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INTRODUCTION: 
The purpose of this essay is to present my experience on this module. I feel that this is an important topic because the ‘Academic and Employability skills’ module has taught me a broad range of skills. Throughout, I will exemplify the skills which I have learnt, such as: interpersonal skills, presentation skills and writing skills. 
Here are three other Academic skills I have learned.
Interpersonal skills
Presentation skills
Writing skills
Interpersonal skills are the skills we use every day, where we communicate and interact with others in groups or individual (Kenton, 2018). Interpersonal skills have a wide variety of skills such as is listening skills, body language people good interpersonal will doing well in life (Kenton, 2018).  People have this skills are able to work well, in work and in general.  These skills include a wide range of skills, such as communication skills which have two type:  Verbal and Non-Verbal communications (Kenton, 2018).  To summarize, Kenton (2018) identities that “Interpersonal skills are skills used by a person to interact with others properly”. 
PRESENTATION SKILLS:
Presentation means to be able to communicate or present the information that carefully considered and can be adapted to different form of communication such talking in groups, in meeting or briefing a team (Becker & Becker, 1994).  Presentations are usually delivered direct to an audience, however recently, they can be delivered over the internet using video conferencing system or via Skype (Becker & Becker, 1994).  In presentation skills there are forms of presentation, like providing information, teaching skills, and reporting progress, selling a product or services, making decisions and solving problems. With any presentation you have to know your topic and objectives, but not every presentation has to mold itself into a traditional presentation. For instance, they can be presented as a status, report, pitch, program, interview or demonstration (Becker & Becker, 1994). Moreover, there are other types of presentation: it can be a visual style, freeform style, instruct or style, coach style, storytelling, connector, Lessig and takashi style.  Visual style is with style of speaking to get your audience engage and on this you need to throw together slides quickly.  Freeform style, this style you don’t required slides, it just need to illustrate each point on strong stories.  Instructor styles this presentation is a complex message using metaphors using figures of speech and plenty of contents, just like professors and teachers.  Coach styles this king of presents are energetic and charismatic speakers.  This style works well if your speaking to a group of executive who you have to sell your company ideas.  Storytelling this style relies on anecdotes, it bring your learning points to life and tell your story in the honest way and let your emotions out (Becker & Becker, 1994).  
						3

Connector style presenter connect to an audience with freeform questions and answers and when speak they used their gesture which gives reactions and feedbacks from audience.  The Lessig style requires presenters 15 seconds to pass through each slides, with the presenters spoken words and synchronized.  Last one is Takashi style this style used minimal slides, this is a focal points of slides and phrases, sparingly, short and concise (Becker & Becker, 1994)

WRITING SKILLS:
Writing skills are an important part of communications. You might write a report, press release, or your CV or your resume, correct spelling and grammar if you want a new job.  During this module I have learned how to write a correct CV or resume. Writing skills is a form of communication that allows to express their feelings and idea on paper.  There are different types of writing styles. Examples include: Expository, descriptive, persuasive and narrative writing.  Expository these types of essay or articles does not include their opinions, it furnish and order (Meer, 2016).  Descriptive describing a character is the main focus in great detail in a place or an events (Meer, 2016).  This can be poetic in nature, it visualizes what he sees or hear, feels, smells and taste.  Persuasive writing this contains opinion and biases to convince point of view (Meer, 2016).  It equip with reasons, justifications and arguments and stands to ask you to agree the point of view.  Narrative writing is to tell story, it creates different character and tell what happens, tell story or events, has characters and dialogue and has logical, beginnings, intervals, and endings, examples are short stories, poetry and novels.  These are different writings that we used in general in writing skills.  (Meer, 2016)

EMPLOYABILITY SKILLS  I have learned in this modules are:-
Communication Skills
Personal Skills
Teamworking skills
Communications is a two way process, in words it involves both sending and receiving information.  If you are a “sender” has to communicate clearly either in face to face or “writing” then ask if your listener had understand your message.  If you are a recipient means the information have to listen carefully, then confirm and ensure that you both understand of the situation.  Communication skills are needed in most aspects of our life.  It is important to have a good communication skills, as developing our communication skills can help in our life from personal and professional to social gathering and everything needed in almost aspect in our life.  Good communication is definitely need to demonstrate 
						4

on this way you have a good possibility to get a job or promotion at work. 
Moreover in the personal life, having strong communication skills is good because this can improve your 
relationship personally or on family by delivering and explaining things properly.  In Communications, there are two types which are: Verbal communication and Non-verbal communications.  Verbal communication is written or spoken, whilst Non-verbal communication includes body language, gesture, tone of voice, appearance or facial expressions (McFarlin, 2018).

