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1.0 Abstract (summary)
This report is written to examine and reflect upon my learning journey by highlighting my current study and academic skills and to identify key skills that are vital to my chosen vocation. The extensive research made, and in-class exercises carried out during the study was used to discuss the findings and various ways I can gain confidence and competence from developing the skills needed.

2.0 Introduction
This report provides information and evidence gathered over the course of first term of my learning journey at the university. It serves as an evaluation of my current academic and employability skills and how I can develop them further. it also identifies the relevant skills that needs to be acquired and developed in order to be successful academically and at my chosen career. As an aspiring Coaching and Project Management Professional, it is imperative that relevant skills required for high performance are identified and intentionally developed. According to (Morgan, 2017, p.19) it is important to develop one’s skill because in the field of management, employees who refuse to develop skills they need soon discover that their career prospects decline, and also, failure to develop appropriate academic skills leads to poor performance at one’s study.
2.1 Definition and types of skills:
According Doyle (2016) a skill set is a distinct class of knowledge, abilities, and experience vital to carry out a task.
 Furthermore, three types of skills were identified. These include.
· Soft skills which are interpersonal and people skills. 
· Hard skills are specialised technical knowledge and abilities needed for a job.
· Transferable skills are skills that can be used in various roles.
2.2 Terms of reference:
This report is written by referring to published literature, in- class exercises done over a period of the first term. The investigation carried out will be read by my lecturer who will use the findings to assess my progress regarding my academic and employability skills. It will also be used as a self- evaluation tool and as a material for reflection on my learning journey.





3.0 Methodology 
This report was prepared by reviewing and appraising all the in-class exercises done during the term. A list of scanned copies will be attached to the report. Skills self-assessment exercises were completed using questionnaires found in the book ‘The Business Students Guide to Study and Employability’ (Morgan, 2017). Course modules were reviewed week by week. Extensive research was also carried out to gather necessary information about the skills needed to be well positioned academically and as a successful employee in my chosen career. Three articles that relates to Project Management and Coaching were examined while preparing for this report and will be attached to lend further insights into the skills required for success in my chosen profession.
4.0 Results (Findings)
In analysing and collating the results for the appropriate academic and employability skills I possess now, and the ones that need developing; it was necessary to begin by first deciding on what my academic and professional goals are.  
4.1 Personal Development Plan (PDP)
  This investigation was conducted using a personal development plan (PDP) to identify and determine the unique set of skills that will be required for my chosen career. Personal development planning (student learning development, 2019) defines Personal development planning as a process that enables an individual to engage in independent thinking and planning for personal, academic and career development. In other words, a personal development plan helps to set important goal and shows how to achieve it.
 Findings
 With the aid of a personal development plan (PDP) conducted during the in-class exercise, the results showed my short-term goal is to acquire new employability and academic skills whilst sharpening existing ones. Mid-term goal is to attain a Certificate in higher education: Skills for the Workplace, while my long-term goal is to complete a degree programme in the university and work towards becoming an expert in my profession of coaching and project management. The result also shows the necessary skills and knowledge to be learned and acquired for this goal to be accomplished. The skills required include:




	Academic skills
	Employability Skills

	· Teamwork
· Academic writing
· Presentation
· Critical thinking
· Research 
· Time management
· Note taking
· Referencing
· Paraphrasing
· Summarising
· Reading


	· Commercial awareness
· Written & oral Communication
· Problem solving
· Leadership
· Negotiation and persuasion
· Organisation
· Teamwork
· Active listening
· IT
· Time management
· Financial 
· Questioning
· Observation
· Client Relationship





Table 1 shows skills required for academic and employability success
It is important to note that some of these skills are transferable skills i.e. skills that can be developed and used across various situations for effective performance (Morgan, 2017, p.22).  The results from the Personal Development Plan also revealed the amount of time and resources needed for these skills and goals to be achieved. 

4.2 SWOT ANALYSIS
 SWOT analysis is a tool for self-evaluation used for the purpose of personal progress. This involves identifying one’s strengths and weaknesses and evaluating the opportunities and threats that are around. The table below shows the findings from conducting my personal SWOT analysis.

Findings:

	Strengths
· Professional qualifications in Prince 2, Agile PM and change management.
· More than 10 years’ work experience.
· Knowledge of project management and coaching.
· Passionate, visionary, determined & positive.
· Entrepreneurial & leadership skills.
· Quick learner and extensive reader.
· Creative & problem-solving skills.
	Weaknesses
· Lack of relevant university degree.
· Lack of experience in chosen profession (project management).
· Lack of skills in using relevant IT tools.
· Procrastination and losing focus.
· Disorganised.
· Lack of consistency and enough discipline.


	Opportunities
· Strong family support.
· Academic development & progression.
· Professional and academic network.
· Government funding.
	Threats
· Limiting beliefs.
· Poor time management.
· Competitive job market.
· Poor financial management.



Table 2 shows my personal SWOT analysis.




