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[bookmark: _Toc28264523]INTRODUCTION
Employability skills can be termed as those traits or skills that should be inculcated in every employee of the organization so that the smooth functioning of the organization can take place. They are also termed as the general skills which work desirable for the organization as well as for an individual. With the help of these skills, problems could be solved effectively as well as the knowledge could be implemented within the operation of the organization. The report includes an analysis of the academic as well as employability skills that is must within the individual for their personal as well as professional growth. Apart from this, the report also includes the significance of various skills such as communication, interpersonal as well as problem-solving skills that should be included within an individual for its further improvement and progress.
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LITERATURE REVIEW
According to Lowden (2011), employability skills also include professional skills with the help of which success could be observed within the organization. They are the transferable skills since they can be implemented in every organization and structure. For an employee, there are various skills through which their selection within the organization can take place and therefore it is very essential for them to gain knowledge about various skills and work towards them in an effective manner to have personal as well as professional development. Teamwork, great thinking skills, and ethics are some of the main skills that are necessary to be developed within an individual to have progressed further. 
According to Hussain (2010), employability skills can only be obtained if an individual understands different perspective effectively, organize and plan the study undertaken by them, manage the time accordingly as well as work towards it. The critical analysis should be undertaken by the employees as well as by the individual so that they can make further improvements in their skills and attain more knowledge about the business environment.


PERSONAL DEVELOPMENT PLAN
	SKILLS
	TIME FRAME
	EFFORTS TO ACHIEVE
	SUCCESS CRITERIA

	COMMUNICATION SKILL
	2 WEEKS
	For making improvements in my communication skills I would make sure that I interact effectively with my subordinates as well as with the superiors. I would also attend various lectures and seminars related to my work so that interaction could be initiated by me at the place (Kurtz et al., 2017). 
	By looking at the proper implementation of plans and strategies determination of communication skills could be made.

	PROBLEM-SOLVING SKILL
	3 WEEKS
	I would make sure that I first analyze and determine the problem and find the root cause through which the problem is taking place and then would make effort to overcome them (Hesse et al., 2015). I will also ensure that I read various inspiring books and articles of great leaders and managers so that I can gain knowledge about how to solve the problem.
	By collecting the feedback from the superiors authorities regarding the work done by me, I can know improvement in my problem-solving skills.

	TIME MANAGEMENT
	2 WEEKS
	This is another main skill that I need to improve so that the work undertaken by me could get competed on time effectively. I would make sure that I a lot of proper time for the activities undertaken by me based on their importance and priority.
	Completion of work on time would help me know that an improvement is made by me in my time management skills (Karim and Kandy, 2011).

	LEADERSHIP SKILL
	4 WEEKS
	I would make sure that I delegate the work to others based on their skills and talent so that completion of the activities could be done in a better way. Apart from this, I would also evaluate the knowledge and skills of other individuals and a lot them the work (Puccio et al., 2010).
	By looking at the completion of the task in an effective way by individuals, my leadership skills could be determined.

	PRESENTATION SKILL
	2 WEEKS
	To make improvements in my presentation skills, I would practice on a particular topic so that I could attain fluency in it as well as adjust to the surroundings where presentation has to be given by me. Apart from this, I would be more positive in my thoughts and action and meet people around me politely. 
	An improvement in my skills could be seen if the people to whom the presentation was delivered gain some useful knowledge from it.

	TEAMWORK SKILL
	3 WEEKS
	Another important skill that I need to develop within me is teamwork skills. I would make sure that the work delegated to the team members gets fulfilled on time so that the objectives could be achieved in a better way (Dettmer et al., 2013). Apart from this, I would encourage the other subordinates so that productivity could be improved.
	By looking at the employees as well as individual satisfied and happy evaluation of these skills could be made easily.

	Organizational SKILL
	4 WEEKS
	For making improvements in my organizational skills, I would try to stay focused on the activities undertaken by me so that effective results could be obtained. I would also meditate and try to keep my mind calm so that the effectiveness of my work could be observed.
	By looking at the progress and development, skill evaluation could be made.

	NEGOTIATING AND PERSUASION SKILL
	2 WEEKS
	I would make sure that no conflict or disagreement takes place within the operations of the organization and help the other members attain a common objective and work towards it. Apart from this, I would also make improvement in my communication skills and try to gain a win-win approach so that all the employees feel happy and satisfied with their job role (Maaravi et al., 2011).
	By making the employees happy with their work and increase in productivity as well as profit, evaluation of this skill could be made.

	DECISION-MAKING SKILL
	3 WEEKS
	I would ensure that the decisions taken by me are made on the basis of my observation and analysis of the problem (Schweizer et al., 2011). Apart from this, I would also read the articles, journals and magazines wherein decisions taken up by leaders and managers could be seen and which can be implemented by me in my work.
	Effectively solving the problems arising within the organization will help know the effectiveness of the decision-making skill.



Communication skill: Through the researches undertaken by me and the activities conducted in the class, I got to know that communication plays a very crucial role in the success and growth of an individual. From the feedback I got from my teacher, I had to make an improvement in my communication skills so that I can gain useful knowledge from others which directly would help me in building up my career. 
Problem-solving skill: Without solving the problems, progress could not be measured accurately and so I need to make sure that I critically determine and analyze the problem and look towards its root cause so that I could be solved effectively. 
Time management: Managing time is another important skill that should be improved by me looking at the feedback I received. I had to allot proper timing for the work so that it could be done on time and effectively without any problem. The activities provided to me would be completed on time which in turn would help me in my further growth and progress.
Leadership skill: From various articles read by me which were based on the employability skills, I got to know that leadership within an organization plays a very crucial role in today’s scenario. Delegation of the work to the employees and subordinates after analyzing their skills and talent is very important. By gaining effective leadership skills and implementing it, it could benefit the organization as well as can help in personal growth and development.
Presentation skill: Presentation of the ideas and knowledge to the other members of the organization is extremely important. Through the researches were undertaken by me on the employability skills, presentation of the ideas, skills, and knowledge is very crucial for personal as well as professional growth.
Teamwork: Another important skill that should be noted by an individual within the organization is working in a team. Through various researches and articles related to employability skills, working in a team allows an individual to make improvements and develop their interpersonal as well as professional skills by encouraging the team members in attaining the objectives set. 
Organizational skill: These skills would help an individual in concentrating on a particular task and give their best efforts towards it. No employability skills could attain success and growth without maintaining focus and concentrating on the various aspects needed within the operations of the organization. 
Negotiation and persuasion skill: By having this skill within the operation will help an individual as well as the organization in overcoming the problem of disagreement and conflict. With the implementation of this skill, further growth and progress can take place. 
Decision-making skills: This skill is one of the most important skills that need to be undertaken to make others happy and satisfied with the working of the organization. The decision made should fulfill the needs and requirements of the target so that the positive environment could be created. After analyzing and determining the situation decision should be taken.   


[bookmark: _Toc28264525]CONCLUSION
Form the discussion made in the above report it can be concluded that employability skills play a significant role in making improvements in personal as well as professional skills. Skills such as communication, teamwork, decision-making, problem-solving as well as presentation skills should be well implemented by an individual so that they could effectively run the organization as well as their personal life. With the help of a personal development plan, an evaluation could be made as to what are the changes that need to be implemented within the individual looking at their performance.    
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