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Introduction: Academic skills are made up of basic core skills for example referencing, writing and doing presentations, which support way more complex skills, such as critical thinking and reflective practice. I have developed my understanding on the skills for employability within the university boundaries and will now be able to utilise it at any interviews, meetings or and sort of self presentations and will be able to choose between a good job opportunity, there are various roles and responsibilities which an individual needs to perform so as to achieve the performance objectives, employability skills provides knowledge of the time management which in maintaining the effectiveness so as to accomplish the targets so that it could be done.


Main Body 
Academic skill is a starter towards employability skills and it encourages students at any age to become well organised learners, not only that, with the knowledge that a certain individual intake from within the university and his lecturers, he keeps that with him not only for now but in the future also. In Today’s society, only have the individual working ability is not enough, more and more works need a group of people to complete together. Work in groups can speed up the progress of work and also through brainstorming to create a better idea of the company.
When we talk about communications skills i think that we may be able to base it of this The companies views are based on the latest CIPD/KPMG quarterly Labour market outlook, a survey of over 1400 uk employers, the key attributes employers look for in school leaver recruits are communications skills, work ethic and personality, communication happens all the time in the workplace having effectiveness. Communication skills can make us have a good relationship with colleagues and superiors, thus can create a good working environment and help us complete the work more efficiently.
 I would say that this is the biggest plus side towards academic skills and the rest is just additional towards that. Developing high academic skills will give me the boost I need in being able to start my own business/career or even supporting a company if I am employed by an employer.
I think that everyone should participate in achieving the knowledge from a university as it will not only help me but it will also help anyone outside in the work field that have less educational background. Employability skills are usually not as difficult if you have gained the certain knowledge it takes to employ a person. By becoming an employer it also withholds many responsibilities’ like self presentation and identifying the good job opportunities for someone. ‘Employability skills are defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions.’ (DEST 2002a). Today, despite the degree, companies are paying more attention to the employability skills of the graduates, but there is no uniform standard of employability skills. What employability skills the graduates should have are depend on company’s actual operating conditions and different companies have different standards. Through a wide range of literature research, the result of what the employability skills needed by companies are almost the same, and can be roughly divided into the following eight basic skills: Communication skills, Teamwork skills, Problem solving skills, Self management skills, Planning and organizing skills, Technology skills, Life-long learning skills and Initiative and enterprise skills. In order to win their competitors in the fierce competition, employers want graduates who have a wide range of skills to bring to the work environment and need the employees with multi-skilled to fulfil many different rules.
So graduates who come into the workplace must have the skills needed by employers and be versatile with any roles that they are put with.



Swot Analysis: 
Once identified of the employability skills that are needed by companies, I make a personal Swot analysis based on my actual experience and self-assessments then see where I go from there. Not everyone’s swot analysis are the same as it may differ depending on the individual themselves.

My strengths are that I am always up for a challenge which proves that whatever it may be that is thrown my way I will always know what to do in the situation, it will also benefit me in the work field for example if I was at a restaurant and I was the only employee behind the 
work phones as there was no other workers due to unfortunate circumstances ill be able to take certain amount of calls without causing any sort of inconvenience in the restaurant. I do well in learning and am willing to put in time and effort to learn new skills on a daily basis as a student, I also join the free English classes and the assessment centres mini module to improve myself with this certain education. I am not only having the basic computer skills but also can use specialised software packages. Since I have learned business decision in my first year of studies and now I am also learning applied management and decision modelling, all of them need to use the specialised software packages so I utilise them when I can as it helps a lot throughout my education. 

My weaknesses are communication skills, I tend to not interact with anyone when I have made a mistake or not been able to do my work accordingly I just carry on in doing it or fix the mistake on my own, I have come to a realisation that its very vital that good communication in a work industry is very useful as its used in so many work places.
I have gained the knowledge of how vital time management may be not just in the work place but also outside of work place as it may affect the way you are throughout your daily routine.

