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[bookmark: _Toc512806758][bookmark: _Toc512807151]Introduction 
This report is focused on “Academic and Employability skills” at the work place. Academic and employability skills an important aspect of any undergraduate level study, has the potential to be overlooked with first term. In this regard, I believe such an approach has a positive effect on the development of student knowledge.  The understanding level of students have when developing their employability profiles, and the potential to achieve their dream goals. Students were also introduced to the six skills in this term, the results of which are presented below. Our approach to integrating employability is then presented, along with student’s responses to their skills development and reflection. 

[bookmark: _Toc512806759][bookmark: _Toc512807152]Communicating Effectively

The ability to communicate effectively is an essential skill in today’s life style. When communicating with others, we often focus on what we should say. However, effective communication is less about taking and more about listening. Listening well means not just understanding the words or the information being communicated, but also understanding the emotions the speaker is trying to communicate.   Communication is a dynamic process and how you communicate can positively and negatively affect the relationships you have in your work place and in normal life. There are eight types of effective communication skills:
· Active Listening. This is the most important part of communication. Pay full body attention when you receive, understand, reply and convey to the respective audience.
· Non-verbal Communication. This type of communication involves body gestures and body languages. Active listening is also involving non-verbal communication. Some time you are unaware of message you are sending. Non-verbal message is including tone of voice, facial expressions, eye contacts, arm, hand and leg postures.
· Asking Questions. When you receive message. During the conversation show your interest by asking question e.g. when, where, who, which, how much, How many and how often.
· Be Clear. When you are in conversation with someone, be clear, articulate and concise. Less is more when it comes to speaking and speak plain English. 
· Clarifying and Summarising. Pay attention to hear correctly you can reflect to clarify what you heard and summarise. This shows you are listening to other persons and checks you have the message correct that they are trying to get across.
· Being Empathetic. Having empathy for another person is the ability to understand and share the feeling of another, which brings people closer.

· Providing Feedback. Giving or receiving feedback on the subject is most important, even that is positive or negative can help to improve your communication skill and you can measure yourself.
· Developing Trust. Building trust among colleagues and friend will take time. Its depends on what you say and what you do and what you are going to do and building relationships on honesty and integrity is most prominent. 
In other word communication is the act of moving information. Communication between people can take place directly from person to person using voice and words and nonverbally using body language, gesture, and visual aids. Communication skills are tools that we use to be communicate effectively with others.
[bookmark: _Toc512806760][bookmark: _Toc512807153]Presentation Skills 
This is art of giving something to someone with the manner or a talk giving some information to a group of people. The reality is that giving presentation in front of other people can be scary and nervous. Sometimes because of the fear of unknown fact: who will be looking at me? What will be the audience? Will be they thinking about me? And finally, what question might they ask? Mostly these questions are coming in mind, because you must face the audience and you must reply the question raised by them. However, it is a skill which boosts your moral and prevent you from hesitation to speak publicly and answer their questions. In our routine life when we see tv presenters and listening to radio they are also doing presentation in some way. Its mean the presentation could take place in different situations which we normally do not consider as a presentation. For an academic presentation at university, we can imagine the presentation as very similar to the spoken version of an academic essay. The business purpose presentation is typically more formal about the setting of business and its goals. 
The main thing is your preparation of your presentation, a poor presentation will likely fail to achieve its objectives. It is very important that you keep your presentation simple, straightforward and clear which can inspire and encourage the audience.  Keep in mind the following aspects to get right:

· Audibility.  Make sure people can hear you clearly.
· Dress and Appearance. Smart dress is also give a good impression to the audience.
· Smiles and facial expression. Your facial expression must not show any nerves. Smile can help your audience to relax, also show the audience you are in good mood and confident for delivery of presentation.
· Clarity of Message. The message should be simple, straightforward and clear. Must use simple English in your paragraphs.
· Tone of voice. It is very important to use of tone of voice, which is related to your personality and communication ability.
· Look at the audience. During the presentation when you are looking at the audience face, you can have some clues how are feeling, they understand and agreed with you or they feel bored. In such case to get their attention tell some jokes if you can.
· Be Polite. During the presentation you will face different audience: e.g. arrogant, moody and irritated. Be polite and answer their question with smile. 
· Say Thanks and invite questions. At the end of your presentation say thank you to your audience and ask question they might ask for more information.

