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Introduction 
Academic skills include various strategies that a student adopts in their high school and university in order to have a good approach to the learning process. This boosts the skills of an individual, in addition to it helps to retain and recall all the essential information that is taught to them. On the other hand, employability skills, which is often known as a soft skill that can be referred to as transferable skills that an individual is required in order to make them employable. In this paper, a brief description of the academic and employability skills is discussed, which helps an individual to have a proper understanding of various learning skills that help them to present themselves and make them employable. 

[bookmark: _Toc28269174][bookmark: _Toc28870414]Academic skills

Academic skills plays a key role in the success of a particular individual and a particular individual teach academic skills in its student life. Academic skills helps students to be career-ready and make students more efficient in their work. Improvement in various academic skills such as improvement in English letter writing or complex technical report writing help student to make improvement in their professional life. Academic skills are those which are studied in student life by students.  Academic skills help students to face various authentic situations in professional life. As per the comments of Espelage et al (2016) skills which are needed in the all over professional life should be practiced well in student life. A nursing student should have knowledge of calculating and applying ratios, proportions calculation, percentage and rates of various drugs. Writing skills, essay writing, note-taking ability, research these are the most important academic skills of a student. Each and every people need a strong foundation for their academic skills to make improvement in their workplace. In this economic condition, good academic skills are the most important factor to peruse good jobs or post-secondary education.
   
[bookmark: _Toc28269175][bookmark: _Toc28870415]Employability skill 
Employability skills are the most important and critical factors for developing good work culture in the workplace. They are hard and soft.. As per the view of Aithal and Kumari (2015) economic growth of a particular organization is completely dependent on the employability skills. Adaptability, oral and written communication, critical thinking, collaborations, work ethics, creativity, technology, responsibility are the main factors of employability skills but employability skills are not limited in these factors. Adapting different factors according to the given task is the important factor of employability skills. 

Hard skills 
Hard skills are not transferable and people generally adopt different kinds of employability skills but hard skills are generally taught in class. As per the description of Hsin and Xie (2016) hard skills have not adopted, these skills can be more effective by regular practice. Hard skills cannot make the growth of an organization alone
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Figure 1: Soft Skills
(Source: Based on Manee et al. 2015)
[bookmark: _Toc28870417]Communication
Communication is an important part of both academic and employability skills. Proper communication can lead an individual to understand what is going on around them. As per the ideas of Manee et al. (2015), it can be stated that proper communication includes active listening, speaking, reading, and writing. Communication caters an individual the opportunity to understand a particular topic and give instruction to other individuals. 

Listening 
Listening is a skill that helps an individual to have a proper understanding of various topics that are related to both academic and employment. Listening actively can cater to an individual with better retaining and recalling of the various topics that are provided to them. 

Speaking 
Speaking is also a skill, which is considered to be a soft skill, helps to get to communicate with fellow mates or co-workers. Speaking most of the time helps to resolve some problems that an individual might face ion their academic or other topics related to their work. 


Writing 
Writing skills in academics and for professional work is very essential as it helps an individual to have a record of all the things that are required to be considered for future. Writing properly all the essential details helps an individual to instruct their co-worker when needed. 
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Working with a team is an essential skill for both academic and employable purposes. Working collaboratively helps an individual to develop collaborative skills as well as coordination skills. Different ideas and opinions come out when individuals work in a team. In the case of employability working with a team enhances the skills of an individual as the individual is indulged with the work completely. It makes and individual to understand its co-workers and this makes them able to work collaboratively within the workplace. Working with a team most of the time brings out creativity and innovation within the members. It creates trust among co-workers or fellow mates. Working with a team most of the time brings out conflict resolution skills which are very essential for the professional works. 
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Proper time management is an essential skill that individual for both academic and professional is required to be built. For the individual of academic section, time management is very essential as it helps to make proper planning so that they can invest proper time to all the topics as needed. Inspired by the ideas of Oettingen et al. (2015), it can be noted that proper time management for academics can be done by making proper scheduling, keeping an eye on the grads and improving accordingly. Breaking up various tasks and making a proper analysis will help an individual to make better time management for different tasks. Time management for academic sector helps to save time and energy of an individual. It also helps to concentrate on various sections that require more attention. Time management includes self-assessment, weekly tests, that will enhance their grades eventually. Time management can be very beneficial for individuals in their high schools and university. 

