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Academic and Employability Skills
· Introduction
With a fast improvement of society, competitions between companies are, in addition, expanding, what the employer needs for graduates are not only focusing on the diploma, but to pay more consideration to their employment skills. In order to win their competitors in the furious competition, managers need graduates who have a wide range of skills to bring to the working environment and require employees with multi-skilled to meet many diverse parts. (Foster, 1998, p. 4). So graduates who come into the workforce must have the skills required by employers.
In order to make ourselves more competitive in the upcoming job market first we should find out what skills employability the employer wants for graduates, then depending on the hiring skills make SWOT analysis and plan action to improve us.
This report will be based on academic skills this is associated with employment skills and to reflect on my own abilities.
· What is a skill?
A skill is the ability, coming from one's knowledge, practice, aptitude, etc., to do something well.
· Employability Skills
They are delicate aptitudes that permit you to work well with others, apply information to solve issues and fit into any work environment. They moreover incorporate the proficient aptitudes that empower you to be effective within the work environment. These are too seen as transferable abilities since you'll apply them to a work in any industry.
Types of Employability Skills
· Communication (written communication, oral communication, interpersonal skills, active listening, attentive)
Communication is any means of contact between two or more people, out of which impressions are made attitudes, are created. Is the ability to convey or share ideas and feelings effectively.
The Written Communication refers to the method of passing on a message through the written symbols. In other words, any message traded between two or more people that make use of written words is called as written communication.
The Speaked Communication is a sort of oral communication wherein the message is transmitted through the talked words. Here the sender gives words to his sentiments, thoughts, ideas and conclusions and communicates them within the frame of speeches, discourses, introductions, and discussions.
 Listening Communication Skills is all about the capability to get and after that interpret the message within the process of communication precisely. It’ll be right to say that listening is the key to all kinds of successful communication. Without this capability of listening to the messages successfully, they are often misunderstood.

· Teamwork (collaboration, reliability, conflict management)
The process of working collaboratively with a group of people in order to achieve a goal. Teamwork means trying to use personal skills to give constructive feedback, regardless of personal conflicts between people.
· Critical Thinking (analytical skills, problem solving, creativity)
· Ethics (compliance, integrity, empathy)
· Flexibility
· Life Skills
· Motivation
· Organization
· Ability to Learn New Skills
· Administrative Skills
· Phone Etiquette
· Customer Service
· Client Relations
· Presentation
· Office Equipment
· Bookkeeping Software
· Efficiency
· Multitasking
· Time Management
· Sales
· Goal Setting
· Prioritizing
· Supervision
· Troubleshooting
· Information Management
· Initiative
· Proactive
· Focus
· Enthusiasm
· Negotiation
· Memory


· Academic Skills
Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons. For most students, learning is about much more than access to information. Teachers often include academic skills in their lessons for students to really master certain concepts. 
Examples of academic skills
· Writing Skills
· Mathematics
· Time management
“Time management” is the method of organizing and arranging how to divide your time between activities. Great time management empowers you to work more intelligent – not harder – so that you get more done in less time, even when time is tight, and weights are high. Failing to manage your time harms your adequacy and causes stress. Is the skill to arrange your time successfully in order to be more productive. William Penn once said, "Time is what we want most, but what we use worst. “For example, I start to prioritize, I realize I spend to much time on unimportant tasks. I learn to spend my time on important things and the difference between important and urgent. But you can start to Set Goals, Break Down Large Projects, Develop a Routine or The “To-Do List”.
· Reading proficiency
· Oral communication
· Research abilities
· Learning independently
· Managing information
· Understanding assessment
· Referencing

