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[bookmark: _Toc532995421]Introduction:
Academic skills can be termed as the skills which are required for pursuing higher education and for ensuring academic excellence in academic life. Academic skill is one of the most important prerequisites for better academic and professional life.Employability skills on the other hand, can be termed as the skills required to have excellence in a professional environment. There is a myriad of academic and employability skills required to have a sound academic and professional life. All these skills shape the way a person behaves in an academic setting and performs duties in a professional environment. This report is going to emphasizes on identification of personal skills by self-evaluation, different type of academic and employability skills, and other skills required to perform duties properly.
[bookmark: _Toc532995422]AC 1- Report
Identifying skills: Identification of academic and professional skills helps a person to set an achievable goal and attain new qualities for ensuring excellence.There are mainly six type of skills among them, basic skills, thinking skills, people skills and personal skills. There are various types of skills associated with these four skills(Swales& Feak,2017).In the following section, skills required for academic excellenceare identified.
Basic skills: Basic skills in the academic section can be termed as the skills to read write and understand what other people say. Reading, writing and listening skills are considered as the basic skills in the academic arena because without these skills, a student will not be able to attain academic excellence in higher education. Basic skills lay the base for a student to gather more skills(Shapiro,2011).
Thinking skills: Thinking skills of a student provides the opportunity to analyze things differently. Analytical ability of a student is one of the most significant skills that contribute to the academic perfection.In higher education, reading writing and listening skills are not enough to secure academic performance. Ability of students to think critically is the key to success as long as higher education is concerned.
People skills: People skills refer to the ability of a person to interact with others. People skills enable a person to be more social and interactive with people around him. In higher education, students must be able to communicate with others for sharing their ideas with others(Orey, 2015).
Personal skills: Personal skills can be termed as the skills that are inherited or acquired personally. Personal traits such as ability to play football or ability to debate can enhance the ability of a student to be successful in academic setting(Philpot et al, 2013).
All these skills are useful to conduct a self-evaluation based on STAR model. STAR model stands for situation, task, action and result. It provides an opportunity to identify level of skills of any individual.
S-Situation: There are various types of situation that may arise in academic setting. Based on the personal experience, situation was very difficult as for family related issues. Working under pressure can be difficult and when it is about family matters, students may not be able to focus on their studies.
T-Task: Task is the work to be done by students. In this case, the task is to accomplish an entire assignment carrying 100% marks. Deviation may result in failure. Accomplishing the task within time is another challenge.
A-Action: Action can be termed as the measures taken to accomplish the task. Necessary steps must be taken within the time limit. In this case of this assignment, accomplishing the assignment is the task.
R-Result: Result is the main source of measuring the performance of the students. Performance appraisal of a student’sassignment will help to identify the strengths and weaknesses of a student and his or her ability to work under pressure. Ability to work under pressure can only be possible when a set of academic and personal skills are integrated and applied in real life(Chin et al, 2012).
Academic skills
Academic skills are the skills and abilitiesnecessary in higher education. In order to achieve excellence in the academic life, students need to have a set of academic skills that will make them capable to doing great in their academic life(Turner et al, 2012). Academic skills are closely associated with employment skills as well because students who are excellent in their academic life are mostly successful in their professional life as well. Even though there are exceptional people who are great in professional life without being good in academic life but still, employers look for several characteristics out of a candidate and academic result is one of the most significant factors(Moore, 2010).Several essential academic skills are given below.
Critical thinking: The ability to think critically is considered as the most significant skills students must learn to master. However, critical thinking ability gives students a wide range of scopes to analyze things differently. Critical thinking enhances the ability to think outside the box and new idea generation process is fostered.
[image: ]Team work: In higher education, students sometimes divided into several groups for accomplishing different type of task. Team work enables students to understands their role in team and teaches them how to cooperate while working in a team. Team work in academic life is important to prepare students for the future because working together is better than working alone(Gregory,2013). 
Problem solving skills: In academic life, there are different problems that needs to be taken care of by students. Real life problems as well as academic problems must be solved by students in order to be able to tackle any kind of situations. Creativity is one of the most influential factors which contribute to the development of problem-solving skills.
Research skills:  Research is considered as one of the most essential skills of students pursuing higher education because research is the only way students can explore new area of social and natural science. Research skills enable a student to see things differently. In research, students gather empirical and secondary data for analyzing their area of interest and to draw conclusion. Sometimes students begin their research with a hypothesis in mind and collected data are analyzed for identifying if the hypothesis is correct or not(Joshi et al, 2011).