I plan on developing my weaknesses in the university as it teaches me how to communicate properly and how interaction between two people may be very important in a person’s life. I have more weaknesses but I would say that usually these distract me a lot and I lose focus because of these. Plus working in a group i tend to find it difficult to work in groups as i prefer to work on my own, not saying that working in groups is bad it helps with certain situations but for me i have a high tolerance where i tend to decide to get the things or whatever i am assigned to do or study on my own just feel like i can think more clearer like that and get it done hate when work isn’t finished as well, I strive my upmost best to finish whatever i am assigned to do as it helps me concentrate on anything that is given in the further times. I also try to improve on anything inside of the workplace and outside also in my study areas and my daily life on my like my weaknesses or anything that i have failed by seeing how my idols or people above me decide to take on these barriers so i can possibly improvise from their works and get it done and move on. 

Personal Development Plan: 
 
“Personal development planning enables individuals to take charge of their own learning.  Learning becomes a proactive as well as reactive process, designed and prioritised to support immediate development needs as well as longer term ambitions”1 
 
A Personal Development Plan (PDP) enables learners to identify key areas of learning and development activity that will enable them to either acquire new or develop existing skills and behavioural attributes for the following purposes:enhance performance in their current role  address anticipated changes in their current role address career aspirations towards a future role, Prior to completing the Personal Development Plan (scroll down to next page(s) for a template to complete), the learner should undertake a skills analysis activity to determine their learning and development needs and identify development objectives to meet those needs.We recommend that the personal development planning process should be undertaken initially by the learner followed by discussion and agreement with their managerIt is recommended that this process should take place annually and ideally should form part of the Staff Development and Review (Appraisal) process.  However, it can be equally valuable when undertaken as a stand-alone activity.  
 
 The personal development planning process should ideally begin at the point at which the learner is new to their role and undertaking their induction.  The process can then continue throughout their employment at the University.


Organisation:
An organisation is based on what you intake from the certain institute as for a university that is a whole big organisation which helps and individual in and out of the study place, Time management involves the ability to plan and prioritise your workload to maximise personal efficiency, Employers need people who can manage their own time and make adjustments to priorities and deadlines as new issues and tasks arise. If one person in the chain fails to deliver on time then it can impact on the whole project or process and have serious consequences for the business as a whole. Strong organisational skills are crucial to time management, as is the ability to respond to changing demands. On a more personal note, your goal should be to achieve a balance between your study, work and leisure time.












Time Management:
 Here is a list of the following most important time management skills:

· Prioritizing.
· Delegation.
· Decision-making.
· Goal setting.
· Multitasking.
· Problem solving.
· Strategic thinking.
· Scheduling

From the list I will choose from what I think that may be best in regards towards my weaknesses are Prioritizing, goal setting and scheduling. 





Goal settings:
 Is the process of deciding what you want to accomplish and devising a plan to achieve those desired results. For entrepreneurs, goal setting is an important part of business planning.
For effective goal settings, you need to do more than just decide what you want to do; you also have to work at accomplishing whatever goal you have set. For many people, it's the second part of the goal-setting definition that's problematic. They know what they want to do and they're perfectly willing to work on it, but they have trouble creating a plan to get there.





Short term goals:
To be able to make my motivation towards my studies and my work place much stronger so I can get whatever I am assigned done. 





Long term goals:

Long term goals include much more as it has a space of a lengthy time to be able to reach that certain long time goal. First of all I want to be able to have a healthy mindset and a healthy, you may ask why I say this I say this because if you have a healthy mind everything becomes clearer and you are able to think better because you wouldn’t have any distraction in your head and by keeping your body health great you will be able attend your lecture presentations, lectures, meetings etc.. Whatever it may be. Also being aware of what you want to do in life for example if you’re looking into just fixing cars the you will focus on that and study and do your researches based on that, but that will also include you knowing what it may take to reach your destination so i would want to know what it may take to reach that destination (be it anything/anywhere).
I want to lastly be able handle myself in times of rejection and failures and in general be a self motivated person.


Conclusion:
This report explain the key factors in employability skills and academic skills how by certain little changes a bigger thing could be involved in the picture, this section of my report aims to provide knowledge and the basis on what it may take to reach certain aspects in a individuals life It explains the role of motivational techniques, and there is a need to posses these aspects as it could change your life for the better and help you move on in life.
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