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Introduction
The academic and employability skills are the main tools that make someone employable and it prove that the person is able to develop and succeed in the chosen career. Even if during life we experience more than one job or we may change also the industry we are working in, the employability skills are the ones that be me transferred from a job to another without restrictions because they are some general skills. Academic skills are the ones learned during University and they are also helping every student in order to achieve the goals in University and graduate but also prepare them for the labor market. The main academic skills are the ones that a student manages to learn such as using a computer, being able to work in specialty programs in the industry you studied about so on and so forth.  Although the academic skills are very important, even if you apply for a job and you do not have the academic skills you may compete against the other applicants with your employability skills and this is why they are the most important while searching for a job and stand out among others. Many employability skills as well as the academic skills may be learnt outside University by doing several activities such as volunteering, group activities or seminars which are able to enhance the knowledge and have an impact on people. The most important thing is to think about employability during University to have enough time to acquire certain skills or to develop the ones you already have and it is also enhancing the chances to get your dream job. (Goldsmiths, n.d.)
The main academic- skills we learn during the University are time-management, reading and understanding professional related information, taking notes, writing essays and doing research. Time management is one of the most required skills by every employer because there is need of people who are organized and able to prioritize their skills in any company in order to deliver their work in the required time. Reading the information and understanding them it is important nut just in University but also as the students get employed because while in the labor market they need to be used to understand the duties they have, while having a task, to be able to read and understand in in order tot deliver professional projects or services. (Bolender, n.d.)

Time-Management
The main purpose of time-management is that you are able to do your tasks in tie and be able to be more effective during work or other activities. The first step of achieving the skill is starting to be organized, starting to organize your desk, your wardrobe so on and so forth. The second step is to prioritize and make a list of the things you should do on a daily basis, weekly and monthly. It is important to be able to set some priorities in order to have a clear understand about which tasks are more important and require immediate attention. Not only the work tasks need to be prioritized but also the whole tie, for example the University tasks, the Spanish classes and the time which you are willing to spend with your family and friends. Time management is a critical aspect in the life of everyone which has a career and is doing things after work. Not every time we will be just on point will all of our tasks but we should not feel guild=ty, in some cases I use to feel tired and I do not have the proper mood to solve a task, to go somewhere or else so I take a break in order to recharge and be able start fresh and get to the final point the task I need to finish. (Jackson, 2008)
CV
The CV and also called resume is highlighting the skills and experience of someone in front of an employer while applying for jobs in order to get employed. In order to have more chances to be employed the CV must contain some strict parts which will help you stand out among other applicants. At the top of the CV there is important that the name, the phone number and e-mail address to be included so the employer can contact you in case that he I interested in your abilities and decides to give you the opportunity to have an interview. These details must be included on all the pages of the CV. Before to learn these details in class I had a 3 pages CV and the contact details only on the first one, so this is how a few years ago my employer lost the first page of my CV and he was not able to contact me until I called to see if my CV passed further. Another important aspect in a CV is to have a short description of yourself in order to give some details for the employer without doing it long and filled with irrelevant details. After the introduction of the CV there must be listed the education, the previous working experiences, the achievements, rewards, courses and the skills. All these should be relevant for the job you are applying for, so every CV must be designed for the job you are applying. (Skills You Need, 2020)
While our professor explained to us that these aspects should be included in the CV designed for the specific requirements of the job description, I realized that my mistake was that I used to include all the information in my CV doing it too long and adding irrelevant details about everything I have done before. The Academic and Employability Skills course helped me to figure out how I should do a CV in the most professional way in order to get higher chances to be employed for the job I applied for.




Cover letter
After getting done the resume, there is needed to do a cover letter for almost all the jobs. There are some employers that do not require a cover letter but the existence of it does not bother any employer. In the cover letter you should include details for the employer to really want you in the company and to be able to discover your potential and what will you be able to bring to the company. The cover letter must include details abut yourself such as name, phone number and e-mail address but also the details of the person who is willing to receive it but also the name and code of the position you are applying for. The cover letter must be designed as a simple sheet of paper with Times New Roman font and the size of 12 but it has to be not longer than two A4 pages. The most important aspect of a cover letter in the main body which must be structured around the requirements found in the job description. This should include examples in order to highlight you achievements, rewards, recognition and also the skills which are described in the CV.(Skills You Need, 2020). For example, in my cover letter I wrote about the fact that I was rewarded by the company I am working in because the clients reviewed my work with 4,9 stars which was the highest scoring in the company. This is how I highlighted that I am customer-oriented, a problem-solver and an excellent salesman. 

Public Speaking and Presentation Skills
While working in an office or at one multi-national company whether you are an assistant or the manager, having presentation skills is a must and also an advantage for those who want to get promoted and climb on the ladder of success. Actually, I had no idea that these skills have such a big impact at the workplace until I learnt about them in University at this class and so I decided to develop them in order to improve myself ad get a promotion one day. In the economic and business filed, basically the leaders do not accept projects in word format but in power point as presentations due to the fact that is more practical and helps them to take decisions. There are multiple types of presentations such as the personal presentations which is happening face-to-face while wanting to sell something or through call, the consulting presentations and the traditional ones, in a meeting in front of the leader or manager or the team. The presentations skills as well as public speaking is the ability to be able to transmit a clear message easy to understand for the audience in an effective way. The employers value the employees which are able to deliver information through power point slides because they explain any message better in a more clearer way which means that the information is easy to be understood by anyone. Most of the employers ask for every employee to make presentations, to conduct a training and this is why having this skill is so important. Since I started to develop this skill, I am doing my presentations for the University easier and I am managing to control my emotions while speaking in front of the class and the professor. The three phases of a presentation are the preparation which is about the research you need to do for the presentation, starting creating the slides for the presentation and make sure that the data is valid and the language is appropriate to the subject. The second phase is the delivery which is the final product what actually is been seen by the audience or by the person who asked for the presentation. The last phase is the follow-up which means the proper presentation of the project in order to send the message to the audience and if possible or needed to collect information or answer to the public’s questions. (Doyle, 2020).

Conclusion
In conclusion the Academic and Employability Skills course had a big impact on my approach on how I need to act and what I need to do in order to get a job and also after this course I feel prepared to be a good applicant and have the proper information in order to stand out among others. It is important for everyone to know how to build a CV by using appropriate information and get rid f the irrelevant ones and after that to build a cover letter which may contain a wider perspective about the applicant. The examples about the rewards and skills in a cover letter should be highlighted in order to sell yourself for the company and it to want you to contribute with your skills. The cover letter gives the applicant the opportunity also to explain the gaps in the CV. For example, I had a gap of 4 moths in my CV, so after course I realized that I need to explain it in my cover letter and say how I took advantage of the free time and what skills did I acquire. Every employer is appreciating the applicants which have goof time management skills because they will have a guarantee that the employer will do it’s tasks n time and deliver effective results for the company. Nowadays is compulsory to be able to speak in pubic and present a project so the employers do not take into consideration the CV’s that do not include this aspect. All in all, during life we must develop ourselves and our knowledge in order to be able to bring positive outcomes from what we are doing. 
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