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[bookmark: _Toc502671535]Introduction:
The academic skills are those kinds of skills which supports student development of self-management, language and critical thinking skills as well as the development of academic literacy and integrity. (Southern cross university). The employability skill is a skill which is transferable by an individual to make them capable for a job along with good technical, understanding and subject knowledge. Employers often outline a set of skills that they want from an employee. (university of bolton, 2006). Every person should have employability skills and academic skills for develop him or herself. Basically people get academic skills from the education institution and get employability skills from practical experience and from the surrounding environment. I have also some academic and employability skills which I get from my school, college and university and from my practical experience.

[bookmark: _Toc502671536]Types of academic and employability skills:
There are different kinds of academic skills but basically five kinds of skills we get from our academy. These are reading, writing, mathematics and case solving and presentation skill. (Great schools, 2016)
1. Reading skills: In academic life we participated in different cultural programs and we gave speech on different topics. We also wrapper poem and these all things developed our reading skill.
2. Writing skills: By participating in different easy competitions and projects and assignments we developed our writing skills.
3. Mathematics: In our academic life we must do general math and business math, statistics and all. By doing these all things we developed our mathematics skill from academic life.
4. Case solving: we also solve many cases through our academic life which helps to develop our self.
5. Presentation skill; It is the most important skill which is so helpful for every step of our corporate life. And we get this skill by giving presentation and speech in our university life.

[bookmark: _Toc502671537]Employability skills:  
  Here employability skills have been classified in three broad categories i. Soft Skills ii. Hard skills iii. Technical skills.

[bookmark: _Toc502671538]Soft skills:
Soft skills are interpersonal skills that indicate a person's relationships with each other. In the workplace, soft skills are look on like hard skills, which prescribe to a person's knowledge and professional skills. Soft skills are desirable qualities for certain forms of employment that do not depend on get  knowledge  they include basic sense, the ability to talk with people, and a positive flexible behaviour.

Teamwork:
 A friendly office culture created by the help of teamwork. When many people work to achieve a common goal a company can easily get success. An individual must have the ability to make or form a team for better output.

Communication:
Effective Communication increased performance of an employee because by communicating with many people you can get different ideas which help you to increase your skill.

Problem Solving:
An employee needs to find a way when something goes wrong and when a company fail to solve a case.

Leadership:  
Basically, when an employee starts his career he will have a supervisor but throughout the course of time he will have employees under his supervision. 
	
[bookmark: _Toc502671539]Hard skill:  
Hard skills are the part of the skills required for a job. They include the expertise necessary for an individual to successfully do the job. Hard skills are acquired through formal education and training programs, including college, apprenticeships, short-term training class, online courses, certification programs, as well as by on-the-job training. (Doyle, 2017).

Accounting: 
It is important skill for an accountant employee because employee should do everything using accounting.

Banking:  
[bookmark: _GoBack]Actually, hard skills are differs by the occupation because a banker needs to be a perfect skill on banking.

Manufacturing:  
At a manufacturing company hard skill are very important because in a manufacturing company a worker or an employer need to work with hardware which is one of the parts of hard skills.

[bookmark: _Toc502671540]Technical skills:  
These skills can cover a broad array of subjects and areas. Relevant areas include Math, Engineering, Science or Computer-Technology. Technically skilled individuals are often an essential part of the economy because they are responsible for the creation of innovation. (my accounting course, 2017)

Computer programing: It is a part of hard skill. For being a god employee a person should know the basic computer programing like Ms Office, designing, Photoshop, Accounting, and Finance etc. It is a sort of skill which is teachable.

Data analysis: It is a common and most important part for a job because every employee need to collect data and analyst them.

 Expert to use internet and social media: An employee should have strong presence or expert to use internet and social media. Because an employee should search many things and need to gather information from net.


[bookmark: _Toc502671541]My skills:
As a person I also have some academic and employability skills for a better job and for being a good employee. All of my skills are given below-

1. Academic skills: From the above description we know academic skills are those types of skills which are acquired from learning institution or training centre. I have some academic skills these list are given below:

· presentation skill
· reading skill
· writing skill on any kind of topic
· case solving
· mathematics

Without these skills I have some extra skills or qualities. I don’t know these are good or bad but these skills help me at my corporate life. I usually trust people and make funny conversation with unknown people and for that reason people easily became my friend or became a good relation with people.
2. Soft skills: It is a skill which is easily transferable between two or more people. I have some soft skills these are given below:


· Loyal
· Communication skill
· Teamwork
· Punctual
· Leadership
· Problem solving
I am loyal at my work. And this loyalty or ethics cannot be learning from anywhere. It is learned or get by parents or genetically. I have a good quality at communication. The others skills are also have which are quite satisfying. 
3. Hard skills:  This is the most important skill for a job. Because it includes the expertise necessary for an individual person to successfully do the work. I think I have maximum hard skills. My skills are given below:
· Accounting
· Creativity
· Planning skill
· Utilizing resources
I am quite good at accounting and I love to do business math. Because math is an analytical term and I really like to do these things. 
4. Technical skill:  I have excellent experience on technical skill. Because technical skills are based on data analysis, internet, searching information and social media communication. I have also do some training on corporate excel and Microsoft office. I also do some internet based courses which help me to develop my skill.

