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Introduction
In his recent book, Professor Mantz Yorke, (2004), describes employability as “A set of achievements- skills, understandings and personal attributes- that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy”. According to the Push Talks video that I watched on Moodle employability was described as adding value to something. The video went on to add that employers look for “a rounded person” with soft skills, team working skills, initiative, friendly personality, good behaviour, positive attitude and someone having “social capital”. The video concluded by saying that employers want “a mixture of the right things”.
In this essay, I am going to analyse my own academic and employability skills and where possible I shall refer to my in-class activities as well as published literature.
Analysis of my own academic and employability skills. 
I will be analysing five academic skills such time management, paraphrasing, summarising, writing a letter and a SWOT analysis. I will also be analysing employability skills such as Communication  skills, Interpersonal skills, Presentation skills, Commercial awareness, Personal attributes.
Employability Skills Acquired in term 1
In term one, I learned a number of academic skills and these are; Time Management, Critical Thinking, Academic Writing, Paraphrasing, Summarising, Referencing, Research and Library skills, Numeracy Skills, Analytical Skills, Letter Writing, Reading Skills, Group Working, Report Writing, Being able to work independently, Communication Skills, Public speaking and giving presentations, IT Skills, Resourcefulness among other things. I will analyse Time Management Skills, Letter Writing, Academic Writing and Paraphrasing in turn. 
Time Management
Time management is the ability to allocate time to the many activities that compete for our attention. According to Morgan, (2017 p.50)  time “…is a finite resource”. Our lecturer said that time and money have three things in common. He said we save time as much as we save time. We can use money as much as we use time or we can waste time as much as we waste money. According to Peter Drucker, “Time is the scarcest resource and unless it is managed nothing else can be managed”. Attending lectures at university take a big chunk of time. When we began talking about time management in the lecture that when I realised the importance of good time management. I had the choice of taking a coach to London at £16.00 and arrive thirty minutes before the start of the lectures. The coach to between three to three and a half hours if there were no obstructions on the M1 Motorway. I would have woken up early in the morning to catch the first coach to London. Within the thirty minutes I had to walk to the Victoria Train Station for about ten minutes to catch a tube to Central London. After disembarking in Central London I had to walk another fifteen minutes to the university campus. By the time I arrived at the campus the lectures would have started. In this case I would have saved money but not time. Whereas if I took a train to London, I would wake up late to catch the train and arrive in London one and a half an hour before the lectures start. In this case I wasted money in order to save time and I would arrive at the campus well refreshed to start the lectures. The lecturer instructed us to look at all the activities in any given day where we attended lectures for at least four hours a day, to this we had to study privately in the ratio one as to three. For every hour spent in lectures, as students we had to study privately for three hours. This allocation of time really helped me because before I came to study I struggled with time management. Besides allocating time for our studies, the lecturer asked us to allocate time for work, family, recreation, sleep, eating and commuting. The lecturer admonished us to use basic Time Management Techniques and use time appropriately, efficiently and to avoid time wastage. I have since then learned to make daily and weekly time management and to cap it all, I review my use of time on a daily basis. In class, I learned how to have SMART goals. This means that I must have Specific goals, that are Measurable, Attainable, Realistic and Time specific. I had heard about SMART goals during working life but this was in a commercial setting of the company that I was working for. I did realise at the time that I could use them at a personal level until I came to this university. After adopting the SMART goals, I can then use the Eisenhower Method to see which of the goals are in the Urgent quadrant, which are in the Important, the Not Urgent and Unimportant quadrants. I can also use the Pareto Principle or the 80/20 rule to see which 20% of the SMART goals can give me 80% of the results that I want in order to progress in life. 
Formal Letter Writing Skills
On letter writing, we learned about Style and Appropriateness, Informal or Spoken, Formal Written and did some in-class exercises (see Appendix 1 and 2). We learned that we use formal English and not contractions such as ‘it has not’ and not ‘it hasn’t’. It was good that I learned that we do not use hesitation fillers such as ‘er, um, you know’ in formal writing although they may be used in the spoken language. I realised also that there are formal words that we use that may be used informally. Words such as ‘discover’ instead of ‘find out’. This helped me to understand the big difference between formal letter writing and the spoken words. 
