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ACADEMIC SKILLS VS EMPLOYABILITY SKILLS
Introduction
The purpose of this report is to focus on my Academic skills and the Employability skills that will help me to be successful in a workplace environment. Academic and employability skills are almost the same. Whatever skills I learnt in school; I will transfer them to my professional life when I start working. Additionally, this report will investigate my strengths and weaknesses, so that I can improve them using my Personal Development Plan. 
[bookmark: _Toc27426719][bookmark: _GoBack]Academic Skills
According to Cleeve, "Academic skills encourage students to become more efficient learners" (Cleeve, 2019). The skills give students confidence to participate in a classroom and are invaluable outside of the classroom even after they graduate. These skills which include note-taking and critical thinking are highly transferable, which means they are vital for success in any career. Effective note taking is a fundamental skill for students to learn before they proceed to further education. This will help them in taking key points out of plenty information. 
I have learnt several academic skills over the years in school; however, I am going to do a Swot Analysis on the skills I have learnt in order to discover my strengths and what I need to improve.  
[bookmark: _Toc27426720] Employability Skills
According to Doyle; “Employability skills are core skills and traits needed in nearly every job” (Doyle, 2019). These skills are general and can make someone desirable to an organisation. Managers that are hiring often search for employees with these skills. 
 These skills are delicate which enables you to work with other people, apply knowledge to solve issues and fit into any workplace. They additionally incorporate the professional skills that enables you to be successful in the working environment. These skills are transferable since you can apply them to a job in any industry. These skills include communication, teamwork, critical thinking and computer. As a student, I have gone through these skills in the past but have not tested them in a workplace environment. Swot analysis will help me highlight the skills I need in a workplace environment. 
[bookmark: _Toc27426721] Swot Analysis
These stands for Strength, Weakness, opportunities and threats. A SWOT graph analyses a business venture or project by focusing on each of these factors. SWOT graphs can be particularly useful when trying to decide whether to strategize by visualising the pros and cons or not to embark on a business. By clearly illustrating all positives and negatives of a project, SWOT analysis makes it simpler to choose whether to move forward. This skill is good because it will be useful for students after graduating. It will fit in to a business environment.  I am going to use SWOT analysis to view my academic/employability strengths and weakness. This graph will help me find solutions to my weakness. 
[bookmark: _Toc27426722] Strength
I am comfortable with Academic skills such as Presentation, Communication and Teamwork. I learnt those skills in school, and I am comfortable in using them in a working environment. I also learnt how to be punctual to classes and workplace. Punctuality is one of my strongest traits. Punctuality makes me look professional. 

[bookmark: _Toc27426723] Presentation
According to Wilson; "Presentation skills are essential both for teaching and for presenting at conferences" (Wilson, 2019). It is no longer acceptable to murmur through a conference paper, rather students need to display their work in a confident manner, articulating with a strong voice and making strong eye contact. Students can improve their presentation skills with some good training and practice. If students want to succeed as an academic ( and have time for personal interests, friends and family), it is imperative they should be highly disciplined and organised; understand their priorities and ensure they carve out enough time for their own research; and complete urgent, and perhaps less interesting tasks such as marking, as quickly as possible (Wilson, 2019). I am comfortable with presentation in school because I have practiced a lot; however, I am yet to try it in a business environment.
[bookmark: _Toc27426724]Communication
All employees search for job applicants with strong communication skills. Doyle said, "these refer to one’s ability to convey information clearly to others" (Doyle, 2019). Employers need employees with strong verbal, non-verbal and written skills. Good communicators tend to be good listeners, employees should be able to understand the concerns and questions of their customers and listen to their employer's directions. I have learnt a lot about communication as a student. I Listen and respond well to people. I work a part time job as a security, which entails a lot of communication through the walkie-talkie (telephone). This means communication is vital in my line of work. I never had problems with people understanding what I say. Communication is one of my strongest skill.
