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Executive summary
In order to excel in career it is extremely important to develop certain academic as well as employability skills. This study highlights the academic as well as employability skills that are present in an individual and how those skills can be helpful in managing real-life situations. The study also points out the necessary skills that are to be acquired and what are the different ways in which they can be acquired. Apart from this, the study also discusses the various writing styles and digital techniques that help to acquire the different academic and employability skills.
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[bookmark: _Toc6591635]Introduction 
Employability skills refer to some personal skills of a person which enable the person to get along with customers as well as the co-workers. These skills are also responsible for required job performance and career success. Employability skills include soft skill, work-readiness skill, job readiness skill and foundational skills. These skills allow a person to solve job-related problems, understanding one’s role within a team; communicate with co-workers well and so on. Skills that I presently have are identified to be the organization of time, space and resources, self-evaluation skills, effective note-taking skills and more. However, some of the skills that need to be developed include presentation and communication skills, writing skills and more. In this study, the present employability skills and required employability skills will be discussed with some existing studies.
[bookmark: _Toc6591636]Academic and employability skills 
Presentation software identifying and word processing skills 
Word processing is a set of soft skills which include creating, saving and naming the documents, formatting of the subject matter written, such as bold and italics. Changing font sizes, aligning texts, creating a line space, creation of lists, inserting a bookmark, hyper linking are the other skills which are essential. Additionally, spelling and grammar check, inserting a page break, replacing the words, adding footnotes, adding page numbers, inserting header and footer, merging cells and many more are also important (Pan and Seow, 2016).  I have these word processing skills which enable me to work with the document handling and creating. This will also help me to be employable in future. 
Self-evaluation skill enables to identify the capacity and requirements for one’s growth (Al-Kofahi et al. 2015). Apart from these skills, I have some transferable skills such as teamwork, leadership, verbal and written communication skills.
I also possess presentation skills which allow me to structure a presentation on a particular subject, design it properly and to deliver it effectively and in the process, I manage to engage a variety of audiences. To create a presentation, I have to keep in mind the structure of it and determine the main points that I target to convey to the audience. All presentation may not be suitable for all audiences therefore; I have to choose the appropriate presentation for a particular audience. Again the presentation requires being interesting, crisp and demands a proper conclusion I am also able to fulfil these criteria.
[bookmark: _Toc6591637]Organization 
[bookmark: _Toc6591638]Organizing skills include time management and this is an essential skill for being employable (Messum et al. 2017) In order to manage time, I set a clear goal based on which I prioritize my works. I am aware enough about my working process therefore, I motivate myself for working in my own method, I plan my work and execute accordingly. Organizing space refers to a secured online resource which is developed and aimed at building relationships, learning and experiences and sharing knowledge and more. It encourages the members for sharing innovative, creative, flexible and dynamic content which helps the organization grow more (Sisodia and Agarwal, 2017). I have some of the skills mentioned above and these will definitely help to acquire skills of employability. 
Relevant information gathering
It is important to gather information about the skills that an individual has because after polishing off those skills one can get better success at work. 
Effective note taking- I have been using effective note-taking method to gather relevant information about the skills that I possess. The note-taking method helps me to remember certain details that otherwise would have been forgotten. The note-taking method also helps me to mark the times when I use my skills to solve different situations of my life.
Library and the Internet- After observing the skills that I have I generally tend to take the help of the internet to find the benefits of my skills. I take the help of different books to find ways how these skills can be effectively used in developing better teamwork, better character, and better mindset and so on. The Internet also helps me by suggesting different areas where I can use these skills and strengths and gain a better reputation at my workplace.
Reflecting on experience
By using the note-taking method and the internet and books I understood the skills that I possess are mainly:
Communication skills
I have observed that I can convey my feelings and emotions effectively to the people and so I have learnt that I possess some really good communication skills.



Teamwork and collaboration skills
I have seen that I can easily work on improvement by taking the feedback from my peers or other members. I also have the skill of acknowledging the work of others and so I have learnt that I have teamwork and collaboration skills.
Creative thinking- Every time when I am addressed with new problems I tend to think about fresh ideas and perspectives to deal with it.
[bookmark: _Toc6591639]Time management skills- I am able to complete my tasks within a restricted time period and so I can say that I am very efficient with time management.