Academic Writing Skills
Academic Writing was an important lecture to me as it helped me to stand back and realise that this was an eye opener and I was happy to learn about this topic. Academic writing is a formal piece of writing that focuses on a particular topic and through reading widely and study comes up with a response that shows to the marker that the student understood the assignment question. The lecturer explained that when writing academically, we use caution. ‘Expressing Caution/Using Cautious Language’ is the hallmark of good academic writing. One cannot be one hundred percent certain about something. Words mostly used to express caution were give as words such as ‘appears to, seems to, tends to, may, might’ and adverbs for example ‘perhaps, possibly, probably, apparently. It was explained to us that we do not use colloquialism in academic writing. We also learned about sentence structure, paragraph structure vocabulary and linking words. For me, it was to back to my Primary school days and it helped me to refresh my mind. This was a good experience for me. This information was obtained (from the Academic Writing Course: Jordan). 
Paraphrasing Skills
Paraphrasing is a new academic skill that I learned. Paraphrasing means getting an idea from a source but use your own words. It does not match the source word-for-word. Paraphrasing converts a passage, a sentence or a short paragraph into one’s own words and one’s own sentence structures whilst keeping the original meaning. This is meant to avoid plagiarism or presenting somebody’s idea as your own and not acknowledging the real author of the idea. Paraphrasing takes the same length as the original idea and is used mostly to simplify the language of the source. I learned that no quotation marks are used but we have to give credit to the original author by way of a citation or acknowledgement.  ( Hartness Library)
In the first term we learned about employability skills. These are: Communication, Interpersonal Skills, Commercial Awareness, Personal Skills and Numeracy Skills. I will analyse Communication Skills, Interpersonal Skills, Numeracy Skills and Commercial Awareness.
Communication is the ability to receive, listen, interpret the message and get guidance from the instructions. It involves the assessment of the most appropriate way to respond to the message. Good communication skills are central to everything that we do whether we are at home or at work. Before I came to study in this university, I did not know the importance of communication. I realised that we use communication to resolve conflicts and the ability to communicate effectively in difficult situations. When I started attending classes in February, I realised that whilst doing in-class academic and employability skills, I was good at communication skills and some academic skills. However, I realised that I was not good at most of the academic skills that followed and I needed to learn those skills if I was to make an impact in the academic world going forward. I was happy to learn that communication skills are one of the most important skills to have at my workplace. What was good about this topic is that I can read, write and speak the English language fluently and engage meaningfully at all levels of society. According to Skillsyouneed.com on “Oral presentations- most job roles will include some element of presentation skills and speaking to or as part of a group.” 
Interpersonal Skills
Interpersonal Skills involves the ability to build a network, get rapport and to gain an understanding of different people or what Morgan (2017 p. 273) calls cross-cultural awareness. Interpersonal Skills are the life skills we need to use every day to communicate and interact with others individually or in a group or team working environment. One of the first things that I learned early in our course in February, was that we were asked to form groups of five. I was not sure of the benefits of working in groups until we went online because of the Coronavirus pandemic. I learned a great deal of interpersonal skills during interactions and collaboration with my fellow group members. I need to develop strong interpersonal skills in order to be successful in my professional and personal life. Lone working is an ability that I learned because of the online teaching. It is a skill that is borne out of proactivity and personal motivation. This skill also gives the ability to have good negotiating skills in different situations and to be influential. Skillsyouneed.com describes interpersonal skills as “Being able to make informed and logical decisions and to be able to apply decisions effectively at a group and personal level. Having this skill enables one to understand one’s weaknesses and be able to accept criticism well.
Numeracy Skills is the ability to have a working knowledge of figures and explain numerical information clearly. I had this skill when I started this course. Even though I did not do well in Mathematics in school, I went on to qualify a professional qualification when my last and ninth subject was Quantitative Methods. What was good about this topic was the ease with which I participated in class. I worked in an insurance company where I gained practical numeracy skills because of the large volume of data that was required when submitting performance reports. 
Conclusion
In conclusion, this essay has discussed almost every aspect of employability, which in itself is an embodiment of academic, employability and interpersonal skills. This essay has shown that academic and some employability skills can be acquired through study, some of the significant employability skills are intrinsic to an individual. My own analysis has shown that when I came to this university, I knew very little by way of academic skills and now the university is filling the void that I had in many significant areas of my life. 
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