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[bookmark: _Toc28617657]Introduction 
The present world of growing competition demands for the individuals to possess more than the basic qualifications. As the number of candidates is increasing, the job provisions are declining at an alarming rate. Under such circumstances, they need to develop certain skills that would differentiate them from the others and enhance their chances of employability. These skills are gaining significance as the individuals are taking interest in developing the same. This report shall discuss the concept of academic and employability skills and analyse their importance. It shall identify the skills that I already possess in this purpose, and the skills that I might require to develop for a better professional career.


[bookmark: _Toc28617658]Task 1 
Write an appropriately structured academic report in which you analyse your own academic and employability skills by referring to in-class exercises and published literature.
The term academic and employability skills refer to the ability of the individuals to appeal to the employers while applying for jobs. These skills are tested mostly during the panel interviews held in the process of employment (Wolff and Booth, 2017). While preparing this report, I was able to find out the skills that I am good at, and can use the same for enhancing my performance quality.
Research skills
This skill is highly required for proper enhancement of both academic and professional career. Most work and assignments these days require the process of proper research and findings. With the advent of World Wide Web, the process of research has become even easier. Regular updates in current affairs and other news also contribute to the process of research. This mechanism helps the individuals to prepare their tasks in the most accurate manner (Carey, 2017). This skill has been a strong point throughout my academic life. I have been able to make rich research and provide authentic data in my assignments. Although the process might be time-consuming, properly researched work has always acquired good marks and positive feedback for me. In the future as well, this skill shall be highly beneficial for my professional career.
My performances in school so far have gone to show good grades in the research-based projects. My tutors have praised me for using relevant and authentic sources of information in my projects. I have mostly made use of the internet and other online methods in the research process. My peers have often asked for my advice during working on their research skills. With time and efforts, my research skills have gradually enhanced. This skill has also helped me to gain knowledge about several matters (Allison et al., 2016). My tutors are of the opinion that if I keep working on this skill, I might be able to develop it further in the future. That would be highly beneficial for my job-related requirements. It will also help me take time to incorporate only the authentic sources of information and ignore the false sources in the process of completing a project.
Academic writing 
This skill is mostly academic, but it might be important for the employability life as well. It refers to the skill of writing appropriately with write grammar and vocabulary. The most assignments and tasks in the academic life demand a flawless writing capability. The grades highly depend upon the quality of writing. In this process, the individuals need to have a proper idea and plan of their assignment before they start writing. They should also proof read their projects several times in order to address the flaws and errors in the same (Belcher, 2019). This skill is again present in me, and has helped me enhance my scores. In my academic career, I have tried to complete my projects using the right vocabulary, spellings and grammar. This has made my projects free of silly mistakes, and thereby generated satisfactory marks and feedbacks.
My tutors are of the opinion that my projects and assignments are written mostly with wisely selected words, and grammatical errors are rare. This has attracted their attention towards my writing skills. They therefore have sometimes asked me to write certain academic reports as they have developed a trust in me. In order to attract the attention of the reader, I have used several innovative techniques like using famous quotes, authentic definitions, avoiding repetitive words, selecting uncommon words and others (Dirgeyasa and Hum, 2017). My peers are also of the opinion that my writing skills have improved over the time. However, in order to retain this skill in the future, I might keep developing my grammar and vocabulary skills. Reading books might be other methods to develop writing skills further. Since skills of employability would often demand for academic writing, possession of this skill would be an added advantage for me.
Time management skills
This skill is highly important in the present day city life. As time is reducing from the lives of the individuals, they need to learn about the skill of managing their time effectively. In this process, they might organise their tasks and allocate a fixed time for each. They should also set priority over their regular tasks, and try to achieve the set objectives within the time constraint. This skill is a great initiative to reduce stress and tension from life, as it helps the individuals to complete their tasks within time (Nofsinger, 2019). It also helps them to take time out for their personal lives. This skill is the final one that I possess. Throughout my academic life, this skill has helped me complete my tasks within deadline, and take out personal time simultaneously. It has also helped me set short-term objectives and meet the same.
My tutors have given me good feedbacks regarding deadline-based projects. I have always been able to meet the hard deadlines without dropping the quality of my work. I have also been able to divide time effectively to all the subjects of learning, prioritising one subject at a time (Grissom et al., 2015). This has overall helped me secure good marks. My peers have also appreciated my ability to manage time effectively. As I am able to take time out for my personal life, I am able to dedicate my time enthusiastically to my work. If I develop this skill in the future, I shall be able to excel in my professional career. I would be able to attract the attention of the employers towards my work.
