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Introduction
Nowadays we need to have the knowledge and the skills required for any kind of work we want accomplish.  Having the skılls for one job it is not enough to progress in your career,  you can learn how to develop your own skills at work but from my experience, the academic knowledge is also very important to keep growing into the business. In this competitive enviroment the employers pay  attention to the employability skills that the graduates have in order to win their competitors  but to achive any further succes like winnig others competitors at the workplace the previous  preparetion to that is important. While we are  learning we develop others skills to have a better communication at work.
In this report we will discuss differents types of skills necessary  to succes in the bussiness world, such as our academic skills, we will need basic skills to make our job easier and to help the bussiness to grow. Also the  importance of the skills that we acquire while studying and the employability skills that the employees are looking ın their employers. 


Academic Skills 
When we talk about studying abilities we are make reference  to skills such as academic writing, paraphrasing, summarising, referencing and digital skills among other. In this academic abilities  we can found other skills that are necessary to succes in our academic journey, this can be divided mainly in time management, oral communication, written communication and problem solving, from my experience while studying this are one of the most important, this encourage students to become more efficient learners. They give students the confidence to participate fully in English-speaking courses and are invaluable outside of the classroom and after they graduate. Academic is used to describe work, or a school, college, or university, that places emphasis on studying and reasoning rather than on practical or technical skills.

Time management in our academic skills is one of the key to succes, is imperative to prioritise our work from school, college or university when is needed. Controlling the time we spend doing other kind of activities and combined them with our studies can be the perfect combination to succes in our assessments and in the future we will develop these skill to our day to day life and work. Furthermore oral and written communication are those skills that we develop while doing our assessments, it will help to the way we presented our work, and it will give us confidence to participate in class and even after graduate.

In the process of learning is important to have knowledge of the next academic skills:
1. Paraphrasing
2. Summarising 
3. Referencing 
4. Writing Skills

1. Paraphrasing
According to the Rahul Bhagat and Eduard Hovy paraphrasing are sentences or phrases that convey the same meaning using different wording, whenever the text contains multiple ways of saying “the same thing,” but the application requires the same treatment of those various alternatives (Hovy, Rahul Bhagat and Eduard Hovy, September 2013) .
While we paraphrasing there are differents techniques that we use to avoid plagiarism. Plagiarism is copy words or ideas from someone without giving credit or failing to putting a quotation in quotation marks. (Hermann Maurer, Frank Kappe, Bilal Zaka, 2006) . To elude of giving the incorrect information while paraphrasing we can use the next lexical changes:
1. Synonym Substitution: Replacing a word or phrase in the appropriate context, making a paraphrase of the initial sentence or phrase.

                          Sarah is beautiful - Sarah is pretty 

2. Antonym Substituion: Replacing a word or phrase by a negation some other word, in the right context.
                                     Jose eats – Jose does not starve 

3. Converse Substitution: Replacing a word or phrase it is converse and inverting the relationship between the constituents of a sentence or phrase, in the appropriate context.
   
                                   I thought to buy food – I was thinking to buy food 

4. Change of voice: Changing a verb from active to passive form and in reverse can result the paraphrase of the original sentence.

                                   I cleaned the house – the house was clean by me 

(Hovy, Rahul Bhagat and Eduard Hovy, September 2013)

2. Summarising 
This is the ability of reading and providing a short clear description that gives the main facts or ideas of a text, pages or lecture. A summary should be clear to someone who has not read the original text, have a good paragraph structure, follow the same other and logic as the original, be paraphrased and fully cited and not contain your own opinion. 
We summarise to report the ideas or work of another writer in our own work. We can use different types of techniques to summarise such as: 
· Identify the key ideas
· Take notes 
· Organising them in local order 
· Link the ideas concisely
3. Referencing 
To quote from “Cite them Right, the essential referencing guide”, referencing is the process to cognize another authors work when you used it in your report or assignment. Referencing provides the connection between of what you are written and the evidence in which is based. As well to make a reference we can identify the sources that we have used by citing them on the text or assignment, and making a reference at the end of the assignment. 
There is many factor of why we should reference for example to show that we have read and have knowledge of the text also to establish the credibility in the arguments or ideas. The expectation of referencing is to mention in the reference when you us someone else work in your own words. 
While using every type of sources for our assignment or report we should reference and maintain the record for all of them. Any kind of information that we copy and paste, or use as reference or summarise must be acknowledge by referencing it. (Richard Pears and Graham Shields , 2019)


