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[bookmark: _Toc39158726]Introduction
[bookmark: _GoBack]Skills are the person’s ability to perform a task with a satisfactory result (Definition of SKILL, 2019). These skills are necessary as they differentiate a person’s overall ability. Because of the importance, this report will be all about skills like academic and employability skills. It will start with a short discussion on the types of skills and as I'm required to analyse my skills throughout the task, I’ll do a short description of my skill. In the later part, there will be a SWOT analysis of my skills and a skill audit which will clarify the extent of my skills. It is known that today's job sector is highly competitive and the report will discuss the real scenario of that tough competition and discuss some necessary skills that employers seek. At the end of the report, ill reflect on my experience with this Academic and Employability course.
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[bookmark: _Toc39158728]Academic and Employability Skills
Academic skills are the study related skills that help a student to perform better in higher education as well as in professional life. The various types of academic skills are like academic writing, critical thinking, analytical ability, effective communication, etc (What Are Some Examples of Academic Skills? 2017). The academic skills can easily be learnt by taking courses. On the other hands, employability skills are the bundle of job-related skills that makes a candidate more desirable for a job (Hendrawan and Daryanto, 2019). Some examples of employability skills are problem-solving, oral communication, collaboration, professionalism and many others. These skills are more like interpersonal skills and people learn them throughout their life. For any person, both of these skills are necessary as the academic skills help a person to get a better result and task-related success and the employability skills help that person to have a better advantage at getting a job and doing tasks more easily (Academic and employability skills report, 2020).
[bookmark: _Toc39158729]Analysis of Academic and Employability Skills 
Skills are the attributes of the human nature that unlike any physical object cannot be measured accurately. Although hard skills like academic writing, presentation, math and statistical abilities can be measured through various exams (What Are Hard Skills? 2015). Therefore, I have done some online skill test to analyse my hard skills in which I have done better than average. But for the soft skills which cannot be measured, I have taken the help of my friends and families to honestly evaluate them. After some analysis its seen that I am good at skills like problem-solving, communication, presentation, academic writing and critical thinking but bad at critical thinking, maths and statistics, adaptability and technology use. The next parts will contain a two-detailed analysis of my skills.
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A short SWOT analysis of my skills is given below to easily understand my ability. 
	Strengths
	Weaknesses

	1) I can do excellent research on various topic.
2) I have built up my communication skill so well that I can easily communicate with anyone and make a good understanding.
3) I am very good at teamwork skills and have many experiences.
4) I am excellent at academic writing and have won some rewards for skilled writing.
5) My time management skill is the best as I have been hardly late at performing any task.
	1) The weakest skill of mine is the maths and statistics.
2) I also have adaptability issues as I always hesitate in a new environment and take a lot of time to adjust.
3) I also bad at resource management skills and end up with under usage or over usage of the resources.
4) I am not much good in organisational skill.
5) My digital skills are not up to the mark and I still have many things to learn.

	Opportunities
	Threats

	1) My ability to use information properly will help in tasks like research and report writing.
2) My presentation skill will help me to perform better in the marketing and sales job.
3) My teamwork skill will help me to shine in today’s collaborative organisational culture.
4) The leadership skill within me will help me to reach the top management level post in any organisation.
5) The research skill I have will help me to find better jobs in many famous research firms.
	1) My lack of digital skill will set in the serious disadvantage in the age of technology.
2) Lack of math and statistical knowledge may become a hindrance to various job opportunities.
3) Lack of organisational skill will be a hinderance in my carrier.
4) The lack of adaptability skill of mine will create hamper in case of jobs with high mobility.
5) Inabilities to handling resources properly might show me as an irresponsible person in the eyes of my superiors.
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	Skills
	Description
	Level of Skill (1=Low, 5=High)
	Capabilities of my skills

	Academic Writing skill
	Academic writing is a clear and consistent writing which is properly structured, easily understandable and supported by evidence (Listyani, 2018). 
	1 2 3 4 5
	My academic writing skill is up to the standard as my writings are highly informative, related any backed up by proper evidence and references.

	Communication Skills
	Communication skill is the effective transfer of information between people while maintaining a proper gesture, eye contact and making the exchange of information easier to understand (Chan, 2011).
	1 2 3 4 5
	I can communicate with any level of people and organisation very well. With it, I can effectively communicate, negotiate and build a relationship with others.

	Time Management Skill
	Time management skill helps people in an organisation to finish various projects within time without spending an extra budget (Time Management Skills: Definition and Examples | Indeed.com, 2018).
	1 2 3 4 5
	I can manage time very well. After getting a task I estimate the time needed and fix a deadline of my own within which I tend to finish the task.

	Summarising
	Summarising is the skill of minimizing any large writing with only the necessary and important parts (Summary Skills - how to write an academic summary, 2020).
	1 2 3 4 5
	With my summarising skill I can point out the important parts of a writing and create shorter content with only those important parts.

	Research Skill
	Research skill is the ability of a person to find relevant information regarding a topic, organising, analysing and presenting the outcome of the information (White, 2020).
	1 2 3 4 5
	For researches I choose an excellent topic to gather necessary information and evidence, draft my theory and methodology, do several tests before reaching any conclusion.

