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Introduction
I believe that academic and employability skills are important because, in 21st century employers are looking for employability skills which are developed from basic academic skills. These are the skills that will make you look more outstanding in the eyes of your employer. For instance, the top 5 main academic skills are:
-Written communication
-Verbal communication (Oral communication)

1. Written communication
In written communication, written signs and symbols are used for communication. The written message can be printed or written by hand. In writing communication messages can be via e-mail, letters, reports, notes and more. The messages in written communication are influenced by words and grammar used, writing and styling style, precision and clarity in the language used. Writing communication is the most commonly used form in professional and business environments; as a result, it is considered to be among the main instruments that you need to have business skills. Notes, reports, newsletters, job descriptions, and emails are types of writing communication in the business world. Written communication outside the business community generally takes the form of letters, emails, websites, suggestions, telegrams, faxes, advertisements, brochures and press. 
Advantages: Edit ability: Messages can be edited and corrected many times before being sent and the fact that written messages can be retained and examined later, allowing time for reflection.
In my own experience I had struggled with writing emails especially formal and I found it difficult because I was not able to express my thoughts formally and effectively since I had no experience writing formal emails and etc. Attending my lecturers I have improved a lot with my writing skills. For example we had to write a formal email in class which I had no idea how to do, but with the help of the lecturer, I can now properly structure a formal email and that is really helpful for my workplace.
1.1 [bookmark: _GoBack]Paraphrasing
Is when you restructure a sentence or paragraph with your own words, without changing its meaning. Paraphrasing is essential because it demonstrates you are well enough to fully understand the source to write it in your own words. ... It is essential because it demonstrates your lecturer that you have accurately understood the source to write it in your own words. Also this will help the writer to be able to write their assignments easier and efficiently. 
My first experience with paraphrasing was when my lecturer started teaching this topic at first it was very new to be and I found it quite difficult and frustrating. However with a lot of exercises and practice I can now say I effectively can paraphrase any text without finding it difficult.





1.2 Summarising
Is a short overview of a whole debate or argument. For instance, you could summarise a complete research paper or discussion in a single paragraph, or use your own phrases and style with a sequence of bullet points. People often sum up when the initial content is lengthy, or to highlight important facts or points. Details or examples that can distract the reader from the most significant data and simplify complicated arguments, grammar and vocabulary. Used properly, summarising and paraphrasing can save time, enhance comprehension, and offer your job power and credibility. Both instruments are helpful when less essential than their general significance is the accurate wording of the initial communication.
2. Oral communication
Oral communication uses spoken words. Oral communication includes face-to-face conversations, speeches, telephone conversations, video, radio and television programs.
In oral communication, communication is influenced by the following:
Tone and pitch of voice: If you speak softly, the other person may not be able to hear you well. Take into account the age of the person you are talking to; it may be harder for older people to hear. Also, keep in mind the environment you are in, as this can determine how loud or quiet your voice should be. 
Speech Speed and Clarity: Talking too fast makes it difficult to talk people to follow your thought.
Courtesy: If you do not speak politely, the person you are talking to might focus your attention instead of what you are saying. 
Listening: When someone is speaking, you must listen carefully and make every effort to understand what is being said. Also, we need to show good manners by being quiet and making eye contact with the speaker to show that we are paying attention. 
Advantages: Provides quick feedback (allows the person we are communicating with, opportunity to immediately ask additional questions if he doesn't understand something or needs clarification).
In face-to-face conversation, the individual can guess whether to trust someone, by their facial expression and the body language.
I have experienced difficulties with my verbal communication due to the fact that English is my second language. I have a really strong accent and it is hard for me to pronounce some words properly. However I think I certainly have improved it by listening carefully the way words are being pronounced in class. For instance if my tutor uses a specific word that is unknown to me, I would ask him to repeat it and explain the meaning of the word, so it is easier for me to remember it.
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