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Introduction 

The purpose of this assignment is to analyse the importance of academic and employability skill at work place.  As known in any business there is computation all over. To secure a higher and respectable business in these days, we need to develop our staff with the necessary skills for the employee to fulfil many different roles as required. In other to make companies to be more competitive in the job market we need to find out the necessary   training skills and make action plan to improve the company. 
Employers will  always ask for more  skills  apart from academic skill, but skill are not the same for everyone. 


























Definition of Academic and employability skills:
Academic skills refer to those kinds of skill which are generic and transferable, which underpin the learning development of undergraduate and taught postgraduate students enabling them to be confident, independent critical thinkers and reflective learners.  (Howard 2012)

Employability skills on the other hand has been defined by many scholars as the type of skills required to acquire and retain a job. (Thomas.H.1995).  This concept breeds from educators whose primary focus is to design programs that helps facilitate employment.   
As such, recent studies reveal that employability skills are often used to describe the preparation skills upon which a person most built job specific skill.  (Ibid)
 
The importance of Academic and employability skills 
Academic skills are important in many ways as it   seen by many scholars to have a growing importance as it will continue to be always useful for students. 
Employability skill is equally important in the sense that is applicable to many jobs and can support common preparation to meet the needs of many different occupations.  (Thomas H. 1995).
Types of academic  and employability skills. Examples.
1. Finding and evaluating information:  every topic in academic has a reading list, so the first step in finding information should be on book list, articles, academic journals among others provided as part of your reading. Reading through these texts gives you the ability to find information which should be well analysed o be able to respond to questions raised, to build an argument. This research will help you to know the literature already available on a specific research question and the analysis of the researchers, to help you make up your response in relation to your critical thoughts. (Benesch,2001).
· Referencing and avoiding plagiarism: academic honesty is an important skill to be possessed by every student. Student should be able to graciously show that they build on the knowledge and arguments of other scholars. It is good academic particle and intellectual honesty to explicitly acknowledge the work of others. (Collin N.2010). There are different ways of citing and reference however, it has to be done in a consistent manner. For example, you cannot use both Harvard style of reference and Oscola in the same paper. It is advisable to choose one format throughout that paper.
3 Academic writing: is a very important and must be done not just for the end results, but needs to follow a well-structured process that aims to build an argument by discussing and thinking critically to process arguments from different literature review important element; a general topic statement, thesis statement, an outlined structure which includes the body and conclusion. (Davise M 2011).
2. Time management: the ability to manage time is an important element in any successful study. Students should be able to better organise themselves to use the available time for their studies. Been able to do your work within an organised time is a skill that needs to be among others. A student should always prioritise his/her work at all times, and can get a break at regular intervals to regain stamina. (Davies M 2011).
3. Communication: good communication is an essential tool in achieving productivity and maintaining strong working relationships at all level of an organisation. Employees who invest time and energy into delivery clear lines of communication will rapidly build trust among employees, leading to increase in productivity Mogan,P. (2017)
4. Critical thinking:  this is one of the most valued quality of academic skills, as it helps you to assess ideas and information. (Kathy Tuner 2011). It gives you the ability to judge the credibility of a claim and the adequacy of an argument. Thus, the aim is to produce an attitude towards knowledge and skills in thinking about things to use in your wo and life (lbid).
5. Collaborative group work: this is the ability to do work together with peer without competition. Literature has revealed that cooperative leaning produced greater academic achievement than competitive and individualistic learning. (Johson, D.W 2008). As such, universities use group work to enhance their students’ learning skills. (Bruffee, K,1993).
6. Presentation: are the skills required I delivering effective and engaging presentation to a variety of audiences. These skills cover a variety area such as the structure your presentation, the design of your slides, the tone of your voice and the body language you convey. It is the ability to deliver an effective oral communication on a public display. The presentation should be in a lively, flexible and interesting way to attract your audience.  It is the ability to deliver an effective oral communication on a public display. The presentation should be in a lively, flexible and interesting way to attract your audience. 
7. Team work: a team work environment promotes and atmosphere that creates friendship and loyalty. In his close-knit relationships motivates employees in parallel and help them to work harder and support each other. Woking as team is important because it can help the employees to put together strength and knowledge on a task. Morgan. (2017).

Personal swot analysis.  
After analysing the above examples of employability and academic skills, will now analyse my own swot analysis at work place and in class.
Communication
· Strength: I have a very good communication skill, because at work place working with people that has learning ability for 12 years makes me to manage and communicate perfectly, I build relationships both personal and professional as a way to create a great competed, and I have vast knowledge about the area of my job. I do listen to people to understand and give them the opportunity   to share their knowledge and express their opinions. I know how to balance speaking and listening effectively at work place and in class. These few points made me to become a good communicator..
Team work 
· Strength: I am a very good team player, because I respect all team members, collaborate with them, always solve any problem and conflict with get within our team. Will do these in a way that nobody feels that they are treated unfairly and think that am bias. I do listen carefully to everyone's idea, will never jump to conclusion without taking all ideas into consideration and we all agree on it to a task or to complete a project at work or in class. 
Weakness: 
· Critical thinking: I have the potential for developing a much more effective critical thinking, but this could sometimes be limited due o few reasons, personal and emotional, affective, not willing or alde to develop my level of critical thinking is leaning capability, lack of knowledge on how to develop my own to be deep in thought and search deep down under for a constructive and unique ideas and lack of ability and ideas to evaluate situation. 
Weakness
· Time management: I am poor in planning skills, never set priorities, very bad in estimating time, always rush to complete tasks, low productivity and frequently being late to complete my work or going to workplace. I never want to rush, always take my time to understand and to thing perfectly and be late, than got it wrong and finish on time.
Threat
· Critical thing: I am so scepticism everything and is causes me not to believe in anything I heard or see, and this affect my way of life. I always totally believe in myself and ignore to what others may think or say. I believe in myself so much that, any thing I say or do is the right no other option is important, because of my bad experience in the past, am bias and it is causing me some consequences
Personal development plans:
After the swot analysis, I know where I need to improve myself. Now am in university I will learn more and will focus on my weaknesses and threats, as my main courses, for the whole year and will continue to learn the next 3 years and get more academic and employment skills.
To improve on critical thinking, I will be more curious, try to know stuff around me to motivate and think deeper about certain things thoroughly to process information and know how accurate it is. Will use my common sense and experience to able to see or tell about a bad or good fact. I will observe some of my responses from social media, watch videos and then examine further to find out what is underneath of that particular information, and build a reflection time to my day to day task at work place and class. 
After all this skills I mentioned here, i stated my strengths, weaknesses and threats on my swot analysis, and my plan is to finish this course and also go ahead for another two years to have my degree in health and social care. In this way I will feel comfortable without any thread. And get ready for the competition in the health and social care field, as you know this is the job am happy to do after doing it for 12 years.   
My initiative and enquiring mind is great in doing new things, to help improve the learning and work I involved. Attending meetings with team members and management discussed and agreed on all ideas. Helps me in my career.

Conclusion
It is very important to have academic and employment skills qualification it will surely make you get the necessary foundation that you needed to get a job in social and health care sector.  It is a most that one should take all courses need to support you and elevate you in this sector. Communicate well, work as a team, solve problem and other information skills. At my age and a old school learner I have a lot of learning to do so that I can keep my skills in the health care sector. The younger ones are more educated and got more opportunities nowadays in this field.  However, I made my swot analysis and after discussing my strength and weakness, I indicate how to improve on them in my personal development plan. Will follow my PDP of action and do my best to complete this course to the end. My aim is to improve myself and able to grow and succeed at workplace.
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