[bookmark: _Toc512807154]Team Working. 
Team working is defined as group of people with different skills and different tasks, who work together to achieve the collective goal. In different organisation the team work could be different, but the aim is almost one to get the work done. Businesses and organisation are aware of the potential of the team and frequently use them to carry of the task of their business on regular basis. The individual who affiliate with a team and they cooperate with others, increase their ability to solve the shared problems. Such members of a team are named as good team player. Real team is a group of identified individuals who actually work together to achieve a common set of objectives. They need to understand and embrace the shared purpose, to pull in others in the same direction. This mean the team must be consist on right number of right kind of people on right task in the right ways and governing them by the right norms and shared values. The team must be supported, facilitated and rewarded by an organisation to increase the production on the required level. 
[bookmark: _Toc512807155]Advantages of Teamwork.
There are many advantages of teamwork in the workplace and it can raise level of moral, efficiency, quality of customer services, planning and creativity. No matter how big or small the business is, teamwork can improve every aspect of its performance. It can also produce more effective and motivated members for day to day performance, a sense of ownership, better result and ultimately big profits. Below are the key advantages of teamwork:
· Good teamwork utilizing everyone’s strength and distribute workloads and responsibilities to all team members. 
· The stronger team member shared the information and knowledge among the team members to improve the weaker for maximizing the level of overall performance.
· A well organise team can produce a wide range of possible solutions of each specific problem through collective input.
· Teamwork gives individuals an interest and incentive in encouraging and aiding other members of the team to achieve those shared goals.
· The individuals are more likely to take risks when they experience the security of being part of an effective team, as they receive the support and reassurance of being part of a team. This makes more creative and innovative solutions more likely.
· An organisation’s decision-making process can be much better by utilizing teamwork.
· In some cases, a group can deal with complicated, difficult, deep involved problems more effectively rather than an individual. That’s because the range of skill sets, and experience can adapt better to difficult problems.
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The five common problems are being experienced at the workplace:
· Lack of communication.  This is the common and everlasting problems at work place among the members, which is highly frustrating for those who are doing their work up to the entire satisfaction of their team leader. Some of the team members are unwilling to cooperate with others to achieve the set goals.
· Losses of Productivity. This can happen because of poor planning and poor structure of the team at workplace. Furthermore, conflict about the goals, task assignments, and operating procedures can slow down the performance of a team.
· Poor communication. This problem easily creates interpersonal conflict in any team. 
· Poor Leadership.  The team leader who is not balanced can disengage, resist or even sabotage his own teams. 
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The activity of leading a group of people or an organisation or ability to do this, is called leader. Leader is involving establishing a clear vision and share that vision with other so that they will follow willingly, providing the information, knowledge and method to realize that vision and coordinating and balancing the conflicting interests of all members and stakeholders. Companies are paying more money to a leader as he has more responsibility and challenges. A real leader has creative quality and broad vision than others, with his vision ability he shares his knowledge with his colleagues to lead them up to the required success. Leading is not too easy as we think, it is an exciting and rewarding activity with is so risky and difficult.  An effective leader creates an inspiring vision of the future, motivates and engage people with his vision.  A good leader has the following qualities:

· Creates best atmosphere/culture at work place
· Inspire others to make efforts to achieve the set goals
· Showing commitment with his vision
· Communicate with his team effectively and regularly to get the work done
· Build a good working relationship with his team
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During the first terms, I learnt about the different types of skills. My lecturer explained about all the skills and some of them I wrote in my report. The first term was just like Prep class, I have learnt about sentence writing, paragraphs and how to write references which I found most helpful and quite useful for report writing. Even this was new experience, its improved my knowledge of report writing. I used the tips of my Lecturer given to me during the learning session. I feel better and more confident in terms of different skills specially communication skills, which improves my ability to communicate with my colleagues and management team at workplace. I feel the difference what I was before and what I am now. 
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