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Introduction:
Academic skills are made  core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice’(Academic Skills Specialist,2013). An academic is a person who holds an advanced degree, such as a PhD, and often works as lecturer at a university or scholarly institution. Employability skills are the skills we have developed inside and outside of university that we can transfer to the workplace knowledge and abilities relating to a particular job. The ability to identify suitable job opportunities and self presentation for applications and interviews. Employability skills can be defined as 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.


















Discussion of Academic and Employability skills:                 
Academic Skills:Academic skills encourage students to become more efficient learners.Academic Skills are all about helping me become a more effective learner at University level and developing the research and study skills that will help us now and in the future. The  good academic skills will help students or employees  achieve  academic success that reflects  full potential. Most of the academic skills  developing during student studies are transferable to future careers,so can help students or employees even after they have left uni.
The Academic Skills team,based within the Library,is made up of subject Librarians,Study Skills and Digital Capabilities experts who will work with me to help me develop these essential skills. Academic skills are made up core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective’ (Academic Skills Specialists,2013)

Employability Skills:
‘Employability  skills are defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one potential and contribute successfully to enterprise strategic directions.’ (DEST 2002a).
Today, despite the degrees companies are paying more attention to the employability skills of the graduates, but there is no uniform standard of employability skills.  
Employers are often looking for skills that go beyond qualifications and experience.Education and experience may make me eligible to apply for a job but,to be successful in most roles,I need skills that I have to develop over time.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.










                      SWOT Analysis:
SWOT analysis based on actual experience and self assessment test through the internet.
(S)-strengths 
· Writing skills
· Reading skills

Writing skills:
· Writing skills definition: Writing skills mean the writer is to  write down their thoughts/ideas/opinions/facts/stories in a manner which makes the clear thoughts to the reader.Good writing needs to have good vocabulary,correct grammar and spellings along with perfect punctuation.This is the structure which makes reading a joy and a pleasure.Next,the writing must be coherent. Coherent means it ought to make sense.It should be logically connected and the events should flow properly to make sense to the reader.When i read your idea,it should present a clear picture of what you are trying to communicate to my mind.Imagine you  have to describe a person enjoying the breeze on a beach.
Writing skills trump speaking skills because most often the writer is not present in front of us to impress us with his/her voice,tone,mannerisms,personality,non verbal cues and body language.
Its  word after all…

· Every student or employee should have  writing skills at university or workplace, because without writing skills at university or workplace it will be challenging for themself, good writing skills are highly important in the university or workplace . If they are sending emails full of typos, poorly constructed sentences and grammatical errors, then it can imply that they take a similar attitude towards their work.
.
· I have good writing skills, but I need to  improve my english grammar to write a better writing assignment in the university next  assignment.








Reading skills:
· Reading skills definition: Reading skills lead a person to interact and gain meaning from written language.There are several components one must master which lead to independently comprehending the intended message being relayed in the written content.First is phonemic awareness which is defined by the National Reading Panel as “recognizing and manipulating spoken words in language”(whalon et al.2009).Next is phonics defined by the same group as “understanding letter-sound correspondences in reading and spelling”then oral reading fluency which is “reading text with speed,accuracy,and expression”.The fourth component is vocabulary defined as “understanding words read by linking the word to oral vocabulary”and lastly is comprehension defined as”directly teaching students to be aware of the cognitive processes involved in reading”(p.4).

· Reading skills improves students or employers ability to comprehend written material - skill helpful in any career, and helps articulate thoughts - Reading improves their vocabulary and makes them more creative thinkers.
· I have reading skills but still I think I need to  improve more in my reading skills so I can read more fluently or effortlessly.




















(W)-Weakness:
·  Speaking skills
· Teamwork skills
·  Communication skills


Speaking skills:
· Speaking skills definition: Speaking skills are the skills that  give   the ability to communicate effectively. These skills allow the speaker to convey a message in a passionate,thoughtful,and convincing manner.Speaking skills also help to assure that one will  be not misunderstood by those people who are listening.
Speaking is the productive skill in the oral mode.It like the other skills,is more complicated than it seems at first and involves more than just pronouncing words.

Some speaking situations are partially interactive,such as when giving a speech to a live audience,where the convention is that the audience does not interrupt the speech.The speaker nevertheless can see the audience and judge from the expressions on their faces and body language whether or not he or she is being understood.

Few speaking situations may be totally non-interactive,such as when recording a speech for a radio broadcast.
In all the above explained conditions speaking is always a headache for most of the people.Although the fear of speaking is common,studies show that ability to speaking can be enhanced by improving speaking skills.










Teamwork skills:
Teamwork is when many people work together.Work together to reach a goal.Teamwork helps people to understand others,build friendly friendships,and to get any job done the right way.In Workplace or University  teamwork is often practice to help clients or students at the workplace or University.All team members are given a job to do.In teamwork all work we have to shared.
In Today's  society,only individual working ability is not enough,more and more workers need a group of people to complete work together. Work in groups can speed up the progress of work and also through brainstorming to create a better idea of companies.


Communication skills:
Communication Skills allow me to understand and by others. These can include but are not limited to effectively communicating ideas to others, actively listening in conversations, giving and receiving critical feedback and public speaking. Communication skills are abilities used when giving and receiving different kinds of information. Some examples include communicating ideas, feelings or what’s happening around. Communication skills involve listening, speaking, observing and empathizing. It is also helpful to understand the differences in how to communicate through face-to-face interactions, phone conversations and digital communications like email and social media. There are different types of communication skills I can learn and practice to help myself become an effective communicator. Many of these skills work together, making it important to practice communication skills in different contexts whenever possible.