[bookmark: _Toc502671542]Personal attributes:
Everyman has some special qualities which makes differences between two people. As a human being I also have some personal qualities or attributes. I am honest, hardworking and accepting challenge is my favourite game. First of all I want to say every people should be honest because we know the proverb is that “HONESTY IS THE BEST POLICY” and I believe that an uneducated honest man can better than an educated dishonest man. And I do all of my work seriously and sincerely. Last one thing I want to say is that accepting challenge is my favourite thing because I take this thing as a game and I love to play this game.  


[bookmark: _Toc502671543]Improvement of my skill:
A man or a person cannot be a perfect from every side. So as men I have also some lacking. I need to improve some of my skills and these skills are given below:
1. First of all I have to improve my leadership skill. Because for being a good employee you should be a good leader and a good leader can lead his men and can get success.

2. Then I have to improve my presentation skills. I am not so good at presentation. And this skill also plays a great role for being a good employee.

3. I also want to improve my language skill means I want to learn Spanish, French for my development. 

4. I also need to improve my programing skill. Because it is so important in job sector.

Still now these above things are need to be improved for being a perfect employee or perfect job men. But I know I also need to improve some of my others skills but these improvements can be possible by practicing that’s why I don’t mention those improvements.

[bookmark: _Toc502671544]Personal development plan: 
The personal development plan is a process which creates a chart or table based on goal settings, personal skill development and time schedule within the behalf of career, education, relationship or for self-improvement. In details is included in Appendix where I have mentioned the steps time frame and things I need to do to become an accountant and financer. Let’s discuss some key points of Personal Development plan.
Section 1-My Goals
I want to become a leader and a good presenter. Because after become a leader I can lead my worker which helps me to get success and after become good presenter I can present my offers and all things in front of my parties. I also want to become a financer.

Section 2- Skills and knowledge
Becoming a leader first of all I have to develop my communication skills. Then I have to develop my presentation skill, speaking skill, language skill etc. These are the important things which I need to develop. I also need to know financial modelling.

Section 3-Next Steps
Complete all the goals step by step through course of time. Because without maintaining the time flow no can do anything successfully. 

Section 4-Resources
Need to find out a good faculty or institution for developed all these courses. Then get ready after getting or developed for being a good leader. And become a good presenter. I also need to find a finance specialist for learning finance modelling.

Section 5-Time Schedule
Every part of my goals has different time space but all of my goals can be fulfilled between next 4 years from now that means at 2021.

[bookmark: _Toc502671545]Conclusion:
From the above description we can see all the terms of academic skills and employability skills. And we can see that in the research there are some common terms like hard skills, soft skills and technical skills. Employability of an employee is dependent on the assets of an employee such as skills, abilities etc. For becoming good employee needs to have right sets of hard skills complemented by soft skills. Soft skills are usually intangible and it comes from personality characteristics of a human. Hard Skills are which can be taught and measured more easily than softer skills. I personally need more improvement over soft skills like teamwork, temper management, Communication skills, networking etc. A personal development plan I have discussed in setting a goal and sets of skills, resources and time need to complete that goal. I have personally have developed a Personal Development plan for myself and mentioned everything to be needed in details. 
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	Short-Term Time Frame 
What do I want to 
accomplish in the next 
Three to six months? 
	Mid-Term Time Frame 
What do I want to 
accomplish in the next 
Six months to two years? 
	Long-Term Time Frame 
What do I want to 
accomplish in the next 
Two to three years? 

	Section 1 - My Goals 
What are my main goals that I want to accomplish in this time period? 
	
       
      Leader 
	

      presenter

	

 Finance modelling

	Section 2 - Skills and Knowledge to be 
Learned 
	
Communication skill,
Language skill.

	
           Speaking skill, reading skill.
	
   Mathematics skill, data analysing skill.

	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
	
By finding a good institution or learning centre.
	

       Need to practise daily and learn new words daily.
	
By finding a financer.

	Section 4 - Resources 
What resources do I need? 
	 
     Institution, friends and academic life.
	

Training centre and daily practicing.

	
          From finance specialist.

	Section 5 - Time Schedule 
What is my time schedule? 
	
    Within 2018
	
After 2018 to 2019
	
After my graduation to 2020

	When will I start? 

	 
FROM JANUARY 2018

	
FROM MAY 2018
	
AFTER ACADEMIC LIFE

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