Skills I need to develop 
Within the discussions made above, the skills that are possessed within me have been identified and discussed. However, apart from these three skills present within me, there are different other employability and academic skills that individuals need possessing within them. The below is a discussion made on the employability and academic skills that I need to develop in order to enhance my academic career and excel in professional life - 
Communication skills
One of the most primary and most important employability and academic skills needed being possessed in all individuals is communication skills. According to Pope (2015), communication skills refer to the capabilities that are used by individuals for receiving and providing differing sorts of information. For example, communication skills are used for passing on new ideas, information regarding projects or such other aspects in the workplace. In this context, Junod Perron et al. (2015) stated that communication skills comprise of four major actions, which are speaking, listening, empathising and observing. This employability and academic skill can be divided into two major types - written communication and oral communication. 
The above section shows that I possess academic writing skills and they are quite strong. This is an indication that my written communication skills are strong. I possess good skills of written communication, which involves exchange of information in written form. This is evident, as my tutors have opined that my projects and assignments are written mostly with wisely selected words, and grammatical errors within them are rare. My vocabulary is strong, the spellings are correct and quality of writing is good as well. However, I have major issues in case of oral communication skills. This has been found out not only by me but also from the feedbacks that I have achieved from my peers and tutors during in-class exercises. The first drawback that I have in terms of oral communication skills is the lack of confidence while speaking. During delivery of oral presentations in class, it has often been found that I am not confident, due to which I have failed in conveying the message to the public. 
Another drawback in my oral communication skills is the lack of simplicity. Due to poor oral communication skills, I fail in simplifying and assimilating the message I want to give, which reduces the clarity of presentation. Similarly, my body language and voice tone during oral communication is inappropriate. Due to lack of confidence, my voice tone is low as well as monotonous and I fail in modulating my voice, which turns out as off-putting. Similarly, I am unable to maintain a confident and stable posture, making suitable gestures, avoiding being fidgety while establishment of eye contacts while communicating. As a result, these aspects are largely required being developed within me, so that I can possess oral communication skills as well. Working on the abilities of speaking and the capacity of listening can be helpful in order to achieve this employability and academic skill. 
Public speaking
In addition to the skills discussed above, public speaking is also a significant employability and academic skill. According to German (2017), public speaking can be referred to as the act or the procedure of delivering a speech to a live audience. The possession of this skill is necessary and valuable not only in personal life but also in one’s career. The public speaking skills acts as one of the most significant ingredients for workplace success (Schneider et al., 2016). The presence of this employability and academic skill within an individual also leads them to form valuable connections, affecting important decisions while motivating changes in the workplace. 
From all the presentations that I have made in front of my class and tutors, it has been found out that my public speaking skills are considerably poor. This is because unclear enunciation and inability of loud speaking fails in clear articulation of the message. Similarly, my timing, facial expressions, body language and vocal tone are often incorrect, due to which I fail in engaging a suitable style of presentation. I am also not able to build good audience relations, which is yet another reason behind why I lack public speaking skills. This is because I fail in conversing with the audience, and acknowledge them in the correct way or inoculating messages to them suitably. The lack of enthusiasm, energy and friendliness often reduces my stage presence, which is also an important element in public speaking. 
Team working
Teamwork, in the current scenario of business, acts as one of the most significant factors for ensuring effectiveness in the operations of a company (McMurray et al., 2016). The environment of teamwork leads to the promotion of an atmosphere within the workplace, which fosters loyalty and friendship. As a result, the presence of team working skills is one of the foremost employability and academic skills. The presence of this skill is necessary within individuals, as it helps in solving difficult problems in workplace, finding solutions that turn out best, fosters learning and creativity and various such ways. The most common team working skills include communication, problem solving and negotiating, conflict resolution, organising and planning skills and persuasive skills (Kakabadse and Bank, 2018). 
Except for good written communication along with organising and planning skills, I do not possess almost all the team-working skills mentioned above. My organising and planning skills are good, as I possess time management skills. However, it has been found out from self-reflection on the team works done during in-class activities. My team members and peers have also provided the same opinion regarding my participation and contribution as a team member. Due to lack of confidence, my oral communication and public speaking is poor, which ends up hampering my problem solving and negotiating skills. At the same time, the lack of ability of conflict analysis and brainstorming solutions creates difficulties in conflict resolution. On the contrary, as I am an introvert, I often hesitate in going forward and taking responsibilities. It also hampers in rapport building, due to which I lack persuasive skills of team working as well. 





[bookmark: _Toc28617659]Conclusion 
Thus, through the findings of this report, a detailed knowledge has been gathered regarding employability and academic skills. It has helped in finding out and analysing the skills that are already possessed while discussing regarding the ones that are needed being developed. The discussions have helped in highlight six differing employability and academic skills, which include time management, academic writing, research, team working, public speaking and lastly, communication. At the same time, the various aspects of these skills have been understood while being able to identify which areas need being improved. This in turn will help in the achievement of a better academic as well as professional career. 
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