[bookmark: _Toc28870420]Referencing and avoidance of plagiarism 
Referencing is important for justifying one individual’s particular study, readers can relate to the encountered subject by the successful application of referencing. Avoiding plagiarism helps to provide unique learning and it will also help to think independently. Independent thinking is very important to make one particular research better and unique. 
[bookmark: _Toc28870421]Paraphrasing 
Paraphrasing is another important element that is required to be done by an individual while taking notes or attending some lecture. This will help to have a better understanding of various topics that are taken into consideration. 
[bookmark: _Toc28870422]Summarising 
Summarising is another important element which individuals of academic section do in order to have a compile up the whole study material. As per the views of Van Lankveld et al. (2017), it can be noted that this summarising makes the entire work shorter that can be understood by an individual. Summarising technique is often recommended by professors to make the learning easier. 
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Figure 2: SWOT
(Source: Created by researcher)
Refer to Appendix 
The SWOT analysis of academic and employability skills is helpful for an individual to understand their strength and weaknesses that an individual might possess. There are some opportunities that I might require to grab one so that I can improve my weaknesses.
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	Short Term Time Frame 
	Mid Term Time Frame 
	Long Term Time Frame 

	My Goals 
	In the next six months, I want to improve my skills in speaking in public so that I can connect with people easily. This will help me to improve my academic performance and make communication with my fellow mates. 
	In the next two years, I want to improve my skills in meeting new people. This will help me to avoid shy behaviour in front of them. This will help me to get connect with people and communicate with them freely. 
	In the next three years, I will get training regarding my profession. This will help me to get work well in the workplace and enhance my performance in the coming years. 

	Skills and knowledge to be learned 
	To improve my skills regarding speaking in public I need to attend some seminars and debates so that I can observe carefully different ways of expression viewpoints. 
	In order to omit this shy behaviour, I need to go through some relevant journal that will provide me with the basic knowledge that is required to overcome the shyness.
	In order to obtain training, first of all, I need to have knowledge about the type of training that I require to meet my professional goals. Getting some information from the senior might just help to get better knowledge about the type of training that is required. 

	Methods of achieving  
	Participating on debates can be helpful in achieving the skill of speaking in public. Engaging with productive talking with the fellow mates can be a method for achieving the skill. 
	Attending a public gathering can be very beneficial in order to reduce the shyness. Taking part in seminars and debates can be very much helpful to get connected with other people.
	Training conducted by various organisations can be helpful in getting a proper training for the concerned professional goals. 

	Resources 
	[bookmark: _GoBack]Some of the resources that can be useful for the improving the skill is by going through relevant journals, watching some session that can be really productive. 
	Some useful articles that say about the various ways to reduce this impact can be very beneficial to communicate well with other people. 
	Proper news articles and journal can be beneficial in order to get a better understanding of the training process that is required to be taken. 

	Time Schedule 
	I will try to achieve this skill within six months. 
	I will start within 8 months as it is an important skill that is required to be improved. This skill will get improved by the end of two years and will help me to communicate and meet new people without any hesitation. 
	. By the end of the third year the entire process will be done and I will have a proper training that will meet my professional goals. 


Table 1: Personal Development Plan
(Source: Based on Cottrell, 2010)
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	Urgent 
	Not Urgent 

	Important 
	Speaking in public is considered to be an important task that is required to be done by an individual. This can be achieved by participating in public and open debates, which will enhance the skill
	Training is an important work that is required to be done. This gives a great impact on the professional working manner and goals of an individual. As per the ideas of Morgan (2016), it can be noted that Eisenhower method focuses more on the important and non urgent tasks that have the potential to have a high impact. An individual is required to prioritize this in order to achieve the goal. 

	Not Important 
	Speaking in public is that a very important task that is required to a greater attention. As per the ideas of Maund et al. (2017), it can be argued that maintaining a diary for every work is considered to be a not so important task. According to my view keeping a proper record with the help of a diary is not a very essential task that is required to be done. 
	Luck of a particular job, as peer my opinions can be considered to be a not so important work. This is a completely waste of time; therefore an individual can avoid this and concentrate on some of the important tasks that require more attention. 


Table 2: Time Management
(Source: Based on Nofsinger, 2019)
[bookmark: _Toc28870434]Conclusion 
From the above discussion it can be concluded that soft and hard skills are very essential and beneficial skills for both academic and professional sector. Soft skills will involves communication with the fellow mates and co-workers, working with a team, and having a proper time management have the potential to improve the skills and knowledge within an individual. Time management will help to make a proper schedule and focus on the weaker section that an individual have. Hard skills are required for the professional purpose which makes an individual better from the others in the workplace. Accounting, typing, web designing; computer programming are some of the hard skills that can help an individual to have a better position in the workplace. Writing efficient and making a proper planning is a essential that can enhance their skills and knowledge and work with the co-workers more collaboratively. 
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STRENGTH 
Well organized 
Always on time 


WEAKNESS 
Untrained 
Shy in meeting poeple 


OPPORTUNITY 
Previous experience
Keeping a diary  


THREATS
Adjustment problem 
Never work in group 







Communication


Listening 


Speaking 


Reading 


Writing 


Working with a team


Time management
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