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EXECUTIVE SUMMARY
The case study focuses on various skills needed in a workplace with particular emphasis on academic and employability skills. The research starts with the introduction and defines skills and various types of crafts, with example. Also, the researcher explained different skills that are present and helps in many ways to gain success and development as well as working more efficiently and effectively. Following the definitions and examples, the report ends with the conclusion.
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This report is an emphasis on academic and employability skills along with other necessary skills that are needed in a workplace context defined well with examples. Also, how these skills are present in the researcher is explained and helps in working efficiently and effectively (Copeland, 2019). These basic skills are necessary to make eligible for a job and college and career readiness. Involving around three primary skills career readiness is all about core academic skills with the ability to apply those skills in daily life and workplace as well in concrete situations; employability skills like responsibility and critical thinking that are important in every career area; and the specific and technical skills required for a job regarding a particular career pathway. After numerous researches, these skills are emphasized for better career opportunities as well as growth and success in the workplace.
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Skill is defined as the ability to perform or execute one’s knowledge readily and effectively. It is the capacity acquired through the sustained, systematic and deliberate effort for adaptively and smoothly carrying out different job functions and complex activities including various ideas, things and people. Skills refer to the tasks that are done well naturally having the strengths and talents in an individual whether as a student or an employee. In general, some skills are leadership and teamwork skills, time management skills, self-motivation skills, etc. that are categorized as soft skills. Some specific skills are acquired by learning and gaining knowledge about that particular skill are said to be the hard skills such as academic skills, technical skills, employability skills, etc. (Cotronei-Baird, 2020). Different jobs require different job skills like a post of Manager will require management skills, whereas a teamwork and leadership skills are needed for the position of a team leader.
Based on the categorization, five essential skills are discussed as below:
ACADEMIC SKILLS
Academic skills are the skills or knowledge that we learn during studying in school or university. At the university level, these skills help us to become a more effective learner and research developer that assist us in future too. Academic success is achieved through developing excellent academic skills which reflect our potential. Most academic skills developed during our study are transferred to future careers. These skills are developed through preparing for assignments, researching and evaluating the information, producing work, improving work and most importantly understanding the learning at different levels. Academic skills are valuable in the workplace (Griffin and Coelhoso, 2019). 
Five academic skills that I developed during my study are:
· Sticking to it – It is essential to stick to a course or learning rather than just focusing on passing or failing. Plodding with the trail along the day helps in better learning. This helped me in my workplace in sticking to my work or project until it finishes.
· Speaking well – Being good at speaking helps in many ways. At the study level, it helped me during a presentation in the class, discussing topics with my teachers as well as delivering a speech. This is a highly valued skill in the workplace context too as I can take advantage of some opportunities through my well speaking (Hashim et al., 2019). 
· Writing well – Whether it is class assignments or office projects, good writing skill can help in writing the exams and research papers. Through organized thoughts, I can write a draft first, buff it off and at last finalize my writing for making an assignment or project at my workplace.
· Things getting done – I developed the habit of putting my assignments into my calendar. I planned them according to my time with the help of my academic skills during the study period. This helped me in balancing various demands at my workplace.  
· Showing up – I have learnt to show up to my office hours, meetings or appointments being professional through my academic skills at the workplace. 

EMPLOYABILITY SKILLS
Employability skills are the soft skills that make one employable. Besides the qualifications, degrees and experience employers often look for such skills that are needed for a specific job. This is also known as foundational skills, employment skills or work readiness skills. For applying for a job, one becomes eligible through the education and academic skills as well as experience, but employability skills help in many roles to be successful. These skills are required to develop over time through minimizing errors, promoting collaboration with colleagues and co-workers that improves our performance and enables us to perform our role more effectively. Employers give Training to its employees regarding the specific skills required for one particular job such as using specific computer packages or operating specific machinery pieces etc. but before recruiting, they try to find out the necessary soft skills needed because the Training may be much harder to learn (Husam and Abraham, 2019). 
Employability skills are also called the building blocks of our career since they help in becoming successful at our workplace and further. We need to develop these skills from time to time as there are more choice of applicants in the time of high employment at employment sector and having these soft skills increase the chances of getting hired at first. These skills often are not listed in the description of a job but are essential to attract prospective employers (Osmani et al., 2019). 
Following are some employability skills that I have:
· Teamwork – A good collaboration always helps me to work harmoniously with co-workers and colleagues in achieving a shared goal.
· Problem-solving – My problem-solving skill helps me to identify and understand the key issues and in determining their effective solutions as well.
· Planning and organizing – I tend to be a good organizer and planner that enables me to identify and prioritize my tasks and to create schedules to timely completion of them.
· Leadership – As a leader, I make sure that my team shares the same mission and vision as my company do for achieving the objectives and goals of the organization (Rees, 2019). 

