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Introduction
In my report I am going to write about Academic and Employability skills. Academic and Employability skills making students or employers or employees more confident at university or workplace. Every student or employer should have Academic and Employability skills also i am going to analyse my  time management and personal development plan. It is important for students or employees to manage time and analyse the strengths and weaknesses to make decisions for themselves and create personal development plans to  set a goal for a better future. Academic and employability skills I learned lots of things in the lessons, I learned about academic writing,paraphrasing,referencing,swot analysis and time management.i am going to write about what i learn in my class activities such as paraphrasing, referencing,time management and swot analysis. Before the start of my class I do have any idea about paraphrasing,referencing, swot analysis,time management and personal development plan PDP. all those things i learned during my class at university from my lecturer.




















 Discussion of Academic and Employability skills
                
Academic Skills
‘’Academic skills are made  core skills, such as academic writing skills, reading skills, presentation skills, communication skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice’’(Academic Skills Specialist,2013)
Academic skills give support and confidence to students to become more well organized learners.Academic Skills are all about helping me become a more well organized learner at University and more mature the research and study skills that will make it easier for me now and in the future. Good academic skills will make it easier for  students or employees to achieve  academic success that reflects having the capacity for career development in the future. Academic skills developed during the studies and making students confident for their future career or professions,so it can make it easier for students or employees even if they are not studying anymore in university.

Employability Skills
‘‘Employability skills are those basic skills necessary for getting, keeping and doing well on a job and they can divide into three categories: basic Academic skills, higher order thinking skills and personal qualities.’’(Robibson, 2000)
‘‘Employability  skills are specified as skills required not only to get employment, but also to develop within companies so they can get encouragement to  develop in future and give successfully to companies to design a plan to give directions.’’ (DEST 2002a).
Nowadays companies are giving more importance to degrees to the  employability skills for graduation but there is not always the same degree of quality for employability skills.
Most of the time employers are looking for skills that go to the further side of qualifications and experience. Education and Experience will allow  me to apply for a job but to reach a goal I must have to develop my skills as much as I can. Employability skills can be made me too capable of confidence to share my skills and making me to have a employable with good techniques to understanding of topics knowledge, employers are most of time set a line of skills what is they want from employees. 
  








SWOT Analysis
Swot analysis is basically experience in internet self assessment and identifies or analyse what are your strengths, what is your weakness, what  opportunity you can have and what is treated for you.SWOT analysis makes you Analyse your skills and what you have. I analyse my strengths weakness opportunity and treats is,  to use swot analysis. I learned from my lecturer what is swot analysis and how I can identify my strengths,weakness,opportunity and treat. I have identified that my strengths are writing and weakness is teamwork. Here I analyse my strengths weakness opportunity and treat it which is i analyse using swot analysis. I have good writing skills, I can write but I think I still need to  improve my english grammar to write better. I have to improve my writing skills so I can deliver my thoughts, feelings or ideas to others and I can write in my  assignment more clearly so my lecturer can understand what I am trying to say or what my thoughts/ ideas are. I need to improve my teamwork skills because I have a lack of ideas and I do not have any experience of doing teamwork. In teamwork I can get more ideas from team members and teamwork will be beneficial for me.i need to improve teamwork skills to work in with teamwork.
I have an opportunity to go to University to complete my study and complete my  graduation. This is a big  opportunity for me to complete my graduation.I am very fortunate that I have this opportunity to study in the university. I am going to take advantage of this opportunity and finish my study and I will complete my graduation in university.
I do not have enough technology skills, it might affect me working in the University or workplace. University or workplace I have to do assignments, coursework presentations or work presentations to use technology. In my opinion It can be difficult for me to do, moreover that technology skills can be threats for me and this is my own thoughts about technology.

Paraphrasing
I learned term 1 about paraphrasing, before my teacher discussed paraphrasing I did not have any knowledge about paraphrasing. I did not know what to paraphrase. When my teacher was discussing paraphrasing I liked it and was able to understand about paraphrasing. Now that I have knowledge about paraphrasing I feel confident to use it in my assignments and how important it is. This is as using several studies in assignments are very common and therefore, I need to present information in my own words without altering the meaning of the original content. Thus this has taught me that using paraphrasing is important and allowed me to complete assignments without plagiarizing. I am confident now about paraphrasing.Paraphrasing is basically writing someone else's idea or thought in your own words. What is Someone else written and from their ideas or information, i will write in my own style own words not doing copy them this is paraphrasing. First I started my university I did not have any idea what is paraphrasing and how to do paraphrasing but after starting my lesson my lecturer teaches what is paraphrasing and how to do paraphrasing. I think this is very important to know what is paraphrasing otherwise it could get a high chance of plagiarism or similarity and it could be a problem to get a misconduct case. So i think it is important to know about paraphrasing if i want to write someone else idea or thought before using. I did not have any idea how to do paraphrasing after the lesson I attended i learned how to do paraphrasing but still not hundred percent confident but I know now how to paraphrasing. I have some ideas now  and also i think i can do paraphrasing writing in my assignment.