Researching and analysing literature with findings 
[bookmark: _Toc6591640]According to Morgan, (2016) it has been stated that often lack of communication skills lead to great misunderstandings in the workplace so it is necessary to have proper comunicao in order to have effective teamwork within a team. My communication skills as stated by the author will help me to present my views appropriately to my colleagues. The author Siddiq et al, (2016) further states that teamwork and collaboration skills help to obtain impressive results. The teamwork skills that I possess would help me to cooperate with the other team members and also help to gain other skills which I lack from the other members. Further, the author says that creative thinking would help to create better ideas that would be original and also generate greater benefits for the organisation. As stated by Wokke et al, (2018) the creative skills that I possess would help me to overcome barriers and think of solving different problems in my own way. The time management skills help me to complete a given task within the specified time and it is considered as one of the most important professional qualities.
Required academic and employability skills
Apart from the skills that I already have, there are some of the academic skills that I must acquire. These skills must be discussed in detail below:
Research ability skills: It is extremely important to acquire proper research abilities to understand the information that is provided to find the sources that help in researching. It is not only necessary to search for the information but it is also important to locate, extract and organise the information in a proper sequence.
Reading proficiency skills: Reading skills help to understand the motive behind a particular work or project.
Problem-solving skills: These skills are required to solve a dispute among the team members and create a better environment.
The employability skills that are to be acquired by me include the following:
Decision-making skills: The decision-making skills help to promote self-determination and confidence and promote enhanced learning and experience.
Planning and organizing skills: It also necessary for me to acquire planning and organizing skills so that I learn to be more manageable at work and I am able to work with the supplied resources in a better way.
[bookmark: _Toc6591641]Communication and presenting information 
Presentation techniques: The presentation techniques that can be used to demonstrate the skills that I possess include the use of visual imagery and pictures in the different presentations, telling stories and video graphing (Mitrovic et al, 2016).
Freeform style: This style is conversational and makes use of elevator pitches and networking events.
Coach style: This presentation style is generally used during a conference to present various ideas.
Story-telling style: This style engages the audience by presenting stories in the presentation so that it becomes easier for the audience to understand.
[bookmark: _Toc6591642]To develop an appropriate writing style 
Planning and structuring: It is extremely important to understand a question and plan on giving a structure to it. It is also important to think of a title and mark the outlines that may help to provide appropriate ideas (Hicks et al, 2016).
Linking ideas: It is very important that the research ideas are put together and linked in a proper way to create a meaningful essay or report.
Using facts: After researching the facts that are needed one must put the facts in a proper place to demonstrate the motive of the essay or report.
Opinions or arguments: Arguments and opinions help to support the writing by providing opposing ideas of different authors. Arguments and opinions help to make the essays and reports more reasonable and authentic.
Analytical thinking: As stated by Hall, (2017) it helps an individual to break down and scrutinize facts and thoughts and divide them into strengths and weaknesses. It helps to analyze the trends and provides alternative possibilities for eliminating the extra data that is not required in writing.
Using digital technologies to support learning 
There are certain digital tools and resources that are available to support learning:
ICT school planning: These are the resources that help in providing powerful learning and teaching to prepare students for an ever-changing world.  
ClickView video content platform: Through the use of ClickView video-content platform the students are able to access many educational programs, learning tasks, assignments and so on.
eduSTAR: The eduSTAR software is an educational software that adds value to the teaching and learning quality.
[bookmark: _Toc6591643]Virtual Conferencing: It enables the teachers and students to come together and collaborate to discuss various problems about different subjects and take the help of experts to solve major issues and provide professional learning.
Recommendations
[bookmark: _Toc6591644]From the above study, it can be suggested that the employment of soft skills is important to ensure proper success in business without the use of soft skills although a business may be carried out manually but to prosper there must be the utilization of proper skills. Apart from this, it can be recommended that academic and employability skills such as research ability skills, problem-solving skills, decision-making skills and planning and organizing skills must be acquired for the improvement of the career or business. It can also be recommended that apart from the stated skills there are other important skills such as adaptability skills and leadership skills that are really helpful in achieving desired career goals. Another major recommendation would be to advise students to take the help of various digital tools that are discussed above such as ICT, ClickView, video-conferencing and other to get better access to assignments, lectures and so on.

Conclusion
The study clearly states the importance and impact of having different academic and employability skills. The study also highlights the skills that must be acquired by an individual in order to develop better results. It also reflects the various presentation styles and techniques that are helpful in the presentation of the skills. The Digital tools and platforms are also highlighted within this study to help gain a perspective of how to acquire the various skills. These platforms are extremely important in providing students with the necessary ideas and skills required for personal development. The objectives of the study are complete and the recommendations have been given to help the students pursue better research in the area of academic and employability skills.
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