COMMUNICATION SKILLS
Communication skills help us to communicate with people in our daily life and workplace effectively. These skills are probably the essential skill of our life that makes us able to transmit various information throughout the people, making us understand what others want to convey. In simple words, communication is an act of transferring or passing information from one place to another or from one people to another people. It may be in different forms such as verbal (through using voice), visual (using maps, logos, graphs, charts), written (using various digital or printed media like books, websites, emails, magazines) and non-verbal (using our body language, voice tone, voice pitch, body gestures). Good communication skill helps us in every aspect of life, from personal to professional and social as well. Eye contact should be maintained while communicating with others by presenting appropriate ideas and functional language. This makes the other person listen to us carefully, giving more attention (Skoyles et al., 2019). 
Good communication skill helps to understand other people in our personal life and improves our relationships. It may result in a breakdown in relations if we fail to talk appropriately. Whether it is a family relationship or business partnership, communication is vital in every aspect.
Following are some examples of communication skills that help me both personally and professionally:
· Interpersonal skill – It is most necessary to interact with people having eye contact. This skill helps me at my workplace and personally too for a face to face communication. 
· Verbal communication – Communicating verbally means both spoken and written communication. To make other people understand what we want to say depends on the words we choose. For example, there will be a difference in talking to a person who cannot speak our language well and speaking to a child. Verbal communication helps me to communicate with different people having a different way of talking (Wrye et al., 2019). 
· Non-verbal skills – Apart from speaking and writing, the other way of communicating is non-verbal communication that includes body language, facial expression, gestures, voice tone, appearance and signals. I consider these things while interacting with the help of my non-verbal communication skill. 

TECHNICAL SKILLS
These are referred to as the qualities that one acquires by gaining and using expertise while performing digital or physical tasks. Technology is used in every sector today, and hence technical skills play an essential role in getting a specific job at an organization. Employers of different industries depend on the employees having technical knowledge (Copeland, 2019). For example, using a point of sale or POS software is often required to know to the workers working in food or retail service. Traditionally, these skills are used by the people working in the area of mathematics, mechanics, information technology or computer science. 
Different job role and industries require different technical skills such as a computer programmer is expected to know various coding languages as considered his technical expertise. Similarly, knowledge of technical skills that are related to managing customers and telephone systems is necessary for a customer service operator. To monitor student grading and behaviour, teachers may need some technical skills that are related to software applications and instructional technologies (Cotronei-Baird, 2020). 
Based on this, some examples of basic technical skills are:
· Technical writing
· Programming languages
· Software proficiency
· Data analysis
· Project management
· Common operating systems

DECISION-MAKING SKILLS
A decision making skill can be defined as the ability to choose between two or more alternatives to reach the best conclusion in the shortest period. It involves selecting among possible solutions to a specific problem and defined as the broader process of problem-solving. Some people use their institution while making a decision of pure nature where some make a decision based on reasoning using various figures and facts. I also prefer to make decisions at my workplace, implementing thinking but intuition helps me in making a quick decision (Griffin and Coelhoso, 2019).
Different types of decision-making skills are given as follows:
· Ethical decision-making skills – It can be said as the intermediate skill in the financial industry as well as for healthcare and more. One cannot uphold ethics while picking tough choices.
· Group decision making – This skill is also known as the collaborative decision making skill and essential in managerial jobs and business. It helps me in collaborating with my team members.
· Executive decision making – The name is given over executives in different jobs as they gather input before making tough decisions on their own. This is the opposite of a group decision making skill. 
· Customer decision-making process – For the sales and marketing specialists, it is essential to understand the decision-making process of the consumers.
· Consensus decision-making skills – Mostly, it is valued in nonprofit and government jobs. This skill helps me in finding a solution that is supported by all team members.
· Shared decision-making skill – Generally, it has a focus on the healthcare sector and very similar to the team decision making communication skill (Hashim et al., 2019). 
· Rational decision making – It is essential in business and managerial jobs as a sensible model of decision making.

[bookmark: _Toc39582788]CONCLUSION
Today most of the career and job opportunities need some necessary skills apart from the qualification, experience or degree one have. Often individuals applying for a job are not selected lacking some new skills. These skills include academic skills as well as employability skills, technical skills, problem-solving skills, decision-making skills, communication skills and many more, which make an individual career ready as well as prepared for a job. Specialization or a piece of additional knowledge in one or more of these areas helps in getting a better job as well as a successful career. Employees having good qualification degree as well as some extra skill are said to be the most efficient for an organization in achieving the objectives and goals of it. This helps the employees individually too to achieve their personal goals. We also need to develop these skills over time to work effectively and efficiently.  
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	Academic Skill
	Employability Skill
	Communication Skill
	Technical Skill
	Decision Making Skill

	Strengths
	I have the excellent academic skill; hence it is my strength.
	This is not my strength as I lack excellent employability skills.
	It is my strength as I have excellent communication skills.
	My technical skills are not so strong.
	It is not one of their strengths.

	Weaknesses
	It is not my weakness.
	As I have no experience in the job, so, this one is my weakness.
	This is not my weakness.
	I need to improve my technical skills as it falls into one of my weaknesses.
	I lack to make a quick decision. Hence it is my weakness.

	Opportunities
	Based on my academic skill, I have a better opportunity to work in my desired sector.
	I can get a better opportunity in various organizations through developing my employability skills.
	Having excellent communication skills give me many opportunities to interact well with different people.
	Through learning some technical skills, I will have the opportunity to get promoted in my job.
	Developing my decision-making skills will increase my confidence level, and it will be helpful for me to work effectively.

	Threats
	It does not give me any threat.
	Employment pressure in current time gives a threat.
	This doesn’t give me any threat.
	New technologies updating daily can give a threat.
	The increasing competition gives threats as lack of this skill may affect my promotion.
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