(O)-Opportunities:
· Learning skills
Opportunities are a combination of different circumstances at a given time that offer a positive outcome, if taken advantage of. (Thomas Bush, Jun 27,2016)
I have an opportunity to go University and complete my study and get graduation, this is the right opportunity I have now to complete my graduation.


(T)-Threats:
· Technology skills
Threats are negative, and external. This means that threats do not benefit your workplace, but there is nothing you can do to stop them from coming about.  (Thomas Bush, Jun 30,2016)
I have not enough technology skills, it might affect me working in the University or workplace. University or workplace I have to do assignments, course presentations or work presentations can be difficult for me, moreover that technology skills can be threats for me.










  








Time management: 
My time well can help me improve in my career.Organisation each day helps me to complete work on time,stay engaged during important meetings and give me space to be creative and proactive in my task.Having strong time-management skills can ultimately lead to accomplishing key goals and  advancing in my position.Time management skills include a variety of skills that will help manage time well.Some of the most important time management skills include:
Organization.Staying organized can help me maintain a clear picture of what I need to complete and when.Being well-organized might mean maintaining an up-to-date, being able to locate certain documents easily,having a tidy environment and taking detailed,diligent notes. 

Prioritization:Assessing each of my responsibilities for priority is key in being a good time manager.There are many ways to prioritize what i need to accomplish.I might need to decide to complete fast,simple items followed by longer,more involved ones.Alternatively,i might prioritize my tasks starting with the most time-sensitive,or a combination of both.

Goal-setting:Setting goals is the first step to becoming a good time manager.Goal-setting allows you to clearly understand my end goal and what exactly i need to prioritize to accomplish it.Setting both short-term goals and long-term goals can lead to success in my career.

Communication: Developing strong communication skills can allow me to make my plans and goals clear to people i work with.It  also allows me to delegate,which lets me focus on completing the most important,relevant tasks that align with my goals.

Planning:A fundamental part of time management is planning.Being efficient in planning out my day,meetings and how i will accomplish things will help me stick to my schedule.

Delegation:Being a good time manager means only completing work that will help me and my company accomplish goals.While this skill is most often done by managers,i can also practice delegating tasks if im managing a project.While it can often be difficult to say “no”when someone asks me to do something at work,it is important to practice having boundaries to manage my time well and ultimately accomplish my goals.
Stress management:When practicing good time management,i should also be attentive to my mental health.Handling stress in a positive way can help me stay motivated and perform well when going through my schedule.Might do this by including small breaks throughout my day,or rewarding myself in small ways as i accomplish tasks.

Taking time to develop each of these skills will help  organize my daily work,whether i am in a job,searching for a job or trying to develop a new competency.
































Personal Development Plan
A good plan provides focus; it helps you map out a path towards your version of succes; it allows you to make better decisions, and it prevents you from taking backwards steps. A good plan also allows you to strategies and get back to track on track when things go wrong.
A clear plan is also beneficial for your mental health as a sense of purposefulness can often help reduce stress and anxiety. 
Employers or Students should have to do a personal development plan for daily routine or weekly, or monthly, in addition they can analyze how they can save their time, and they can analyze their daily activities. So, they can make a personal development plan for their future activities.
 After i finished the SWOT analysis, according to my own situation I make 
My personal development plan,  after i finish University this year course (level - 4), i will do next year another course (level - 5), and then next year(level - 6), i want to complete my graduation and i would like to do a good job or my own small business. In addition I have to improve my weaknesses too, I will work on my weaknesses.








Skills need to be improved
 
· Teamwork skills
· Technology skills
· Communication

How i can improve my skills:

Teamwork skills
Teamwork skills I can improve with Working on group assignments or group presentations course work with teams and try to clear my point of view or understand theirs point of view, making decisions and work together.  
Goal - I have to try hard to finish the group work assignments  or presentations before submit.


Technology skills
Technology skills I can improve by Learning something about photoshop or databases participating in the IT course and I have  to learn how teachers teach  and, I have to understand how to do it.
Goal - Completing the IT course and,Learn during the whole session until courses get finished.


Communication skills
I need to improve my communication skills in university,because sometimes I feel that it’s hard to communicate with some people or students, because I can not understand their language accent, how they are speaking in it’s different.
Goal - I can improve this to speak with students  and,try to understand them and if I cannot understand them I can ask them to repeat it or  speak slowly,and try to communicate with them.

























Conclusion:
There is no doubt that employees who having a good degree will gain an excellent starting point,since a good degree helps employees open the door of finding a job,however,a degree alone is not enough,employers want much more from their graduate employees,they want employees can bring benefits to the company and let the company in an invincible position during the fierce competition.Through extensive research i summed up eight kinds of employability skills that most needed by companies.And i made a personal SWOT analysis based on employability skills  and self assessment test through the internet and actual experience which made me become more aware of myself.After that i made an action plan for myself.I’ll stick to the plan and i hope that it would help me improve my employability skills after i finish it.And get  a good job in the competitive job market after i graduate.
Skills good at the workplace or university because without skills i will be unavailable to do anything,everybody has some skills like some have Communication skills, Reading skills,Writing skills,Speaking skills,problem solving skills,I have reading skills and i love to read.I have writing skills. I need to improve my  communications skills.
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