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The report aims to evaluate personal employability skills by implementing the tools learned in the class like SWOT, PDP, time management, etc. The understanding of the job world based on the report of the recruitment agencies will be considered in the report. Furthermore, the reflection regarding the academic progress will be focused on in the report. 
[bookmark: _Toc58936271][bookmark: _Toc59700256]Analysis of the Employability Skills 
 Employability skills denote the core attribute and traits that are required to maintain competitiveness in the workplace (Bennett, 2018). Moreover, Employability skills demonstrate the range of skills as well as behaviour that is necessary for getting the job. It can be observed that employability skill includes soft skills, work-readiness skills, foundation skills that help to communicate with the co-workers and support the existing process of the organisation. Employability skills allow individuals to understand the role and responsibility required in the workplace by making responsible choices. The employers used to value the Employability skills that support the organisation in dealing with the multiple stakeholders and enhances the performances. 
· In the case of the Foundation skills, one has to remain organised and must have a positive attitude towards the work. The individual has to exert a high level of effort as well as perseverance to support the work culture of the organisation (Bradshaw, 2015). Furthermore, flexibility and adaptability by nature are highly important to support the competitiveness of the organisation in attaining the organisational goal. 
· Secondly, the interpersonal skill of the employees by respecting the seniors and work closely with co-workers is important. The responsiveness of the individual in attaining the feedback of the customers is highly needed. Moreover, one has to remain open in taking constructive criticism and participate in the conflict resolving process. 
· Thirdly, Communication skill supports the individual to share and receive the information efficiently. Moreover, individuals working on the development of employability skills have to focus on fluency level, writing techniques, and presentation approaches. Furthermore, clarity in the message and asking for feedbacks are an important part of communication skills. 
· In regards to problem-solving and critical thinking skills, an individual has to accept the change and focus on the solution to control the resistance. Deeper insights into the problem and showcasing the commitment to solving the problem are required as a part of the employability skills. 
· Lastly, Professional skills enhance the greater employability skills that help to get selected in the desired career choices. It can be observed that individuals having consciousness towards the career development aspect can support the learning process (Nabi, 2017). Career development is one of the requirements that reflects the self-awareness of the individual towards the specific industry and field. Furthermore, the leadership skills enhance the influencing capability of the people to support the co-workers or subordinates in attaining the targets. The leadership skill demonstrated the efficiency of the individual in simplifying the complicated process and accordingly motivate the people to follow the change. 
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Personal SWOT analysis is the framework that allows the individual to identify the core strengths and weaknesses (Harrison, 2017). Furthermore, the matrix is also helpful in analysing the possible threats and opportunities related to career choices. 
In the context of the current aspect, my career choice is focused on the retail sector by reaching the position of store manager. However, to reach the target, I have to develop my experience and employability skills that I am lacking with. Based on my current competency level, the following SWOT analysis is being undertaken: 

	Strengths
· I have a basic understanding of retail operation as I used to work as a retail executive for 4 years 
· Working with the customers closely has enabled me to understand the current taste and preferences 
· I am flexible and adaptable by nature to undertake the change in the organisation 
· I have undertaken a basic IT course to improve my IT skills 
	Weaknesses
· I am not able to manage the time as I am unaware of the time management techniques 
· I have to improve my communication skill by working on my fluency level
· My presentation skill needs further improvement to persuade the audience 
· I have to acquire advanced knowledge regarding the IT applications 

	Opportunities
· The retail sector is one of the fastest growing sectors as it is related to the basic needs of the people 
· The online sales of the retail sector are growing rapidly due to the high demand of the customers 
· The retailers operating in the market is providing a competitive pay scale to the employees 
· The dynamic business environment is supporting the individuals to focus on the leadership skills 
	Threats
· The work pressure in the retail sector is always high and requires extensive effort to achieve the target 
· The frequent change in the taste and preferences of the customers will require high flexibility while working in the retail sector 
· The unbiased performance rating system and workplace politics can damage the career progression 
· The work-life balance is the retail sector is challenging due to the high-stress level 
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Time Management skill supports the individual in tracking and organising the activities based on the priorities (DiMauro, 2018). Based on the personal SWOT analysis, it can be determined that I am having a deficiency in managing the time due to my nervousness and inefficiency to break the task into smaller components. As a consequence, I missed the deadlines and accordingly reduced my credibility in the project. In the case of Time management, an individual can sort out the activities based on urgency and importance. Moreover, the Time management matrix helps to organise and sort out the activities based on the priorities. 
	
	Urgent
	Not Urgent

	Important 
	· Managing the crisis or uncertainties developed in the work process 
· The nearest deadline-driven projects are emphasised in this box 
· The last-minute checking and monitoring of the activities before the implementation are observed 
· The activities recorded in this cell will be attained in priority 

	· I will explore new opportunities to develop my career prospects 
· I will undertake long-term planning by focusing on my career development 
·  The priority on personal growth will be considered 
· The tasks that are recorded this cell need equal importance as it is related to the future career prospects 

	Not Important 
	· The cell will elect all the delays due to the uncertain interruptions 
· It is required to allocate the responsibility to others based on the availability. 



