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1 INTRODUCTION: 
     Academic  and Employability  Skills  are the knowledge  and  skills associated  with the academic  disciplines . Employability refers  to an individuals  capability to obtain a job ,retain  suitable  employment  and  manoeuvre within  the labour market. Employability  Skills can be defined  as  the  transferable  skills  needed  by  an  individual  to make them  employable . Along  with  good  technical  understanding  and  subject  knowledge  ,employers  often  outline  a  set of  skills that  they want  from an employee.  So  graduates  who coming  into  the workforce  must  have  the  skills needed  by  employers .While schools  and  workplaces  are the most  likely  venues  to  measures academic  and technical  skills .
2 SKILLS : 
Skills are the ability to use the knowledge effectively  and  readily in execution  or  performance  ,dexterity  or  coordination especially  in  the execution of learned physical  tasks . A learned power of doing  something   competently  : a developed  aptitude  or ability  language  skills. 
Skills are the ability  to do an activity or job well ,especially  because  I have  practised it . A skill is the ability to perform a action with  determined  results . Skills  are in many different  types and  that can help me succeed  at all aspects  on my life : school ,works  , sport or hobby . Skills are what makes  my  confident  and independent in life  and are essential  for  success.
3 CONSIDER  THE DIFFERENT  TYPES  OF  SKILLS :

Skills can be classified into three main types : Transferable /Functional, Personal Traits /Attitudes ,and  Knowledge –based
Transferable/Functional   Skills :
  Are qualities that can be transferred  from one  job  to another .You likely  already  possess  many  transferable  skills  employers want  ,like organization or strong  communication . You can strengthen those  skills and develop new ones   that  employers  value  across industries  and jobs. These  might  include skills like adaptability ,organizations ,teamwork or other  qualities employers  seek in strong  candidates . Transferable  skills can be used  to position your past experience when  applying for a new job . For  example ,employers  often look  for candidates  with strong  communication  skills .If  I have developed  the ability to easily share  information to and from colleagues ,I can apply them  in any  workplace. People in marketing  positions  should  be able to communicate  with team members ,clients ,managers and others to bring a camping  from idea  to production.
Personal  Traits/ Attitudes  Skills :
Are distinguishing  qualities or characteristics that are the individuals . They are your  habitual  patterns of behaviour ,temperament  and  emotion .  They are competences  or  the talents to do things . 
Personality  represents  personal  and  physical  traits of a person  and  attitude represents  moral  and mental  traits . Personality  is the  identity  and attitude is a learned  behanvoir .

Knowledge –Based :
Are  harness the knowledge  of  your organization  and  create your  own  knowledge  platform .
4 Consider  further  classification  as examples below :
ACADEMIC  SKILLS :
Are made up of core  skills ,such as  academic writing ,presentation skills and referencing ,critical thinking and reflective practice. Academic  skills encourage students to become more efficient learners . They gave  students  the confidence  to participate fully in English –speaking  courses  and  are invaluable outside of the classroom  and after they graduate .
Academic  skills are a collection of study  habits ,learning  strategies  and time management  tools that help students learn and absorb  school  lessons . These  skills not only  benefit  the students  when it comes time to take  tests ,but can also help in the future.
CORE  SKILL  AREAS :  is education  around the world tends to focus on five primary areas : language arts ,including reading and writing ;mathematics ;sciences ;history ;and  technological  literacy.
Academic  skills go hand in hand with these core  subjects  giving students  the tools they need  to  deeply  learn  they  key  lessons  of  each  discipline . 
EXAMPLES  FOR  ACADEMIC  SKILLS :

Essay  writing :   is a vague ,overlapping  with  those  of a paper ,an article ,a pamphlet ,and a short story . Essays  have  traditionally sub-classified  as  formal  and  informal. There are other  kinds  of essays . For example , the narrative  essay  relays a story  with a moral or lesson. The  personal  essay  illustrates  the writers   opinion on a topic . A formal  essay is more objective than  the narrative  or personal  essay  because it is  usually based  on provable facts and examples .

Reading :    Is a defined  as a cognitive process that  involves  decoding  symbols to arrive  at meaning . Reading is an active process  of constructing  meanings of words .Reading with a purpose helps the  reader  to  direct  information  towards a goal and focuses their  attention . Reading is the process of looking  at a series  of written  symbols  and getting meaning  from them . When we read ,we use our eyes  to receive written  symbols ( letters ,punctuation  marks and spaces  ) and we use our brain to convert  them  into words ,sentences and  paragraphs  that communicate  something   to us .

Note –Taking    :    Is the practice of written  down pieces  of information  in a systematic  way . Note  taking  includes the following  :  taking notes in a lecture  or a discussion  and taking notes  in a lecture ,processing and annotating .

Independent  learning :    Is when  an individual  is able to think , act and pursue  their own studies  autonomously ,without the same  levels of support  you receive from  a teacher  at school .

Research :   Is a careful and detailed  study into a specific  problems ,concern ,or  issue using  the scientific  method .This is best  accomplished  by turning the issue into  a question ,with the intent of the research  to answer  the question .
Presentation  skills :  Is a set of abilities that enable an individual to : interact  with the audience ,transmit the messages  with clarity ,engage the audience in the presentation ,and interpret and understand the mindsets  of the listeners .
 
