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Introduction
This is the world of competition, everyone wants to get the best place to work & wants to achieve the highest rate of success. As I am a graduate, I am also a part of this competition & I am going to discuss what type of skill I have or what I need to achieve to get more success in my job life. All the employers want the best employee with the best result but only a few have the best quality to show their differences in the world. There are different types of skills a person has to gather to achieving the highest success rate in their life. In a recent survey, most of the researcher has found that gather the best professional & academic skill differentiate a person from others. Different employers offer different types of advertisement to collect the best employees for the organization & they just think about the quality of an employee (Catharine M. -2014).




















Employability Skills That I Have
Different persons have different types of quality that won't match with one another, I have some skills that I think I can do something better for any organization that HR are mostly looking for. I have gathered these skills at the school time, college & university life. There are different types of duties that I have gone through & I think doing these duties have helped me to enhance my personal development. 
As an employer I think I have these qualities so that I can do something for the organization:
When I was in school & college, I was in a group where I have learned about organizing different types of the program & I think it will help me to do the efficient task in an easy way. I did all the task honestly, also I tried my best to get the efficient result. 
In my university life, I have gathered different types of skills from my teachers & by doing different types of task that were relevant to my course. Different types of case studies helped me to learn practical knowledge about a different successful person & solving different problems as a class work I have learned how to manage other people as a leader.
Working as a team on different tasks helped me to gather how to manage other people by group working. When all the members of teamwork well then, a team become automatically successful. 
I have played different types of games in my school, college & university life that helped me to enhance my body exercise with proper team spirit. Playing different types of games helped me to learn team working & it makes refresh my mentality. 
I was members of different types of clubs, as working a club member helped me to organize different types functions or programs in the university. The different club has different types of works that they want to perform on the basis of their requirements. They helped me to learn about functions of different institutes, follow a routine life by working or reporting to the senior members.








Employability skills that I need to gather
There are some other qualities that a person has to gather which will help to get the most efficient job. Everyone is not perfect, as a human I have some lacking too. I think I have some limitations which are making a problem to get the best job.
As I am a fresher I have some lacking on gathering or having a limitation of experience. I don’t have experience which will increase or help me to get the job quickly. To do this I must have to look after for gathering proper experience that will increase my chances of getting the best job.
IT knowledge is the most important part as well, I think I have some limitations of IT knowledge. I need to gather this knowledge to get the job more easily, having the proper knowledge enhance the chances of getting a proper job at the proper time.
I need to increase some of my personal skill as well which will enhance the chances of getting highest success rate in any organization. Personal development skills are related to motivational power as well that increases the communication power of any person.

















Experience & attributes that are important
There are different types of personal experience, personal attributes are important to make the employer impress for getting the perfect job. As an employer I know the importance of personal experience, it makes a person different than others. 
I have gathered some personal experience when I was working in the different organization as a part-time worker or teacher’s assistant. These help to learn how to manage other people or how to motivate others to get the best of them. Below are the skills that are important for any individual:
· Do the task that is relevant to the job responsibilities.
· Follow up day to day task & make another person motivate to find out best of them.
· Honesty helps to work in the most efficient way.
· Find out the effectiveness of the work & report to the higher management about the overall task.
· The team working or team spirit makes the impossible work in a possible way.
· Personal handling capability increases the chances of reducing the competition inside the organization.
· Job experience helps to make positive changes to get any job easily.















Personal Achievement
During my student period, I have gathered a lot of experience regarding a different situation that is important to get the better post in terms of employability skill. I have participated in different programs that are held at my university and other institutions. I have got lots of prizes during my study period that build up my inner motivational power.
I have some experience working as a part-time employee in the different organization, that helped me a lot to increase my personal skill in a different segment. That is helped me to learn about the different environment of working. 
During my study period, I have gathered good marks in all examination. So, I am confident to get a proper job for me. I have enough training from a different organization, which will enhance my skill in terms of different scenario.



















Soft and hard skill
Skills are an important part of any employees, it makes different than other & enhances the chances of getting the desirable jobs (Cottrell, S. - 2010). Different persons have different types of skills that are they learned from family & friends or from other institutions. Soft & hard skill are the types of skills that are needed for any employees.
Soft Skills
It means personal skills that make or influence someone with various types of quality. Soft skills are very important for any organization. It helps to maintain proper relations with other employees in the workplace. Here is below soft skill that I have:
· Personality: Strong personality makes someone eligible for any types of work. While working in an office with a team there must be a good person with honesty & motivated to do some work. I have the strong personality to perform my task with other employees of the organization.
· Relationship: Maintain proper relation with all the employees of the organization makes not only the work easy but also it helps to make strong bonding with all the other people (Corfield, R.  – 2006). I can easily make a good relation with other people so I won’t face any problem to make a good relation with all.
· Communication: Communication is a great part of human life, to do any task there must need proper communication. Building a strong communication with all makes work easier in terms of any situation. There are different types of communication way that are needed for office work.
· Social: Everyone has to maintain the norms, values of the society or their working environment. There are different types of social roles in different social, to do the job properly everyone has to follow the roles.
· Attitude: Attitude or behavior are the major part of human life, how someone behaves with other is makes different in terms of their lifestyle. Attitude defines how someone behaves with other people.