4.3 The Eisenhower Method:
Time management is an essential skill necessary for academic and career development. Without the proper management of one’s time, priorities are muddled up and there is no progress. Eisenhower method is a system used to arrange duties and tasks so that priorities are clearly known Nguyen (2012). The tasks are evaluated by categorising them into four boxes labelled urgent/important, not urgent/important, urgent/not important and not urgent/not important.
Findings:
The results from this exercise showed clearly identifies two things
· What tasks are top priorities and have high impact. Examples of these are school assignments and studying. These are the ones that needs focusing on and are vital in developing academic and employability skills and for the achievement of one’s goals. 
·  Activities that needs to be minimized and those that are a complete waste of time. Examples include shopping and spending too much time on social media. 



5.0 Discussion:
According to Cole (2019), the turn out rate of graduates are growing daily causing a high level of competition in the labour market. One of the suggested ways a prospective employee can stand out from the crowd is to acquire marketable skills. 
  The evidence from my findings indicates skills that are critical to success in my academics and chosen profession. While some of these skills are developed and some still developing, there are those that seem to be lacking and needs to be improved on in order to gain confidence and expertise in the field of project management and life coaching. 
Project management definition:
According to association for project management, 2019 project management is defined as “the application of processes, methods, skills, knowledge and experience to achieve specific project objectives according to the project acceptance criteria within agreed parameters. Project management has final deliverables that are constrained to finite timescale and budgets.”

Life coaching definition: 
According to the article ‘what is life coaching?’, 2011-2019 “A life coach is someone who looks to empower others by helping them make, meet and exceed goals in both their personal and professional lives.”



5.1 Time management skill
In the area of project management and academics, time management appears to be a foundational skill upon which other skills are developed. As a student, it seems time management is the first skill that needs to be addressed in order to balance work and family with study. Tran, L (2015) describes time management as the skill required to plan and organize the time spent on activities in a day. Goal setting, planning, and prioritising for increased efficiency are sub skills of time management which is a key feature of project management. Increased effectiveness and productivity are the mark of an excellent time management skill while a lack of effective time management can have adverse consequences on a project eventually. Since every project must be completed within scope, budget and time constraint for it to be deemed a success, efficient time management is a critical skill every good project manager must have.
The evidence of my findings in the personal swot analysis conducted suggests that I often procrastinate and tend to be disorganized. However, by using the daily and weekly to do list I was able to identify all my tasks, arrange them in their order of priority and estimate the time required for them to be completed. Tran, L (2015) also suggests that it’s important to remember that plans most time do not go according to plan. Therefore, constraints and time for unforeseen circumstances should be included in planning and project schedule. There are several time management tools used in project management. Gantts charts is a basic tool in project management to help schedule activities and apportion resources effectively.

5.2 Presentation skill
One of the core job description for a project management professional is the ability to give effective presentation since one will be dealing with stakeholders who needs to be provided with information, educated about a product, service or business opportunity. This is also an essential academic skill to develop for excellent performance in one’s study since there will be several class presentations done during the academic study. According to effective presentation skills (knowledgeHut, 2011-19) presentation is a one-to-many verbal communication method. It involves giving a speech or lecture that is designed to inform, educate, persuade, motivate, inspire or build good will.  
From the findings gathered in skills self-assessment questionnaire in the chapter on “presentation skills” (Morgan, 2017), the evidence suggests that I need to improve my level of confidence when I give a presentation and also to try and maintain a logical sequence to the content I am delivering. This can be achieved by allocating considerable time for rehearsal. Presenters identify what they can or cannot remember and are able to practice and hone their para-linguistic cues when they have rehearsed well (Morgan, 2017, p.185). Making sure I rehearse well before any presentation will boost my confidence, reduce my nerves and help me to deliver my content in a logical sequence. PowerPoint is a good basic tool that can aid in effective presentation.

5.3 Active listening
 Lee, 2019 states that ICF (International Coaching Federation-the main coaching body worldwide) identifies eleven core competencies used within today’s coaching profession. However, these skills are built on a core requirement skill in coaching practice which is active listening. Without active listening a coach cannot have a strong connection and rapport with their clients and this will inevitably lead to poor performance. Active listening requires total focus is placed on what is being said and how it is being said rather than just hearing the speaker in a passive manner (active listening, 2011-2019). Therefore, close attention must be paid to both the verbal and nonverbal messages coming from the speaker/coached.  In academic life, active listening is also a vital skill for academic success. It is especially useful in group work discussion and in class when the tutor is lecturing that utmost attention is paid to what is being said so that the student can understand what is expected of him/her.
Based on the premise that active listening is essential and useful in my academic and professional life, it is important that I develop this skill to the fullest. Some of the ways to do this is derived from the exercise in the book ‘the business students guide to study and employability’ (Morgan, 2017, P.266).
· Eye contact should be maintained with the speaker
· Question should be asked to make sure emotions and facts conveyed are understood.
· Make sure you understand what the other person says before they finish their sentence.
· Do not use facial expressions that suggests judgement.
· Summarise what the speaker has just said before conversation ends.

6.0 Conclusion
Developing my own academic and employability skills now is a highly important endeavour if I am going to be confident and competent in my chosen professions. Equally important is identifying the relevant skills that are critical to my academic and employability success. Overall, the in-class exercises, researches, lectures and this report has helped and still helping me to consolidate my learning journey in developing myself as capable prospective candidate for employment. 
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