	Teamwork Skill
	Team work is the abilities of a person to effectively communicate with a group and working together to achieve a common goal (Teamwork Soft Skill Development In Facing The Globalization, 2019).
	1 2 3 4 5
	I can easily mix up in any team, effectively communicate with the members and perform any tasks within the team.

	Paraphrasing
	Paraphrasing means to rewrite any content of writing in someone’s own words without changing the meaning (Kletzien, 2011).
	
	I can do proper paraphrasing by reading the content first, changing the main wording, including my own wording and doing proper citation.
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Employability Skills and Knowledge required in Job Sector 
Today’s job world has become highly competitive especially after Brexit which led to moving out of various headquarters out of UK and major job cuts (Asda considers 2,500 job cuts in Brexit year, 2020). In this high competition, employers hire the candidates who have some specific skills and knowledge which are discussed below.
i. Interpersonal Skills: This skill is the combination of our behaviour and skills which we use daily while communicating with others personally or in a group (What Are Interpersonal Skills and Why Are They So Important? 2020). These interpersonal skills include verbal and non-verbal communication, listening, problem-solving, decision-making skills etc. Employers seek for this skill because it makes a person better coordinator, leader and negotiator. 
ii. Academic Skills: Academic skills also known as study skills helps a person in the learning process and helps to gain educational success (Academic Skills | Development | Nebraska, 2017). This skill helps study, gain and processing information, memorizing and in many other aspects. The most basic academic skills include academic writing, note-taking, presentation, research, exam techniques and many other skills. In case of recruitment, these skills are often sought because a person with high academic skills tends to do better in intellectual jobs like teaching, researching, health profession, engineering, software designing etc.
iii. Employability skill: Employability skills are the ones that help a person to be better at the job. This skill includes many interpersonal skills to technical skills, professionalism, organisation skills and many others (Haasler, 2013). As it is believed that people who possess these skills tend to do better in all sorts of job that is why employers favour the candidates highly who has them. 
Knowledge required:    
i. Technical Knowledge: technical knowledge is job-specific knowledge, for example, good cooking knowledge for a chef or teaching experience for a teacher (Technical Knowledge | International Engineering - the University of Illinois at Urbana-Champaign, 2020). Normally people gain this knowledge through experience, taking courses or other ways. As the technical knowledge related to the job is required for doing better in the job, that is why it is a common requirement in all sorts of job.
ii. Technology knowledge: It refers to the knowledge regarding using computers, statistical tools, using apps or social sites etc (What Is "technical Knowledge"? 2018). In the age of Technology more or less every job has to do something with technology for that reason every job candidates should have minimum technology knowledge.
iii. Legal Knowledge: Law in some aspect binds every activity of a person. Therefore, everyone must know about legal activities. Corporate and other jobs are not an exception that is why employers expect from the candidates to have this knowledge so that they do not confuse any legal activities with illegal ones. 

[bookmark: _Toc39160761][bookmark: _Toc39158733]Analysis and reflection of my employability as well as academic skills
In my academic life, I had a lack of knowledge about different academic skills. However, after doing the term 1, my acquaintance regarding these skills is increased. Besides, here, I also analysis my knowledge about employability skills too. Her, I represent a comparison to show my improvement to know new skills. The comparison is presented in the beneath:
1. Firstly, before I had less knowledge regarding the research skill. I could not do research any work properly and unable to make any finding after reading an article. Besides, I did not know the process of research properly. But after doing the term 1, now I have a more detailed understanding of that topic and can research numerous topics for my study purpose.
2. Secondly, the term plagiarism was unknown to me. I often made errors to do citation and referencing properly. These reduced my grades and I needed to do work repeatedly. However, now, I know the tactics of plagiarism and I make fewer mistakes and obtain a good score.
3. Besides, I did not take notes in the class before. In addition, for that reason, I often forget the lesson before my exam, and these made me feel stress. However, after doing the term 1, I regularly take note and feel less anxious before my exam.
4. I could not use the right words at the time of paraphrasing before. In addition, for that, my assignment presented different ideas comparing with the real document and this become the reason of low grade. However, completing the term 1, it gave me proper understanding about the paraphrasing.
5. Besides, Before I faced problems to manage time at the period work. Often, I missed the deadlines to submit projects or any other works. However, after doing the course, I can manage my time strategically.
6. My other skill is improved through the course and the skill is team management. Now I am more confident and co-operative at the time of doing works with others. Through teamwork, now I can bring a good result with the assistance of other members.
7. Now I am learning different digital technological aspects to make me appropriate for the present business era through the module. Currently, I am acquainted with different digital information.
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Skills are necessary for every person as it helps them to become successful in the case of the profession to personal matters (SKILL | meaning in the Cambridge English Dictionary, 2020). As I was required to analyse my various skills that I have done a Swot analysis and a Skill audit which shows that I am very good at academic writing, professionalism, problem-solving, time management, communication and presentation. But I seem to be bad at maths and statistics, adaptability, resource management, teamwork and technology handling. In today's highly competitive job market candidates are judged by the skills they possess. It seems that based on the job employers seeks the different level of Interpersonal skills, academic skills and employability skills (10 Job Skills Every Employer Wants, 2020). They also seek for technical knowledge, Technological Knowledge and legal knowledge. By taking the Academic and employability skill course I have become aware of many new skills and through the teacher's guidelines, I was able to outlast myself, which was more than the expectation.  
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