




Academic and Employability Skills


Contents
Introduction:	3
Different effective skills for students and employees:	3
Classification of skills:	4
Adaptive skills:	4
Different academic skills:	4
Transferable skills of employees:	4
Job specific skill of employees:	4
Self-reflection skill:	5
Time management skill:	5
Presentation skill of students and employees:	6
Pretalk preparation for presentation:	6
Handouts for audiences:	6
Starting smoothly:	6
Speaking ability in presentation:	7
Body languages of presenter:	7
Questions in presentation:	7
Duration of presentation:	7
Behaviour of presenter:	7
Summary of the presentation:	8
Conclusion:	8
References	9



[bookmark: _GoBack]






[bookmark: _Toc8207748]Introduction:
Skills are the key points to make differences among people. All the people over the world are categorised based on different types of skills. All employees who are seeking jobs in the market need to hold some specific skills for the specific job as well as employers are looking for the people who are holding the specific skills for the job. Students also need some specific skills to do better in University. 
[bookmark: _Toc8207749]Different effective skills for students and employees: 
Students have to understand the way of learning in university because this is the place of higher study where lots of complex issues are being taught. In the university life, students have to organize the study, plan all the sequences and manage study (Allen and Kusy, 2011). Managing time is a big factor in university because students have to maintain time in different classes and exams. For different purposes, students have to work with other students like for group works. And they need to make presentations on their learnings in specific courses in university. At higher level of study, students are researching on different issues in their academic life so they need to have research skills. Students have to hold writing skill and referencing skills. Because their writings will show their results of learning and referencing will show the proper arrangements of study. A student in university is at higher level of study so that they must have higher level of creative thinking and reflective analysis ability. Their critical analysis will provide more proper solutions to different complex issues (Dai and Sternberg, 2004). 
All the individuals should have personal development plan for themselves to identify the key skills and the required skills which are needed to be more developed in future. This personal development is required for all students or employees if they want to:
· Increase their performance is existing situation
· Make the estimated changes in their existing skills
· Make progress in career
A graduate must have some specific skills if he or she want to be recruited in any firm (Debling and Behrman, 1996). These required skills are capabilities of applying knowledge in practical field, critically thinking abilities in different issues, creativity in nature, ability to provide solutions in different situations, ethical standard, ability to think internationally in different perspective. Different employers want to examine different skills in graduates but most common skills are communication skills among different types of parties, self-motivation, capability to work in any types of pressure, high level of confidence, commercially awareness of graduates, ability to work in a team, persuasion and negotiation ability, leadership ability with a team, ability to provide solutions to different problems, different organizational capability, perseverance ability in any situation etc. 
[bookmark: _Toc8207750]Classification of skills: 	
All the people need to be careful about their skill for specific job. Everyone has to know what kind of skills they already have and what kind of skills they need to earn in future (Employability skills for the future, 2002). Most important types of skills are:
[bookmark: _Toc8207751]Adaptive skills: 
This skill helps the person to cope up with any situation in anywhere. Adaptive skill helps to shape the attitude which can differ the activities of the person. The interpersonal interaction among the group members can be defined by the adaptive skill. Adaptive skill provides the passage to manage ourselves. 
[bookmark: _Toc8207752]Different academic skills:
Every individual must have different level of academic skill to get the job. Education can make the individuals competent to perform the job. Academic skills also require in university to get higher study (Feichtner, 1995). 
[bookmark: _Toc8207753]Transferable skills of employees:
Flexibility in skills are mandatory to be successful in life. A person can have some skills that can be moved based on different situations in different organizations. One of the greatest skills is communication skills of individual. 
[bookmark: _Toc8207754]Job specific skill of employees:
Employees should have job related skills for which employers are going to hire these employees. Different jobs need different qualities or skills in workplaces. These jobs specific skill make the specialization of employees in the firm. For example: Human resource manager who has higher degree on Human Resource Management course has job specific skill on Human Resources (Finch and Fafinski, 2015). 
All individuals need to know himself or herself to discover the comfort zone to get the best suited position in the organizations. After knowing self-skill, individual can get the natural talents which needed to be developed to be major strengths in organizations. All the people should be aware about their strengths and weaknesses before going to the market. 
[bookmark: _Toc8207755]Self-reflection skill:
In any situation whether it is university or company, individuals can get skills, develop these skills and track these skills to be sure about their strengths and weaknesses before going to be employed by self-reflective learner’s journal (Greenhaus and Callanan, 2006). In the self-reflective learner’s journal, individual can write the current situation, at first, in the journal, write the progress of the skill and record the timing required for the development of skills. This is the best way to get the reflection of own activities and progress. This process can help to get the insights of skills and required skills for specific job (Gravells, 2010). Here, this process tracks the progress regularly and help a student to get what is his learning from university. The writing way and tracking way can be different person to person but some common factors are: 
· Specially interesting skills are needed to be written in self-reflection journal
· Write the main points or any new points which will be major learnings from university or workplace
· Self-assessment about the present university or workplace based on different criteria like friendly environment (Haith, 1995).
· Finding out the relationship among present studies, previous studies and future higher studies or any other factors in real life