4.  Writing Skills
These ability is when the writer is to write a text, report, assignment or any type of write which it will have to comprehensible to the reader. Good writing needs to have good vocabulary, correct grammar and spellings along with perfect punctuation. This is the structure which makes reading easier and understandable.
Moreover the text must be coherent, we meant by this that the text the reader is about to see must make sense, it should be logically connected and the events should flow properly to make sense to the reader. While you are writing we should transmit to the reader a clear communication of the events. 
(Kumar, 2019)








Employability Skills
We can say employability skills are those abilities that can be as skills needed by an individual to make them employable. Along with good practical understanding and knowledge, employers often define the kind of skills that they are looking in the employee. These skills are what they believe will provide the employee to make a great and easier job. (Exeter, 2018)
Two of the concern of the employers are to find good workers and training them. When talk about employability we make reference are those basic skills necessary for getting, keeping and doing well our job. (Robinson, 2000) 
From my point of view and the experience of five years of work that some of the employability skills are teachable. Some of the abilities that we need for certain job we have to have a grade, for example if you want to became a doctor you will need the right qualification but some other jobs will teach you the skills needed to function at the workplace. My most recently work at Harrods as brand specialist have help me to develop skills as in the next examples.
Communication skills
Effective communication at the workplace is essential, being a good talker helps you but one of the important keys to have a good enviroment at work is know how to listen. 
Listening to the team, managers or even customers will help you to know others people needs and it will assist to the team to meet their goals and standards. In addition to a good communication we have to consider that working as a team you will have to be open to their opinion no matter is you may agree or not with what they are saying, you can try to put yourself in the other person place and understand better the behaviour. Also asking questions will improve the communication at the workplace. (Editor, february 2020)
At my workplace communication is always very clear between the managers and the team. We have meeting and briefs every day for our needs as a team and the petitions that a managers can have so we can improve our role in the bussiness. Listen and to be listen is very important to avoid miscommunication.
Time Management 
When we make reference to time managing we are talking about organizing, planning and prioritising the task at work. Improving the time management at work will helps us to succes and improve the daily operation that we have to do at work.
Working for one of the largest retail worldwide have help me to improve the important task of time managing, I have learnt how to prioritize my task using the time at work more productive. I divide my days in such a way that assists me to make my daily targets and monthly targets. 
One of the key to succes organizing your time management at work is to be punctual to every meeting. Punctuality is a factor that helps you to others types of job such as organisation of the time and how to manage it. At my workplace its imperative have knowledge of the time and how you spend the hours at work being productive and helping to grow and build sales. 
Digital Skills 
Having digital skills nowadays is important due to the increase of the business in the digital world. Not only that but mainly every format of to communicate is online at the workplace like emails. Indeed having a basic knowledge of how to use an email or words, excel, or power point can improve not only your progression at work but you will improve other ways of communication. In my opinion having the knowledge of the digital skills have help my with the communication clear, and have help me to make my job more easy because I have to do reports and if I did not have the notion of the basic digital skills I will not have the opportunity to achieve the goal of becoming a Brand Specialist at Harrods.

SWOT Analysis
While working at Harrods I have acquired certain knowledge that have help me to define my career and goals.  
· Strength:  I could say that my strengths are, good seller I am competitive and reliable at work, good customer service and a qualify team member. 

· Weaknesses:  I can improve the way a manage to solve any problem, sometimes at my workplace we can have customers that are very impatient and this situation I always try to make the rights decisions, and I can keep  improving this area for a better experiences with customers. 

· Opportunities: As a good seller I am constantly seeking for new opportunities to build the sales with the customers. Being the brand specialist of Rag&Bone have help me to have knowledge about products which is  a great opportunity not to only build my sales but to make the brand grow into this competitive enviroment. 

· Threats: The business I am working have experience different threats, others competitors can put their prices down or even start the seasonal reduction earlier to be ahead of the sales. Still customer keep choosing Harrods for the great customer service.




Conclusion
[bookmark: _GoBack]To conclude this report I can say that having the knowledge of both Academic and Employability Skills it will make easier the seeking to succes and growth of your careers. I believe that the experience gained at work shapes your character and discipline for better performance not only at the work place but also in your studies.

The skills obtained at work can help you to improve and mature are you grow in the bussiness but if you want to exceed your own expectations and goals having the knowledge gained while studying can make you progress in a short period of time, with the right motivation and the skills needed. 
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