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                                                     Introduction

Academic and employability skills is understanding the knowledge and skills to help individual to work in workplaces in an effective manner, employer need to have skills to provides knowledge of time management, they have several roles and responsibilities which each need to perform so to reach performance objectives, Academic and employability skill helps to identified skills and knowledge in each individual to see their weakness and strengths so they can overcome it.

                                                  What is Skill
Oxford English Dictionary stated skill is the ability to do somethings well, the jobs require skill and an eye for detail, skill can be divided in a lot of different ways which include communication skills, time management, Teamwork and leadership, self-motivation and many more, skills is the ability to perform and carry out your confident.
                                         Why is Skill Needed in a workplace
Skill in workplace is for you to know what you're doing at work, you have to have skills for the work to be done, workplace skills are basic skill such as reading, writing, speaking and listening are needed for work, employer skill are negotiation coordinating with work colleagues to help them to work well with each other, you need different skill to do particular jobs, and life skills to help you through your day at work  and in different stage in your life, learning more skills in life improve on helping you to succeed and stand out more in life and work. Skills can be learned in workplace by taking note and trying different things in many areas, there are hard skill and technical skill which require in workplace, hard skills are teach in classroom and defined evaluate and measured such as writing, math, reading and knowledge to use a computer programs, technical skills need training and experience to master and are found in many types of industries, but there are common in our everyday use at work e.g. programming, analysis date, writer and project management.
                                               
                                                      Communication
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Communication is sharing information between two or more individuals by speaking, writing or using some other medium, communication is important in all aspect of life especially in workplace it brings employee’s together, workplace communication is needed to allow employee to be productive and operate properly, failing to communicate at work could end up missing your chance of securing your job. Effective team working and communication is great for business when the relationship with the company and the client can communicate well, there are different types of communication non-verbal, verbal and written and visual same as there is different model of communication, these model are going to be listed along. Shannon and Weaver model is consisted of three primary parts which are sender, channel and the receiver, the sender could speak into the telephone and the channel is what carry the massage and the receiver is the one on the other end of the telephone. As time went by there was more concepts added to the model which was noise, decoder and encoder it’s known as “the mother of all model” the Shannon weaver model was based on the following where information begins which give message to transmitter that encodes message into signals, the channel that signals are adapted for transmission noise source that distorts the signal when propagates through the channel, the receiver that decodes message from signal and last the destination where message arrives. In 1960 Divid Berlo expanded the Shannon and Weaver model creating the SMCR model meaning sender- message-channel-receiver, this model has separated to clear part and expanded upon by other scholar's. The next model is the Wilbur Schram which was in 1984 it examines the impact that a message has on target of message with each party, in how daily workplace these models must be use in order for communication should take place.
                                                 Time Management
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Time management is the time spend planning ad doing specific activities to work smarter and harder so they you get more done in less time, even if time is short and pressures are high it’s a juggling act upon a person work life, social life, family and hobbies, When using effectively it give you choice on how to spend and manage time at their own,  in a workplace no one manage time then a project manager when they have to handle team member and too many tasks, also its important to understand both structural and technical different in time management, keeping a record of your time make you manage time efficiently at work, improving your time at work makes performance and achieve your goals fall to manage your time is poor time management and can lead to stress, affect a business impact on performance and lock of self-esteem etc. The benefits of good time management in our professional lie can benefits you from the following, give good quality of work, less procrastinations, more productivity and efficiency, less anxiety and stress etc, better time management are plan, prioritize, don’t multitask and cut off distraction. Time management can have good impact on your life and work for you get things done on time daily life, you need to improve your ability better decision gain utmost control of things that are important.
                                              
                                               work Team
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Team work is when a group of people come to work towards a goal/result working to gain a good atmosphere, building each other confident to gain good team performance most work place relies on team working to accomplish their jobs, team working lets people gain good friendship, loyalty and sharing most team required a leader, leader sometimes share the work load so some wouldn’t feel left out, team that work well together can give workplace good productivity for team work to be done there are some tips that can help them, which are, Respect individuality- it's important that manager understand the importance's of each individuality, they going to have different personalities and skills to accomplish certain task, Communicate- it’s the most important elements needed in a team, communication have to been honest, respectful clear and open for team to put out their feeling, always listen to each other question, Mex of gender- mixing men and women together you can get different social skill and even more stronger skills from women, Encourage creativity- every one should be open up to throw out ides without been judge, then ides are put together where the best one can be bought forward, Trust exercises- in a team you have to trust member for work to perform well, you have to set aside felling whether it’s gender are culture etc. in one of our class exercise we have done a group presentation where we from groups and was giving different topic to work on, we chose a leader and what topic we are good at working on and we also get to communicate more hen before.
                                                           SWOT Analysis
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Swot analysis use to identify strengths, weakness, threats and opportunities towards working, it is design to make process in your life the swot analysis was made to ask question and answer to determine competitive advantage, the whole meaning of the word explain here.
· Strength - it shows things that individual is good at, show positivity of someone knowledge, skill and background.
· Weakness – its stop’s you from performing the level you should be achieve, area that needed to improve to remain competition.
· Opportunities – it gives you the opportunity to benefit towards goals ahead.
Threats – it poses rick to you other for success not to gain.
                                                            Plagiarism
Plagiarism is when you present some else ideas or work for yours, without them giving it to you and not acknowledging them its good to avoid plagiarism, there are different ways of plagiarism like ideas and written text content by not doing plagiarism helps to get a better understanding of doing yourself, you feel better knowing you done things yourself, it increase your writing and vocabulary, better understanding of content and gain more learning power. You can avoid plagiarism by presenting your own ideas, plagiarism include quotations and use paraphrase checker.
· Paraphrasing is by using other words by speaking, writing and rewriting in your own words , always keep the original meaning so the statement remain the same, it expresses the same idea in your own words, it make explaining  ideas of your words and use information that are useful, there is a bit different in paraphrasing and summarising.
· Summarising, by summarising a passage you mainly stated the main ideas in your own words, and it is much shorter than the main passage summarising has needless detail and keep short. 
                                         Future plans for work

What am I doing now? Passenger service agent 
What jobs I want to do in the future? Duty manager, product manager or station manager.
What are the requirement for the jobs? 4-6 years relevant business experience in high global company, ATI industries, cloud service and edge computing knowledge capability to lead.
How am I working to get the jobs? By achieving a leadership and management skill for the workplace (BA) (HONS), try and get more knowledge and confident in writing a good report.

                                                  Conclusion 
Academic and employability skill is a must in a workplace the main source of getting things done, making you more flexible with time management, communication effectively, also team working get everyone together showing swot analysis within you, the important of paraphrasing and summarising in work place.
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