· Finding out the relationship among present workplace, past workplace and future workplace for an employee
· Writing down any developing idea by which a student can increase the quality of study skill and an employee can increase the quality of job specific skills.
· Tracking out the important factors of learnings which are found from running university for a student and from running organization for an employee
· The learnings from universities and experiences from different organizations should be implemented in the personal skills
· Any progress on these interesting skills are needed to record
· Any questions about some other skills will be answered 
· Any recommendations from teachers should be adjusted
[bookmark: _Toc8207756]Time management skill:
Time management refers the skill which is all about using the allocated time properly to perform the delegated time to specific employees in the firm or to students in university (Hind and Moss, 2011). Students should allocate proper time to study to complete their degree within given time schedule as well as employees should have the proper knowledge about the time which is given for completing a delegated task in the firm. All the individuals should use the time effectively to get expertise in time management. Everyone should make balanced time schedule for their life so that they can perform their task timely. A student will get proper level of time management skill if the person can properly use time for lectures and classes in university, time for self-study, time for family, time for recreation, proper sleeping time, proper time schedule for eating and some time for travelling to be refreshed. Afterall everyone should use the time with proper balancing in life (Lussier and Hendon, 2016). 
The time management will teach the balancing of life by setting priority based on importance of tasks in life. Individual should give more effort and time to more important tasks. Efficient use of time will generate higher return. If individual can use the allocated time properly, they will be able to maximise their skill and expertise. So, everyone should decrease wastage of time (Publishing, 2014). 
[bookmark: _Toc8207757]Presentation skill of students and employees:
To make an efficient and effective presentation, everyone should maintain these following issues: 
[bookmark: _Toc8207758]Pretalk preparation for presentation:
Every presenter should come a few minutes early in the presentation stage and get all the preparations. Presenter should dress well for the presentation and should turn off his or her mobile before starting presentation. 
[bookmark: _Toc8207759]Handouts for audiences:
Presenter can prepare some handouts for audiences to make the presentation more effective and these handouts must be distributed before starting the presentation (Ragonese et al., 2015). 
[bookmark: _Toc8207760]Starting smoothly:
Presenter should use something more interesting at the beginning of the presentation to catch the interest with more attention of all audiences. Every presenter, at first, should brief the topic so that the audiences can get what the presenter is going to present. And to catch the attention of audience presenter can briefly tell the summary of probable solution to the stated topic so that all audiences can related the presentation from beginning to ending. 
[bookmark: _Toc8207761]Speaking ability in presentation:
Presenter must present at a natural rate of speaking so that all the audiences can hear properly what are being said to them. The voice of presenter must be hearable to everyone from the first bench to last bench of the room whether it is a classroom or boardroom. Presenter must speak distinctly and clearly in from of audiences. All the presentation topics are not same so presenter should repeat if there is any critical information. Smooth presentation is cordially invited but pausing briefly is essential part which will help audiences to digest all the critical information of presentation. No presenter should read all the slides in presentation which is boring to every audiences. Presenter should present with his or her own speech (Routledge and Carmichael, 2007). 
[bookmark: _Toc8207762]Body languages of presenter:
Presenters need to face the audiences not the projector in time of presentation. Audiences love to get the eyes of presenter so presenter should keep his eyes on all the audiences to get the attention of everyone. Natural gesture of presenter will be expected if the presenter expects to be treated as efficient presenter. Presenter should never show his or her back to the audiences which is so embarrassing to audiences. Presenter can use notes only as reference point in presentation (Trought, 2015). 
[bookmark: _Toc8207763]Questions in presentation: 
Presenter should provide some time to audiences to take questions on the presenting topic but questions should not be taken during the speech. Presenter has to manage the question answer session smartly because some questions can be too personal in the presentation. If any question’s answer is unknown then presenter should be honest to audiences. 
[bookmark: _Toc8207764]Duration of presentation:
[bookmark: _Hlk5660327]Presenter must complete the presentation within given time for which all the presenter needs to practice and practice. In the practising time, presenter should try to end early so that the presentation can be effective. Efficient presenters allocate some time for questions and interruption by audiences in the presentation (Greenhaus and Callanan, 2006). 
[bookmark: _Toc8207765]Behaviour of presenter:
Presenter must show some interest and enthusiasm which is controlled level to involve the audiences. Presenter should use humour and ask some questions to audience where eye contact is also important. Presenter should maintain the connection with audiences in any situation. Clever and efficient presenter get the point if he forgets the line by questioning some audiences. 
[bookmark: _Toc8207766]Summary of the presentation:
[bookmark: _Hlk5660263]Effective presenter makes proper summary of the whole presentation and provide the findings with some key points to audiences. The end of the presentation should be with a summary statement or question which is early prepared by presenter (Employability skills for the future, 2002). This summary can also be any cartoon, logo of product or services or groups etc. 
[bookmark: _Toc8207767]Conclusion: 
All the employable graduates need to have different skills like capability to work in any types of pressure, high level of confidence, commercially awareness of graduates, ability to work in a team, persuasion and negotiation ability, leadership ability with a team, ability to provide solutions to different problems, different organizational capability, perseverance ability in any situation etc. The students or employees need to have self-reflection plans, proper time management and good presentation skills to be successful in life. 
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