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Abstract
The purpose of this report is to explain how acquiring   Academic and employability skills can promote and can affect your career. It is the ability to set effective goals to achieve your purpose. The skills you need for the work place is the skill for life.  Problem solving, critical analyses are essential for your career. Decision making Self reflection, the Johari Windows is example of how you can reflect your life, know your strength and weakness and build on them by providing meaningful personal development plan. (Joseph Luft and Hari Ingham  (1955)
INTRODUCTION
The report is about my development and findings in Academic and employability skills, how people can develop their Employability skills and plan their lives. You need a Personal Development Plan to be able to work towards your goals. Being competent in Employability Skill enables you to work independently and climb the ladder of achievement .Time management, effective communication, setting objective and acquiring skills for the work place. Academic and employability skill are what employers are looking for (Stella Cottrell) The Study Hand Book (sheknows.com)
To be successful in Academic and Employability Skill you need to be competent with your writing skills, paraphrasing, analysing, presentation skills, critical thinking, problem solving and accountability.
Academic and Employability Skills
Academic and employability skills are the ability of your written skills, the ability to find and use information in the appropriate way. They are skills for life the ability for a continuous professional development. Academic and employability skills are the ability to solve problem and analyse critical situation and provide answers. Gathering information is essential for every employer. To be employable you need to be active, reflective and primitive to be able to put new ideas into practice .The ability to mentor and lead. To be competent and skilful.(  Neugebauer, J and Evans-Brian, J ) (page 336- 352).
Skills
Skills are for effective learning .The ability to work effectively. It empowers your interpersonal interaction and how you can mange yourself. The job related skills are for specific situations like how to apply a particular job like designing marketing and managing. The graduate skills are skill needed for employment, career skills, knowing who knows who, new qualification, global world view knowledge.(Dawson P.) Certificate in Higher Education, 
Skills for the work place, (2015) page 356-364)
Hard Skills
Hard skills are database management, technical knowledge, training that equips you to go through life experience including career or education. It is the ability to be competent to write and read. Hard skills can be related marketing, financing or legal skills (Zetty.com) It Includes accounting, engineering, banking, computer skills, typing, typing speed, leadership skills and human resources.
Soft Skills
Soft skills are personal habits, character traits you can find in people, the interpersonal attitudes or behaviour that gives you the ability to work or interacts with other people. Having them and using those enables you work effectively among your colleagues. 
Communication
Communication is an Italian word which means to share. It is the sharing of information between individuals. It includes sharing ideas, behaviours, and imaginations, written and recording contents. Communication as defined is simply a transfer of information from one place to another. Communication can be concluded in many ways.It is transferable because it involves exchange. It is a continuous process. It is also contagious. Communication can be learned because it can be improved. It includes behaviours, imaginations, written and recoding contents; It can be conducted through written messages, text messages, recording, electronic scans, emails and pictures. It can also be conducted vocally or actions. Shannon and Weaver’s cycle of communication explains how communication can miss it potential due to the noise or abstraction that affects the channel to the reciever.
Working with Teams
A team is a group of two or more who are interacting with one another in such a manner that each person influences and is influenced by each other person; stated concepts a relationship, interaction and influence (Marvin Shaw 1981). Effective teamwork enables people to work effectively, and joyfully. It eases tension and creates happy environment. Lack of commitment, poor communication, ignoring individual contribution, poor leadership, team and team conflict can lead to productivity losses (Griffiths B.A. and Dunham E.B.)
Stability in teamwork can bring success, while members become frustrated and ineffective when teams are run strictly with tension. It is more effective for team members to be told what to do instead of the right set of rules (Molleman, Nuata an Jehu 2004) Page 22
Time Management
Time management is the ability to prioritise your schedules and manage them accordingly. The ability delegate work as a leader or your personal issues, in decision making, goal setting and be competent to in problem solving and multitask. To be effective in time management you have to have a personal development plan to set goals and talks relating to your task, daily weekly, monthly, short time and long term. Your must be able to divide your time in correspond to work, family, break time, eating time and sleeping time and travel time as well. You can empower yourself with dairies , action logs, organised paper work and fill in systems and chart that can help you to manage your time effectively.
SWOT.  Analysis
The SWOT analysis enables you to know your strength and weakness and build on them. Building on your strength can help you to get good opportunities in the field. You can also develop your weakness by training and practicing. Knowing your strength can help you to get good employment. Weakness such as lack of experience, limited education, limited technical knowledge and weak interpersonal skills can bring, discomfort, unhappiness and lack of confidence .It can also bring lack of job, criticism, negative traits and discomfort .With training and education you can develop your weakness and achieve much success.

                                         SWOT Analyse Example
	STRENGTH
	WEAKNESS

	Work Experience
	Lack of work experience

	Education
	Limited education 

	Technical Expertise
	Limited technical knowledge

	Transferable Skills
	Lack of job

	Good net working contacts
	Weak interpersonal skills

	Association and business groups
	Negative Personal characteristic

	
	




	Opportunities
	Threats

	Positive trends in the field
	Negative trends in the field

	Enhancing education
	Competition in your field

	Fields of need of your skills
	Training and education

	Strengthening your net work
	Limited advancement in the field

	Vitalizing skills in different ways 
	Limited ability to develop

	Enhancing Personal Development
	Limited position in your area



Problem Solving
Having the ability to solve problems is essential skills for the work place and management. To be capable of solving problem you need to have the understanding of the cause of the problem known as the Route Cause Analysis and other such as  5 whys technique and CATWOE .(Peter Checkland)  a soft system methodology. The decision making  quiz  where you can learn about some stages of decision. Matrix Analysis or the Portal comparison analysis tutorials to decide either you should go ahead in discussion problem solving or difficult outcome in you work place

Result findings
Employability skill by (Maciej Duszynski) is a hard skill or character traits that help promote and succeed in future as a professional worker. Academic and Employability skill is what employers are looking for. (Stella Cottrell)  The Study hand book (https://www.sheknows.com).    
Attending the university is more than just being a student (Peter Morgan) 2017) listening to lecturers but rather a competitive state that empowers  and enable you to widen your reading, writing, research, computer skills, internet research and many advance or modern devices becoming the use of everyday life. Working in business or company without academic and employability skills is like not being educated .Technology has changed how we learn and work. Research systems and accessing portals have changed the face of employment and work patterns. Being competent to use most of modern devices confidently in a professionally. Academic and employability skills help people to obtain confident and how you view the world after your career.  Academic and employability skills give you the courage to to work independently, the ability to find and use available resources to solve problems and achieve goals .The ability to understand effective communication either by writing, reading or by means of texting emails, audio recording and virtual communication and use it effectively . Reading through the student hand books  , The Business Student’s guide to Study and employability by Peter Morgan and the Certificate in Higher Education: Skills for the workplace by Andrew Maund, Michaela Schriek, and Paul K, Tinkler including your lecturers tutorials, will equip you to write your own resume. The world of works will equip you to write your own resumes
Conclusion
Being able to achieve Academic and Employability Skills is very essential in your career development. It enables you to further your education and career. It is a ladder to climb to achieve success. Academic and Employability skills can enable you to work independently. Academic and Employability skills are leadership skills that empowers you to manage your time, resources, people and organisations and keep you focus. It is the skills that employers need. It enables you to access your life, your character, your weakness and your strength and develop them for effective career achievement.
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