	· The activities are not useful
· The priority given to such items need to be reduced 
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The processing of personal and professional development planning is effective for the development of career and the skills of personal life. The following development plan will be helpful for the achievement of becoming a retail manager by acquiring all the necessary skills and competencies. The SWOT analysis has helped to figure out the advantages and adversities which will be helpful for the portrayal of the professional development planning. 
Personal development planning

	Skills 
	Activities to be undertaken 
	Resources to be used. 
	Criteria for Success 
	Timescale

	Communication
	 I would like to interact with all kinds of common people for understanding the process of communication. According to the necessity of the situation, I will be improving my communication skills for developing the level of my fluency. I would also like to go through different interactive seminars and meetings to develop my level of confidence in speaking.
	Different kinds of online classes will be helpful for the development of interaction skills. I will also follow my predecessors to understand the way of communication with everyone.
	I will be confident enough to interact with everyone and make them satisfied with my information.
	6 months

	Time management
	According to the necessity of the emergence and the area of work pressure, I would like to focus on the area of implementing different kinds of time management strategies. Different kinds of real life examples and several internet sources would be helpful for the activities of time management by following all the standards. 
	Different kinds of journals and books will help to understand the theories of Time management. Different online videos and tutorials will be helpful for the management of time by following the emergence of the work. The creation of a proper schedule and time table would also be effective for the time management.
	I will be able to manage all my works within proper time and all the services will be accurate and punctual.
	4 months

	IT skills
	 The role of a retailer manager is to look into the services of the customers by maintaining the flow of the services. I would like to go through different kinds of internship activities to up skill myself towards the knowledge of computer and Technology. 
	I have decided to join a computer course to learn the basics of IT skills. It will be helpful for developing my skills and competencies in computers and technology.
The training session for understanding the operations of the technology will also be helpful.
	I will be able to perform all the computer activities with confidence and will also be able to perform all the technological operations.

	3 months

	Presentation Skills
	The presentation skills of myself will be developed by going through a range of videos and presentations. It is necessary for me to understand the process of doing presentations in a clarified manner to make everyone understand the theme of discussion. 
	 The process of demonstrative presentation would be learnt from the several PPT videos and demonstration lectures. The process of executing several pictures will also be learnt from the tutorial videos to make the presentation attractive towards the customers.
	I will be able to deliver attractive and informative demonstrations towards the customers to make them convinced about the effectiveness of the theme.
	2 months

	Customer service management 
	In order to compete with the competitiveness in the market, I have to develop the customer service skills of myself. I will go through several journals and management skills by going through several journals and open sources. Different types of skills and strategies are effective for the overall development of customer service skills. The feedback of the customers and the demands of them will also be followed properly for the management of customer service.

	Several articles will be followed for understanding the pulses of the customers. The process of learning the etiquettes would also be effective for the management of the services of the customers.
	The customer will be satisfied with the services of the retail store and I will also be able to make everyone satisfied. The feedback from the customers will also be positive.
	



[bookmark: _Toc59700260]Importance of the job role
The role of a retail manager encompasses a range of responsibilities. A retailing Store generally provides all kinds of necessary items under the same roof. In order to fulfill all the necessary criteria of a retail store, an individual needs to learn a lot of things to manage everything properly. At first it is necessary to go through several advertisements for identifying a proper and suitable workplace. Different kinds of job portals like LinkedIn, Indeed are there to be followed for figuring a proper workplace (linkedin, 2018). A range of proficiencies are required for the fulfillment of the job role. The process of leading a team would also be necessary for the post of a retail manager since all the necessary areas are supposed to be covered by the manager. The maintenance of the supply chain would also be required for the maintenance of the floor of the business (Wu, 2017).
[bookmark: _Toc59700261]Reflection on the academic progress
According to the area of employability skills I have understood that transferable skills are necessary for the process of being employed. The learning areas from this module has persuaded me to understand that the skills of employability are necessary and related to the criteria of the job role. Some precise skills and competencies are required for the desired job role of an individual (Cottrell, 2016).
I have also identified the job role of being a retail manager by going through a range of job opportunities. My SWOT analysis has helped me to figure out my advantages and adversities and the professional Development Plan would definitely be effective for the repairing of my loopholes. I have also found that different online sources will be helpful for understanding the facts of presentation. The analysis of the employability skills and the area of the time management skills have helped in the development plan for the overall development of professional and personal skills and competencies. 
[bookmark: _Toc59700262]Conclusion
At the end it is identified that the employability skills are necessary for the development of personal and professional life. The understanding of the academic progress and the necessity of employability are known in this module by going through the area of professional development plan.
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