PERSONAL SKILLS: 
Personal skills people manage and express themselves.  These revealed those peoples attitudes and behaviour and brings to daily activities, study and to work.  This personal management skills include positive attitude and behaviours strong sense of responsibility. Example fulfils obligations, setting priorities, you can be adaptivity, being open and responsive and willing to change and adapt and took interest in learning.  Here are some examples in Personal skills:- Learning skills – willing to learn and show interest in development and personal interest.  Adaptability, easily to adapt to new challenge, willing and easily to deal in changing situations, openness applied.  Initiative skills, to make your own initiative, find opportunities to make decision.  Motivation skills, this skills shows confident in abilities expect to succeed in task and Dependability skills consists of being reliable, dependable and responsible in duties or work.  All of the above are learning skills which are a significant part of Personal skills.

TEAMWORKING SKILLS
Teamwork is a group of people working together in order to achieve goals (Doyle, 2017). This means that people will cooperate using their individual skills and provide a good result into the group (Doyle, 2017).  When a team performing at its best, each member has their own responsibilities and it needed to achieve teams goals.  There are 5 top Teamwork skills which include: Communication, Conflict management, Listening, Reliable and Respectful.  In Communication, as a team member you have to be able to communicate clearly (Doyle, 2017).  Secondly in Conflict management, you need to be able negotiate and settle dispute with the team members and make sure that everyone agreed with the decisions made (Doyle, 2017).  With Listening, you need to listen to the ideas by clarifying, concern in demonstration and show your team that you are concern and try to understand them (Doyle, 2017). As highlight by Doyle (2017), to be Reliable, you need to show to your team 
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that you are reliable and complete your task by the deadline in order to gain trust from the team.  Finally to be Respectful, you need to respect their ideas, listen when they speak, using their person’s name and make them appreciated of what they are trying say (Doyle, 2017).


There are some skills that I need to have and to learn and improve in order to get a better job for the good future.  Some important skills include: management skills and I.T. skills.
Time Management skills requires the investment of little time upfront to prioritise and organise yourself.  I need to organise this properly as I have a very busy schedule at home from parenting, working, and studying.  I understand that there are top Time management skills which are prioritizing, scheduling, keeping a to-do-list, resting and delegations.  Prioritizing, impossible to do everything to do at once.  You should be able to do the task by prioritising the important things.  You have to calculate and how it takes to complete and then the next one follow and calculate the time.  Scheduling, it is important to schedule to your time and it needs to be done in specific time, it can affect your day, and week. There are some task that need to be done immediately and there is a set of time.  To avoid delaying you have to have a proper schedule.  Keeping a To-Do-List This is the best way of remembering something important to avoid missing things and the works that need to be done.  Write down all the necessary and important things.  All you have to do once you write it all down is you just have to look the list.  Resting, it is one important in management skills as you work long hours or anything you do, resting is good for body and mind, it gives you refresh and ready to start for another day. 
Moreover, other skills I need to learn and gain knowledge in are IT skills. 
IT Skills are becoming more and more essential in the workplace, no matter what field you are in, IT skills is demanding and needed as mostly companies are using modern technology and computers.  Examples are Word processing, spreadsheets, presentation software and soft skills.  In word processing you have to be able to use word processing software, Microsoft word this include data entry, layout, formatting, editing tools and so on.  Then spreadsheets, this EXCEL package used in different roles, HR, finance, sales and marketing mainly used this package.  Presentation software, software that allows you to put together to give good information and presentation, Power Point is needed.   As well as I need this skills by gaining this I need to study and learn IT Skills. (Doyle, 2018)  
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CONCLUSION:
Overall, I have demonstrated the importance of a variety of ‘Academic and Employability Skills. Interpersonal skills are significant for clear interaction (Kenton, 2018), whilst presentation skills are necessary to present information to different groups of people. In particular, interpersonal skills and presentation skills will be extremely useful when I apply and interview for jobs – this will allow me to communicate effectively and increase my confidence. Finally as highlighted, I have benefited from this module as I will make a conscious effort to improve my time management. Having a busy schedule from day-to-day, I will ensure that I prioritise my tasks, as well as take some time to rest. 
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