Presentation skills: Presentation skills can be termed as the ability to present oneself in front of target audience. Presentation skills of a student is the indicatorof his or her capacity to express feelings in front of people. It is not only about the content he or she is presenting, it is also about the way of presenting a topic that counts(Bradbury, 2010).
These are the most significant academic skills required for ensuring excellence in academic life.



Employment skills
Employment skills as mentioned earlier are skills that are useful for achievingcareer goals in a professional environment. There are various employment skills that can be helpful for an employee to achieve his or her employment or career goals. In the following part, different types of employment skills are discussed. 
Leadership skills:Leadership can be referred as the ability to provide direction to the sub ordinates. Leadership skill is one of the determinants in the workplace which shapes the career development of individuals and teams. Leadership is a trait that can be acquired through applying different techniques to influence followers. Leadership skill make an individual different from others and other people tend to follow leaders for his or her excellence in decision making. Leadership skill is also important from an organizational perspective because leader is the ‘steerer’ in the organizational process whereas managers play a role of a ‘rower’.
[image: ]Communication skills:communication skills can be termed as the capacity of an individual to manage information flow in an organization. Effective communication management requires communication skills and through communication, managers ensures effectiveness of operations management(Lynch& Kidd,2017). Ability to understand communication process in important because a manager or a leader must be able to receive orders and disseminate the information to the relevant bodies.However, communication skills are crucial to the success of an individual as it enables individuals to link organizational forces together for achieving the organizational goals(Worth, 2009).
Decision making skills:Every critical situation requires firm decision making and decision-making ability of a manager is the key factors responsible for ensuring organizational effectiveness in goal achievement. While recruitment, employers try to assess the ability of the candidates to make quick and effective decisions. Moreover, effective decision making can ensure both profitability and sustainability of the organization as it can make a difference. In an organizational setting, there is a number of critical situations that may arise and these situations requires quick decision-making ability to solve the problem.
Time management: Time management or punctuality in other words can be referred as the ability to accomplish tasks within time. Time management is important in both academic and professional life because it enhances productivity and efficiency in the workplace. Time management of an individual can make a difference and people who are punctual at their job are more successful in career development rather than people who do not care about their time and tasks(Hersey et al, 2010).
Resources management: Managing organizational resources is one key responsibilitythat every manager has to perform. Resource management is closely associated with the organizational efficiency because resource is resource because it is limited and has to be used in an efficient manner. Different projects and programs of an organization has allocated resources and manager of that project of program is responsible for accomplishing that project according to the budgetary allocation of resources. Efficient resources management helps to gain and ensure efficiency in business operations(Human resources management, 2012). 
Gathering relevant information: In order to solve different organizational problems, managers of relevant bodies need to collect information on the issues so that decision can be made for solving the problem.Decision making on specific topic largely depends on the effective data collection as it is helpful for managers to make effective decisions.
Effective note taking: Effective note taking ability is another key skill for managers because it is almost impossible for a person to remember everything. This is why note taking ability is considered as a skill for managers and relevant authority who are in charge of overseeing organizational matters. Effective note taking ability ensures that a manager or a leader has relevant information which fosters the decision-making process. 
Summarizing techniques: While summarizing, employees or managers must ensure that they take notes on important matters after identifying the key ideas of the topic.In order to summarize effectively, it is necessary to put the main idea on the list and after that, all the key ideas must be linked together.
Using the library and the internet:In order to make the bets of use of resources, a manager must be able to use different sources of information for collecting data on relevant topic. Library is a place when all kinds of information are available and books hold the knowledge of the academicians and practitioners of this field. Different organizational problems requires theoretical assistance and managers sometimes find themselves in a position where they need assistance from library. Internet on the other hand is one of the most used sources for collecting information on almost all kinds of problems.  Effective use of internet can also make things for individuals in a professional setting. By making the best use of internet, organizational and workplace problems can be sorted out in an effective way.
Reflecting on experience:Reflection of one’s own work can be a good source of evaluation of personal and professional sector. It is necessary for an individual to evaluate himself on a regular basis so that he can understand the level in which he is operating and where he needs to be. Personal goal setting can have positive impacts on professional life as well and reflection on experience can make a person more productive and efficient in the workplace.  
[bookmark: _Toc532995423]Conclusion
In this report, it is explained that there are various factors affecting the level of efficiency and effectiveness of an individual in both academic and professional life. Skills like teamwork, analytical thinking ability, problem solving skills, ability to conduct research presentation techniques can help a student to be excellent in academic life and skills like effective communication, capacity to lead from the front, ability to make effective decision, time and resources management capacity can be useful in a professional setting.
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