[bookmark: _Toc27426725] Teamwork
Teamwork is significant in practically any work setting. According to Cameron, “It is connecting with others and realising that success is a team accomplishment, and everyone doing well means everyone wins” (Cameron, 2019). If an employee works on several projects, he/she should be able to get along with others and carry their share of workload. I have participated in a lot of group work activities as a student. It's as of late that companies realised that teamwork is not about having a team full of geniuses, rather a way of understanding about what makes for great teamwork in the workplace. Some people are so good at teamwork that they make everybody around them better because they know how to help in a lot of ways. These are people who communicate effectively, listen well and communicate without ego etc. Academic skills helped me understood the theories of Teamwork. Meredith Belbin undertook impressive research into how people work together in a team. According to Moga, “His research, that spanned more than 40 years, showed that it is more important how members fit together than how smart they individually are” (Moga, 2017). The premise that supports his findings is that teams must have a certain key role to be effective. Belbin made a list of nine roles every team should have. These roles include Coordinator, Resource investigator, Shaper, Monitor evaluator, Implementer, Team worker, Specialist, Plant and Complete-Finisher. Discovering the role that suits me was important because I became good in teamwork. I found out that I am a complete finisher. According to Moga, “a Complete-Finisher pays attention to smallest details and makes sure things are done right” (Moga, 2017). I am an active person that demands perfection. I always make sure the group tasks given to us is error free and appropriate before submission. Discovering that I am a Complete-Finisher changed the way I approach group works. I now start by informing my group coordinator that I am a Complete-Finisher. This makes my task easier and effective because I am using my natural skills. This Academic skill discovery can benefit my employability skill in the future. 
IT
According to Doyle, "while most employability skills are soft skills, computer skills are hard skills that are required in all jobs" (Doyle, 2019). Some positions in the field of technology, (for example, IT specialist or software developers) require extensive programming knowledge, most jobs usually require basic experience with computers. I am very skilled with the computer as most of my courses as a student requires computer. Computer skills such Microsoft Office is crucial for employability. Business are mostly run on computer; this shows that this skill will be valuable for me after I graduate.

[bookmark: _Toc27426727] Weakness
When it comes to weakness, I need to work on my Time management and critical thinking. I always struggle with time management. I need to improve these skills to be successful in a workplace environment. 
[bookmark: _Toc27426728]Time Management
According to Dudovskey, “the process of skilfully applying time to finish and perfect a specific activity within time constraint” (Dudovskey, 2013). Time management is a crucial weakness I will need to improve. I submit my assignments with low quality because I start them close to deadline. I also do a lot of multitasking, which impedes the quality of my work. I will stop multitasking with my assignments. I find it hard to multitask in school and the workplace. Multitasking reduces my productivity.  I learnt that my mind works better when I focus on a single activity. I will use my Personal Development Plan to write my to-do list and activities I must do. PDP will also help me reflect on what I am doing to record my progress. 
[bookmark: _Toc27426729] Critical Thinking
"Critical thinking refers to one’s ability to understand, analyse, and interpret information and draw conclusions" (Doyle, 2019). In most jobs, an employee should be able to assess situations and solve problems. Employees should be able to think logically and make sensible judgement. Critical thinking is good for employability and is a skill which I need to improve. I always had problems whenever my teacher tells me to think critically on a subject. I need to improve this skill to boost my chances of employability.
Personal Development Plan
According to Lees, "The primary objective of PDP is to improve the capacity of individuals to understand what and how they are learning, and to review, plan and take responsibility for their own learning" (Lees, 2019). Students should be able to reflect on their accomplishments, and present evidence for them and to know about how their own employability is being developed; both through extra-curricular and curriculum activities. Most application forms are not centred around academic subjects that have been studied, rather it requires description and reflection of both academic and non-academic activities. Students can use PDP in this context as it encourages them to recognise their learning in way's employers are interested in. Additionally, PDP can also aid students for Assessment Centres by expanding their understanding of how their competencies are transferable between situations. I will use my Personal Development Plan to improve my Time Management skills. I will use PDP to focus on prioritizing my tasks, controlling my interruptions and creating support systems. 
 Prioritize my Tasks 
I will write down what needs to be done every day and assign each of my task a level of importance. This method will ensure that I am completing the most important task first, so they are accomplished on time. It will also ensure that I have enough time for the most important tasks. I always had problems prioritising my tasks and assignments. This skill will help me in getting the most out of my time. 
 Controlling my Interruptions 
Another weakness for me is interruptions. Interruptions are the biggest factor for me not being able to manage my time. I will counter this by thinking about the activities that interrupt and distract me each day and work to keep them under control. This may mean things like turning off my cell phone at specific time of the day to stay focus on my tasks. I will write the process in my PDP and reflect on it after a while to see if I am improving. 
 Creating Support Systems
In my Academic skills, I learnt how to use applications like Monday.com to help me stay on track. The application helps me keep things organised through the week, and ensures I keep my schedule at the forefront with alarm reminder. This application helps me to stay organised so that my tasks are being completed on the schedule that I set.
  Conclusion
This report focused on the Academic and Employability skills that I learnt and need to improve to be successful in a workplace environment. I am comfortable with skills such as computer, presentation, communication and teamwork but I need to improve my time management using Personal Development Plan. I have to stop multitasking in school and workplace environment. These Academic and Employability skills are important for a student to successfully compete in a business environment. 
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