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INTRODUCTION

This report discusses a range of key skills that are necessary within an Academic and an Employment setting. Academic and Employability skills are key skills that are applied by an employee or a student, that is useful in those settings. Based on each skill, I will identify areas that require improvement using SWOT analysis and create a Personal Development Plan (PDP).
SWOT ANALYSIS

SWOT analysis is used by individuals and organisations to identify their Strength, Weaknesses, Opportunities and Threats. 
Strengths

1. Time Management

2. Communication
3. Research Skills

4. Note Taking

5. Adaptability

Weaknesses
1. Negotiation
2. Technology Use

TIME MANAGEMENT
Time management is the ability to manage time effectively when handling multiple tasks in order to achieve a desired outcome. Effective time management is not only essential in the work and academic environment, but also in the home life where time is a limited resource due to juggling family, housework and social responsibilities. 

A student is expected to complete assignments on a term by term basis by a given deadline. It is imperative that University, home, work and social time is well managed to ensure there is a healthy balance and to prevent anxiety and miss deadlines. Poor time management has been linked to attention problems. (Abikoff et al., 2013; Barkley and Fischer, 2011 cited in Malatras, et al., 2016). Therefore, it can be inferred that successful academic performance is dependent on effective time management practices. 
Time management is important in the work setting because crucial deadlines may be missed and work may pile up, leading to poor performance reviews and in some instances lead to disciplinary action. Employees may experience increased workload, greater time pressures and increased stress when employers/organisations have sought to increase productivity and reduce costs.  In an effort to maintain a work/life balance, individuals may become overwhelmed, which may result in high absence. It is therefore essential that individuals manage their time effectively. 

Based my own experience, time management is an essential skill as a mother and a student. In order to maintain family routines and stability within the home, I have needed to effectively practice time management skills. These daily routines include meal planning, laundry, housecleaning, family time, assignment writing and University classes- all of which requires planning and effective time management. This means that on a day to day basis, I set goals and schedule times for family routines, and for University work completion. If time management is not effectuated, one or the other would suffer.

Given the current epidemic with Covid-19 where the whole family are at home, all the time, it has become crucial to adapt and apply effective time management principles where the balance has been so severely disrupted. I have adapted Pareto’s principle – the 80/20 rule in my daily routine and this ensures that I do not burn myself with poor productivity end results.
COMMUNICATION
Communication is the ability to use available means to transfer messages between individuals. Effective communication is a basic prerequisite in employability. Communication, which is considered a soft or basic skill, is different to technical, professional and hard skills, but is complementary to these skills, which are required for executing tasks successfully (Marjanovikj-Apostolovski, 2019).
Good communication skills are necessary for university because of the various interactions that occur there, whether between lecturer, student or staff. Students are culturally diverse and so it is important to that we understand how to communicate on order not to offend. It is also important to recognise that each student in university is at a different level of academic capability, and so being able to communicate well on different levels is essential. 
As previously mentioned, communication works hand in hand with other technical and professional skills. In the workplace an employee will be expected to carry out various tasks which will involve utilising effective communication with colleagues. This can be challenging at times due to cultural and social backgrounds. However, in order to maintain good work ethics, an individual is expected to communicate or treat their fellow co-workers with respect and dignity, though their means of communication.
I believe I have good communication skills because I am able to speak clearly and concisely when expressing my thoughts. I take into consideration my audience and adjust my approach and delivery accordingly. I communicate well with my fellow university students when working in groups, as I am able to define objectives that everyone can understand as the team leader.
RESEARCH SKILLS

Research Skills is the ability to collect and analyse data on a given topic, using various sources such as books, journals and articles. Effective research skills will result in a deep understanding of a given topic following thorough reading and understanding of the relevant literature. Based on this the student is able to provide an insightful conclusion linked to the concepts of the assignment/research.

Research skills are important in an academic setting because this forms part of the student’s tasks and expectations in the classroom. Two essential study skills as descried by Cottrell (2019) are: ‘independence’ and ‘the ability to work things out for yourself’. Therefore, (in comparison to lower level education), university level education requires that students carry out independent research for their learning objectives. A student must adapt excellent research skills in order to successfully achieve good grades at university.
Although research skills may not come naturally to some new University students, it is a skill that can be learned and developed over time. According to McCarthy (2015), by applying the self-determination theory in the classroom, a student is able to develop their competence as well as boosting motivation. Other studies have shown that by practicing frequent discussion, reading and writing exercises, a student can develop their critical thinking ability, along with information literacy (Gray et al., 2015).
Certain occupations require research as part of the job description. For example: Lab scientists, Clinical Academics and Business Owners conducting Market Research. A lab scientist and a clinical academic is expected to have good research skills because their roles entail vital medical research into preventing, diagnosing and controlling infections. During the initial stages of planning a business venture, an entrepreneur normally carries out market research to assess the viability of the product they intend on selling.