Hard Skills
Hard skill is the skill that is written in the job description requirements. These are called as the judgmental skills as well, as managers or HR of the organization always look after about the hard skills of the employees (Hansel & Lord- 2011). They measure employee’s performance on the basis of hard skills. I have some hard skills that make me different from other people & I can easily beat others for these skills.
· Computer knowledge: This is the world of technology & everyone must have to gather the computer skills. It helps to do a lot of task within short period time, I have this skill & I can easily operate any computer in terms of hardware or software.
· Language Training: Different types of language training makes someone well performed in terms of any scenario. It helps to gather what are the speaker wants to say in the certain situation. 
· Technology: Technology is giving us different types of new things, which is very important for any organization. to compete with other job candidates having proper knowledge of technology is a must. I have some knowledge of different aspects of the technology.
· Management & Planning: Managing other people is not that much easy, is has some skills as well. a person won’t be mange if he or she gets motivated the leaders or managers. There must need proper planning as well to get the fruitful results in terms of any scenario. I can easily manage other people that I have learned during my part-time job, I have also learned how to plan for different hard time.



















Theoretical & Practical Knowledge
Theoretical & practical knowledge are the important skills that define a person on different aspects of life. I have gathered lots of knowledge regarding theoretical & practical aspects of life. These skills or knowledge are making the way of working easily on the different hard situation of my working period.
There are different types of tools that are required to gather to solve any problem in the easiest way. These tools help an individual to perform on the easiest way. SWOT analysis is the tools that help to find out the strength, weakness, opportunities or threats of any person or organization. 
To work on an organization every worker must have the capability to work under pressure. This helps to build up a strong personality or strong knowledge of any situation & can solve any problem very easily.
The different organization needs different types of theoretical knowledge, marketing organizations need the skillful employees who have a strong background in marketing. They need to gather different aspects of marketing. On the other hand of any IT skilled full person needs for an organization, there must need SEO skills, knowledge of different online tools or many more. For an accounting people, he must have the ability to gather knowledge on different roles of accounting, tracking or managing all the accounting related tasks.














Personal Development
Personal development plan means planning of a certain scenario of an individual. There must be proper planning in terms of short or long terms plan, which will find out what an individual wants to be at the certain stage of life (Ransel S. - 2012). It also finds out regarding the success rate of the individual. There is some process regarding the personal development plan, certain stages must be followed to build up a strong personal development. First of all, there must be set up proper goal & then proper actions or steps should be followed by to reach the goal. 
I have my own planning in terms of my personal development that I have shown in the appendix of this research. 
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Appendix
Personal Development Plan

	
	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 1 - My Goals

What are the overall goals that I want to accomplish in this time period?

Example: become a Student Affairs Officer; learn computer graphics
	I want to complete my training in different subjects.
	Will gather some knowledge on different work.
	Will start work in an organization as a Manager.

	Section 2 - Skills and Knowledge to be Learned

What specifically do I need to learn? What project do I need to work on?

Example: Student advising; Banner; Dreamweaver; develop procedures manual
	I will learn about the accountability & manage of different people.
	Will hire people in the place I am working & manage all.
	Will start to gather proper knowledge for opening my own business.

	Section 3 - Next Steps

How am I going to acquire the skills and knowledge? How am I going to do this project?

Example: take Dreamweaver class; do an informational interview; set up a project outline
	Will acquire proper skills & knowledge on the basis of my project.
	Wil goes directly as a field survey on the basis of my own business firm.
	Do proper research & acquire proper people for the organization.


Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 4 - Resources What resources do I need? Example: free time; funding
	My own savings
	Collect from other sources or family members.
	Loan from Bank.

	Section 5 -  Time Schedule

What is my time schedule?
	Study: 2020
	Job seeking: 2020
	Business: 2025

	

When will I start?
	2023
	2022
	2023

	

When do I expect to finish?
	Business tasks by 2024
	All the financial tasks by 2023
	Acquire all business procedures 2024

	Section 6 - Completion

When have I completed each step?
	□ 2/23/19	
Date

□ 1/24/20	
Date

□ 3/27/23	
Date
	□ 3/23/19	
Date

□ 2/15/20	
Date

□ 2/12/23	
Date
	□ 12/10/19	
Date

□ 5/17/20	
Date

□ 1/1/25	
Date
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