Exam  technique :    Exams are a unique kind of challenge . After   university  ,its  rare for people to sit another   exam . The more informed and  prepared you are ,the better  you   be able  to cope with  the  stress of exams . Like any form of assessment  ,exams  are designed  to test your  knowledge  about  a modules   content .

 EMPLOYABILITY  SKILLS :  

Employability skills are  the transferable  skills  needed by an  individual to make them employable . Along  with good technical  understanding  and subject  knowledge ,employers often  outline a set  of skills that they want from an employee. 
 EXAMPLES :
 Communication  ,(  listen and understand )  .      Listening   is the ability to accurately receive  and interpret messages  in the communication  process . Without  the ability to listen  effectively ,messages  are easy  misunderstood . As a result ,communication breaks  down an the sender of the message  can easy   become frustrated  or irritated. Good  listening allows us to demonstrate  that we are paying attention to the thoughts ,feelings  and behaviours  of the other person  . This a crucial to maintaining productive relationships ,and sometimes the only way  to establish  communication.   Understanding  is to be  sympathetic  to someone  woes .  But being an understanding  person doesn’t  take a lot of  studying –it  takes  opening your  heart to appreciate what someone else feels or experiences.  If someone sais to you , “ I thought  we had an understanding “ ,you most have done  something  unexpected . 

Teamwork ,( contribute to productive working  relationships  and outcomes ) . Teamwork is generally  understood  as the  willingness  of a group  of people to work  together  to achieve  a common  aim . For example we often  use the  phrase :” he or she is a good team  player “.  This means  someone  has the  interests  of the team  at heart ,working  for the good  of the team . Teamwork  helps  people to understand  others ,build  friendly  friendships ,and to get any job  done the right  way.  All team  members  are given a job to do . In teamwork ,all work  is shared .

Problem  solving ,( apply problem –solving  strategies  across  a range  of areas ).   Problem solving  skills refers to our ability to solve problems  in an effective  and timely  manner without  any impediments . It involves  being able to  identify  and define  the problem ,generating  alternative solutions ,evaluating  and selecting  the best alternative ,and implementing  the selected  solution.

Self –management ,( have a personal vision  and goals ).  Management  by oneself  of oneself  or  ones  affairs . Self management is about finding  the  self –control  and mastery  needed to take  control of ones work . In self –managed  workplace ,you  maintain a open door  policy, and employees  keep you informed  of issues  they encounter .

Planning  and  organising :   Planning and organising skills help you manage time ,tools and resources  to reach a goal . They help you work out  what you need  to do to  achieve  your aims .  Planning is a vital at all levels in the workplace . You need to plan your  own tasks  and time . Organizing  your work  and planning  ahead  helps  you be more  efficient  and productive . Being well –organized  and developing  effective plans  also allows  you to achieve  important goals and  objectives .

Technology :    Is the skills ,methods ,and processes  used to achieve goals. People can  use technology to : produce goods or service ,carry out goals ,solve problems .

Initiative and enterprise :   Mean  looking for things that need to be done and doing  them without  being  asked . This can also involve  thinking creatively  to make  improvements  to the way things are done .An  enterprise  initiative  introduces new  constrains on the ways that individuals  create ,access and use modify ,and retire data .

HARD  SKILLS :   
Hard  skills are teachable  and measurable  abilities ,such as writing ,reading  math or ability to use computer programs . 
EXAMPLES : 
Computer  software : is a set of instructions  and its documentations  that  tells a computer  what to do  or how to perform a task. Software includes  all different  software programs  on a computer ,such as applications and the operating system .

Marketing:  is the process of interesting  potential customers and clients in your products  or services. Marketing  involves  researching ,promoting ,selling and distributing  your product or services .

Writing  accounting : It is a systematic  process of identifying ,recording ,measuring ,classifying ,verifying ,summarizing ,interpreting  and communicating  financial  information . It  reveals  profit or loss for a given period ,and the value  and nature of a firms .

Finance : is a broad term that describes  activities associated  with  banking ,leverage or debt ,credit ,capital markets ,money and investments .


SOFT  SKILLS : 
Soft  skills are your  traits  that make you a good employee ,such as etiquette ,communication and listening ,getting along with  other  people .
EXAMPLES: 
Think  collaboration:  as this big thing that the whole organization has to improve ,but it is something  that happens on a smaller scale ,within teams  with clear and often narrow focus 

Time management : is the process of planning and exercising  conscious control of time spent on specific  activities ,especially to increase  effectiveness ,efficiency ,and productivity .A time management  system is a designed  combination of processes ,tools ,techniques ,and methods 

Leadership : is the ability to guide others without force into a direction or decision that leaves them still feeling  empowered and accomplished . The task of the leader  is to get his people  from where they  are to where  have not been .

5 SWOT  Analysis :

Strengths :   I achieve this by setting and exceeding personal  goals .
Weakness :  I improve my speaking ,I gain more knowledge  and I improve my skills .
Opportunity : have a diploma ,find a better job ,develop my skills and grow my knowledge .
Threat:  low jobs place ,Brexit ,low health by virus .
   
Plagiarism :  is an act of fraud . It involves both  stealing someone  else work  and lying about it afterward .
EXAMPLES :  
Turning  in someone  else work as your own , copying words  or ideas from someone else without  giving  credit, giving incorrect information about the source  of a quotation. 







