success in both personal and professional life. Therefore, every skill has some sort of opportunities. 


[bookmark: _Toc5307921]Areas of Development
Now, the areas of development have been identified to develop a development plan that will facilitate me in the near future. While identifying the key areas of development, workplace skill requirement, my current level of different skills, and the opportunities that can be availed through achieving certain skills have been considered. I need to develop the following skills to ensure a prosperous future 

· Communication skill
· Decision-making skill
· Team working skill
· Time management skill 
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	Skill
	Current Status
	Target Status
	Required Action
	Target Date

	Communication
	Normal conversation
	Able to communicate a message effectively
	· Participate in various social and university activities;
· Making lots of new friends;
· Controlling emotion.
	Next Month

	Team
Working
	Working within my own pace
	Able to meet deadline
	· Able to work effectively without pressure
	Ongoing 

	
	
	
	· 
	

	Decision Making
	Can’t make instant decision
	Able to make instant decision
	· Learning different methods of decision making;
· Solving cases from various sources;
· Practising in solving day to day instances
	Next Month

	Time Management
	Failure to complete projects within the time
	Meeting deadline 
	· Learning and applying popular time management strategies;
· Undertaking and accomplishing projects;
	Next month
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There is competition everywhere. One can make himself different in the business environment by developing certain skills. The required skills for every field aren’t identical that has been described in this paper. However, one can develop some soft skills that can be applied in most of the fields. The significance of some common skills of academic and professional has been thoroughly illustrated here. It can be said that it is quite impossible to ensure good career progress without mastering certain skills. 
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