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The aim of this report is to discuss academic and employability skills in the workplace. Academic skills are skills or strategies that enable a student or learner to perform well during study such as at university, whereas employability skills are those required of an individual that makes them employable. Both academic and employability skills are vital to building good professional relations.
[bookmark: _Toc512820991]Effective Communication
Being able to communicate successfully and effectively is an essential skill that underlies all other skills. It is important as it helps to socialise, promotes motivation, can be a source of information. Communication can also have implications on teamwork skills, leadership qualities, ability to give a good presentation and performance at interviews. Therefore, to be successful in other academic and employability skills it is vital to first understand what effective communication is. 
There are two types of communications – oral and written (Morgan, 2017). Written communication is any communication that occurs through written words, i.e. emails, letters and advertisements (Referenceforbusiness.com, 2018).  Some advantages of written communication are that it easy to keep a record of all communication; it is specific and clear; useful in allocating responsibilities (Managementstudyguide.com, 2018). Some disadvantages of written communication are; it is time consuming as it must be written or typed up then delivered; immediate feedback isn’t possible as it takes time to read then compose an appropriate response, letters can get lost in the mail or emails can be undelivered due to network issues; Inadequate writing skills can negatively impact the business’ reputation (Managementstudyguide.com, 2018).
Oral communication is communicating through spoken words, i.e. giving lectures or presentations or having a conversation over the phone. Advantages of oral communication are that the recipient is less likely to misinterpret information; immediate feedback is available; it provides quick resolutions to any differences and conflicts. On the other hand, some disadvantages of oral communication are; it is less formal; hard to maintain; required great listening skills and attentiveness; it is hard to keep track of this type of communication (Managementstudyguide.com, 2018). Another type of communication is non-verbal communication which occurs through actions, facial expressions, body language and paralinguistics. Paralinguistic cues are variations in tone, speed and volume. Non-verbal communication links in with oral communication as it cannot be conveyed through written communication. To engage the audience, it is important for the speaker to have a varied pitch that corresponds with their emotions and point of discussion, such as having lighter tone of voice when attempting to make a joke or a lower pitch to express negative emotions, severity of a topic (Morgan, 2017). To communicate effectively it is important to have a high level of written as well as spoken language skills
[bookmark: _Toc512820992]Presentation skills 
Presentations are a vital aspect of businesses therefore having good presentation skills is important to the success of a business as well. They are also present in our daily lives i.e. the weatherperson giving a weather report. To deliver a successful presentation it is important to properly prepare for it. The aims of the presentation can determine how the presentation is delivered – informally or formally. Formal presentations are most often used when the presentation is focused on contents and facts, whereas informal presentations are focused on how the information is delivered. Rehearsing is also key to delivering an effective presentation as it helps the presenter memorise the information, and the paralinguistic cues. To further increase memory, presenters may also have cue cards or visual aids. The presenter also needs to account for the knowledge of their audience since repeating information they already know can cause the presentation to become unexciting and the audience can quickly lose interest. It is also important to understand the impact of how you come across as a presenter. Therefore, it is important to build rapport with your audience which can affect whether they accept what you’re saying and your likeability. 
The starting point and the conclusion of a presentation should attract the audience’s attention and make them feel comfortable and at ease. To make an introduction interesting the presenter may ask a rhetorical question, compliment the audience or even tell a joke. The middle part of the presentation should allow the audience to completely understand the purpose of the presentation. Lastly, the conclusion highlights the information given in the middle part of a presentation and summarises it for the audience. 
Delivery can also have an impact on the interest of the audience. Some key aspects of delivery that need to be achieved by the presenter are; the audibility and tone of voice so the audience can properly hear the message, whereas tone of voice allows the presenter to express emotions, emphasise the important aspects of the presentation and avoid monotony. (Morgan, 2017)
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Research skills are a student or learner’s ability to carry out research on a given topic. They can also be learning new strategies or means to carry out research (Mondofacto.com, 2009). They are an essential part of an employee’s skill-set especially in a business setting. Gaining research skills also enable efficient learning, increase knowledge and help us understand numerous issues. Research is also highly beneficial to the success of a business as it helps businesses find out what competitors are doing. This can then help to differentiate one’s business from other companies by bettering own products (Owlcation, 2018). Learning research skills also enables the learner to learn other valuable skills such as learning how to find reliable and valid resources and data. It also enables thee learner to learn evaluation and analytical skills which are also beneficial in a professional environment. 
To successfully conduct a research firstly it is important to first understand the research process. The first step is to identify the topic of research and then conducting and introductory research to ensure that there are enough resources and material available to carry out the research. Once the initial research is completed then the researcher needs to determine the materials that will be used for the research i.e. the news articles, books, journals or websites that will be used. The resources used then need to be evaluated and their credibility proved. This can be done through ensuring that used resources have been peer reviewed by professional in that field. Using those resources, the researcher then needs to make notes and present the research in an appropriate format such as a report, a literature review or a presentation. During these processes it is important to cite and reference the used sources appropriately throughout the report etc. 
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Team work is the process by which a group of people work together to achieve a common goal. This skill is a is a vital aspect to any business’s success and therefore is highly desirable to employers. It is necessary that employees cooperate with one another and avoid conflict and can handle constructive feedback from others (BusinessDictionary.com, 2018). When done properly, teamwork promotes fairness, companionship and a sense of accomplishment. It also makes the most of the key skills of each team member and provides a learning curve for other team members (The Happy Manager, 2018). There are many benefits to teamwork such as managing to complete intricate tasks that may require more than one type of mindset – teams can do this efficiently as individual members can offer different outlooks and solutions. These distinct perceptions also encourage innovative ideas and promote creativity. Which in turn boosts the company’s performance (Smallbusiness.chron.com, 2018). For a team to work effectively together it is vital that a “supportive atmosphere, robust structure and compelling direction” (Smallbusiness.chron.com, 2018) are successfully achieved for the whole team to reach its full potential. It is also important that team members listen proactively to each other and become involved in discussions and decision making (Smallbusiness.chron.com, 2018). 
However, there can be some negative aspects to teamwork such as inadequate participation from all members. This can lead to dislike between colleagues if their efforts are not recognised by the manager. Another setback to team work is that not all members are team players and prefer working on their own. These members may isolate themselves from the group and have little to no involvement in the discussions or the decision making. Therefore, it is important that all members are team players (Joseph, 2018). Therefore, to build a successful team it is important that all team members have varying skills that other members can also learn from. It is also important that all members are team players as well as equally involved in the work. This can be achieved by equally sharing the workload between all the members. 
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Academic and employability skills overlap in the workplace they are not mutually exclusive. An employee’s academic skills will have a direct impact of their employability skills such as the level of their communication skills can affect their ability to perform as a team member; lower communication skills can mean that they may be too shy to become involved in group discussions or are unable to relay their ideas and feelings effectively to their team members. Similarly, it can also have implications on a person’s presentation skills as they will be unable to communicate the purpose of their presentation in an appropriate and effective manner. Research skills can also implicate presentations skills as it enables the learner to properly carry out a research. Low research skills will result in a poorly informed presentation. Therefore, it is vital that learners and employees constantly work towards improving their skills. 
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