I believe I have research skills because of my ability to work independently and read and understand journals and form a conclusion based on what I’ve read at university. I am able to scan through multiple relevant documents, deciphering key information necessary for research assignments. As I progress further into higher education, these skills will increase and improve.
NOTE TAKING
Note taking the practice of recording key points of information in a systematic manner. It is a strategy for making information meaningful. It is a tool that helps a person to remember and encode information effectively in the memory. 
Note taking is likely the most commonly used study strategy. Taking notes as an academic student provides a written record, helps to organise and understand material, to provide verbatim record and to help put the information in one’s own words. A student will normally record key and important points from a lecturer’s class/presentation. They will use note taking skill to condense large amounts of information into bite sized memorable chunks.

Note taking at work is important to ensure that the worker does not forget important details. Note taking is effective when producing an accurate minutes after a meeting. In examples of project management, where there are multiple tasks, note taking can keep you on task and increase productivity and thereby reducing stress.
I have this skill because I am able to select/pick out the most important information and applying it appropriately. The strategies I use in class for note taking include highlighting, underlining, using headings and summarising. This technique has proven effective for me as I am able to understand go away after a lecture and complete the set task.

Although I generally use Linear note taking, I will at times use Diagram note taking when it is necessary. For example, when needing to brainstorm or show a timeline or method then I will use a diagram system. When taking notes where there is limited time, perhaps watching a video, I will use symbols and abbreviations where possible.

ADAPTABILITY
Being adaptable means having the ability to adjust to unforeseen changes in a given setting. Having adaptability skills means staying calm under pressure when changes arise and are unfavourable. Wade, A (2019) asserts that adaptability skills will be of paramount importance given the technological advances, where artificial intelligence replaces many jobs.
Individuals entering higher education automatically initiate a drastic adjustment in their day to day life. A student’s success will be dependent on their ability to balance their academic, home and social life. A student will also be expected to adjust to different learning styles, for example, incorporating the use of modern technology and working in teams to complete assignments.  Implementing adaptability skills at university will be key in preparation for the labour industry ahead. 
Digital Technologies has had a significant impact on the workforce, whether by complementing or by substituting workers. As a result, this has triggered a change in the required employability skills. Studies have concluded that due to this rapid development in digital technologies, individuals will be strongly linked to his/her adaptability skills. (Jandric and Randelovic. 2018)
With the current situation of the global pandemic, our lives have been drastically adjusted. We no longer attend a university compound but continue to have classes at home via the use of modern technology. I have displayed effective adaptability skills in that I have been able to successfully complete my assignments using new platforms. In addition, where I am not able to visit the library to get resources, I have now adapted to and successfully employed the use of the online library system.
WEAKNESSES AND PERSONAL DEVELOPMENT PLAN (PDP)
NEGOTIATION SKILLS
I do not have very good negotiation skills because I enjoy making my own decisions. However, I perceive that negotiation skills are important to have, especially as a student at university, who must work in group settings. It will also be an essential skill to have in the future when I am a business owner with employees. Therefore, I intend to improve this skill by intentionally including myself in situations where I have to negotiate. I will read more literature about negotiation and team working, which will allow me to be more understanding of others view and more flexible in terms of decision making. Watching videos on the topic may also be useful.
TECHNOLOGY USE
It is imperative that I improve my technology use in this rapidly changing digital society. As technology advances, it is important to have an understanding of the essential modes of technological communication, especially being a student who intends to start their own business. Society is permeated with all sorts of modern technology and unless we keep updated, we will get left behind. Therefore, I intend on taking short courses and keeping myself up to date with the latest technology and putting these training in practice, with my university work.
CONCLUSION
The purpose of this report was to analyse academic and employability skills and how they relate to me. In my self-analysis I was able to fully scrutinise my strengths and my weaknesses, which in some cases quite informative. Pursuing this university course has revealed skills which I was not aware that I possessed, such as research skills. Other skills discussed in this report were adaptability, communication, note taking and time management. Although I have noted my weakness, it does not necessarily mean that these skills are not used and cannot be improved.  From my overall observation of writing this report, it became clear to me that many of the skills were closely linked and that academic skills cultivated at university are a precursor of transferable skills relevant to the labour market. Therefore, I can conclude that all skills mentioned are essential in University and the workplace alike.
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