Referencing
I learned in class my lecturer teaches what is Referencing, why reference is important and how to do reference in Harvard style. Honestly i really was not aware of referencing, why reference is important for writing an assignment and how to do reference in harvard style. I learned from my university class my lecturer teaches about referencing. I did not have any idea about referencing but now i know why reference is important for writing assignment and how to do reference in harvard style. I learned that reference is very important to avoid plagiarism, if i write someone else idea or someone thought i have to give the reference whose idea or thought i used it so it will help me to not get a misconduct case or avoid misconduct penalty. My lecturer teaches how to do harvard style reference but it is my bad that i am still struggling to reference in harvard style. I wish I could have given more attention in the lesson while my lecturer was teaching about how to do harvard style referencing.

Time management
I have to improve time manage skills because I have weakness in managed time,I do not have ideas about managing time before attend the class in university, i am always getting panic when i see lot of work and i have finished it on time or i have to go for an appointment or university at same time i have finish my house work before i go, i am getting panicking i can manage time or i can not manage time, I can go for appointment or university on time.
Every person should have improved their time management in the workplace or university to reach their goal. I have learned in my university lessons how to manage time using some techniques. My lecturer teaches how to manage time using some kind of techniques. Moreover, I am going to use techniques to improve my time management. Some people need to improve their time management for not facing trouble at the workplace or university. I will work on my weakness of time management to get better skills to maintain my time easily without panicking. I will watch some programs related to managing time and follow the programme and make notes or routine plans to do all my activities such as housework, looking after childrens, going to university or outside. Then I can do all activities in plans so i can do all activities on time and also can make some extra time for myself.

Personal Development Plan
Personal development plan is basically making a plan to develop future improvement of weakness. Making a plan to improve weakness and plan to develop weakness and make a short term goal or long term goal to reach success. Making a personal development plan will help to analyse weakness and analyse the problem to solve and reach the goal. I also make my personal development plan to analyse my weakness and improve my weakness and then i can reach my goal and i can get success in my life. I also made a personal development plan to improve my weakness and i will stick on my plan that can help me to reach my goal and after I finished the SWOT analysis, according to my own situation I make 
my personal development plan, I would like to complete my study to get a graduation.I will be ready to pass my course study level 5 & 6 in the university.I will accomplish this by doing courses in the university.Once I complete my study I will get a graduation and graduation will give me confidence to establish myself in the future.I will complete my graduation in  two years time in between 2022-2023.I would like to finish my study and complete my graduation. I will be ready to pass my course study level 5 & 6 by doing courses at university. Once I complete my study I will graduate in two years time in ( 2022 ) and I believe that graduation will give me confidence to establish myself in the future.In addition I have to improve my weaknesses too, I will work on my weaknesses.Teamwork skills I can improve with Working on group assignments or group presentations with teams and i will try to clear my point of view also i will try to understand their point of view too then i will try hard to make decisions and work together as a team.
Goal - I have to try hard to finish the group work assignments  or presentations before submitting. I can put more effort to teamwork in the group as a team member. I will try to communicate with every member of the team.I can share my opinions With team members.





















Conclusion
In my report academic and employability skills I learn lots of things from university lecturers. Academic and employability skills are very important for all the students and employees at university and workplace. I learn about paraphrasing and referencing and it is very important to learn to  avoid plagiarism which is very important for university assignment writing. I also learn some techniques to manage time what is i learn also from my university class. This is also important for university and workplace for punctuality which is very very important for students and employees.There is no doubt that employees who have a good degree will gain an excellent starting-point,since a good degree helps employees open the door of finding a job. Employability skills that are most needed by companies I made a personal SWOT analysis based on academic and employability skills  and self assessment tests through the internet and actual experience which made me become more aware of myself. After that I made a personal development plan for myself. I will stick to the plan and I hope that it will help me improve my employability skills after I finish it so I can get  a good job in the future after I graduate.Skills good at the workplace or university because I can not do anything without skills so i have to improve myself to learn.
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