· Reflect an critique on personal academic and employability skills

Over the years I've developed a lot of skills and with the studies I've improved them. I always liked teamwork. I was a good listener and learned to blend my ideas with the ideas of others, resulting in a perfect idea and solution.
I had a problem with time management, I always wanted to solve everything and do everything as quickly as possible, and as much as possible at the same time. With the help of this course I learned how to manage my time, I must keep working, but I have learned to prioritize and set the difference between urgent and important and to "divide" large projects. I feel that I have earned good time management and effective research skills that I hope to help me succeed.
I learned organizational skills and realized how important organizing is for my assignments, profession and personal life. I have also developed crucial analysis and evaluation skills. I am developing my skills to write a report, with a clear introduction, the main body and conclusions, but still, I feel that I need to improve my oral communication skills and academic writing, focus more and improve my skills on Information management.
[bookmark: _GoBack]At first, I found hardly academic sources, since I am not familiar with the logs and portal of the library site. However, I have now accumulated the library's usage skills and found that keywords are important to find more relevant information and how to manage my time more efficiently. I have also established what is reliable and what it’s not and I only use journals and books. However, if I must use the Internet, I will only use a government website or academic website and will check the information. I'm developing my presentation skills, I still feeling nervous, and I have to work on my trust and body language, because this affects my delivery. I need to improve certain areas, such as; Trust when I present which can be solve by practicing my delivery, I also need to improve my oral communication, this also can be done by using presentations, my academic writing could be improved, this  can be done by planning actions and drafting reports and essays. 
Academic skills refer to employment skills, for example, many skills that are developed in higher education are implanted in the workplace, such as; Organizational skills, research, oral communication, problem solving and time management. To have an effective presentation, it is important to know your audience, for example if you presenting for a particular company, it is important to know the history and what you hope to achieve, this will allow me to understand what the organization is searching, and it will help me provide an efficient presentation (Hatchet, McCarthy, 2002). However, I feel that if I practice more, I would feel more confident as I know my speech, as well as the subject that I present. My skills on presentation and slideshow are improving, I could improve my ability to get to know my observes better, as this could help me with my presentation, as this could improve and content of my presentation and delivery. I feel that I have acquired some of these skills, such as a clear structure, including a clear introduction, the main body and the conclusion and that my information is relevant and is  sourced from academic sources, my delivery I feel that I have a smile and to  look at my observers, I need to improve my skills in terms of trust. I think this can done by more exercise. I think the presentation skills are important if I want to succeed at the university and have success in the events industry.
There a still a lot of skills I want to develop. Currently I’m working as a bartender, I want to become a bar manager. In order to achieve this, I need to develop my leadership skills, project management skills and business finance skills. I think I’m on the right track, I like to work with people , I just need to work on the communication part, learn how to to be able to get people listen to me and learn how to approach and create my own voice as a leader . I know I don’t need to focus just on my department, the bar, so I need to understand how the different parts of the company work together. I learned how to structure, but still I need to learn, improve and understand all the costs and set milestones to make sure I’m delivering the projects on cost and time.
· Conclusion
Striving for excellence drives an employee to perform at his maximum capacity. Capitalizing on personal strengths & professional skills are effective individuals to success. putting private standards to brilliant professional performance is the very best tool. As we are confronted with stringent competition, our skills & abilities will move us in advance of the race. And identifying weaknesses & barriers of oneself are fantastic foundations for learning & improvement. there are numerous methods & means of cultivating the highest degree of competence in each person. but what will decide the final results is the willingness to do it. that is a result of accomplishing a huge measure of self-realization & motivation to obtain success














· SWOT Analysis

	Strengths
-Positive attitude
-Hardworking
-Work experience
-Determination
-Honesty
-Creativity
-Good listener
-Team-worker
	Weaknesses
-Bad time management and organisation
-Stubbornness
-Anxiousness
-Confidence
-My academic writing
-Oral communication
-Uncomfortable speaking in front of groups

	
	S
	W
	

	Opportunities
-Studying
-Research
-Multi-tasking
-Improve oral communication
-Improve writing skills
-I live in a big town, with a lot of opportunities for a better job
	O
	T
	Threats
-Staying on top of assignments
-Being overworked, which leads to stress

	
	
	
	





· Personal Development Plan
	
	Short-Term Time Frame
	Mid-Term Time Frame
	Long-Term Time Frame

	Section 1 - My Goals
	-become a supervisor for the company I work
-improve my confidence 
- To develop good decision-making skills
	-finish the academic year 19/20, Skills for the Workplace
-become a manager 
-get married
- To acquire more communication skills training
	- enrol to BA (Hons) Business Management
-become an owner of my on business
-have kids
-buy a house

	Section 2 - Skills and Knowledge to be Learned
	-Leadership Skills
-Time-Management Skills
-Communication Skills
	- People Management Skills
-Project Management Skills
-Fundamental Management Skills


	- Business Finance 
-Business Strategy and Planning

	Section 3 - Next Steps
	- I will attend personal and professional development courses
	- to pass all the exams
-work harder 
-Show and prove all my skills
-start planning my wedding
	-pass the admission at the University
-attend to entrepreneurial courses
-learn more about the business market in the Uk and laws
-work and earn money to buy the house

	Section 4 - Resources
	-free time 
	-Support
-skills
-Technology

	- funding
-information’s
-Knowledge


	Section 5 - Time Schedule
	
	
	

	When will I start?
	01.01.2020
	01.06.2020
	01.10.2021

	When do I expect to finish?
	01.06.2020
	01.10.2021
	01.01.2024

	Section 6 - Completion When have I completed each step
	□__________
 Date
□__________
 Date
□__________
 Date
	□__________
 Date
□__________
 Date
□__________
 Date
	□__________
 Date
□__________
 Date
□__________
 Date
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