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Academic and employability skills include some models and tools which impact on the skills and ability and it ensures the personal and professional development. However, the learning process need to include different models and tools like time management, academic writing, using library and resources, referencing, cv writing and many others (Alharahsheh and Pius, 2021). Those models and tools are briefly explained below which also significantly impacts on the personal and professional development.
Time management
Time management is a crucial tools and model which includes scheduling and planning, that ensures proper time management within the academic learning process. On the other hand, the time management tools ensure proper management of times within the learning process which boosts the employability skills also (Ayala Calvo and Manzano García, 2021). Time management tools includes some special criteria which helps the learners on improving time management within the workplace. Some of them are discussing below –
Planner and master list
Planner and master list refers to the activity and professionalism where learners generally make their plans and shortlisted it for making a better impact within learning process. Usually, planner and master list is a smart time scheduling process where learners record their job, objective and other necessary activities within the learning process.
Organize by priority
Effective organization of the works includes maximum output within the learning process and it also helps to improve academic and employability skills within the learning process. Effective time management also ensured by the proper management of time and scheduling of the works and tasks within the learning process. The individuals should organize their tasks according their priority, which ensures best time management within the learning process (Ayodele, Oladokun and Kajimo-Shakantu, 2020). For example, the students should make their routine according their study and other activities, because study is the main task for the students and they should fulfill that requirement.
Personal digital assistants (PDA)
Personal digital assistants refer to digital and technological usages, which ensures effective management of time within the learning process. For example, the students can make their routine and scheduling through advance software and other computing devices. Today is the era of advance technology however, all the students and other individuals, who should use proper technology within their learning process on ensuring effective time management (Fajaryati and Akhyar, 2020).
Benefits of time management
Time management creates benefits and advantages within the learning process which ensures effective advancement within the learning process. The benefits of time management are briefly discussing below –
Increase productivity 
Effective management of time ensures high productivity and value within the learning process. For example, the students who maintains time management within their learning process can finish their projects, tasks and assignments within expected time which ensures high performance within the workplace (Guàrdia et al., 2021).
More free time for doing job
The student who makes proper utilization of time can get more time to do their task and study. On the other hand, the students who want do part time job, can do it because of ensuring proper management of time. Effective time management ensure proper separation and dividing of time which ensures free time for study and other social activities within the learning process.
Streamlined decision-making
Effective time management within the learning process helps the individuals on taking their decisions wisely and effectively, which ensures high performance within the learning process. The students usually made their decision on their demand and usability within the learning process which ensures high performance to the learners (Igwe, Lock and Rugara, 2022).
Academic writing
Academic writing refers to a formal writing style which includes some professional formations and presentation within the writing. Generally, academic writings are mostly used within the school, college and universities, where effective writing materials and style are required. Academic writing is treated as a formal way of presenting learning outcomes to the teachers (Keiper et al., 2019). Academic writings have some key features and characteristics within the learning process which impacts on the result and outcomes within the learning process.
Characteristics of academic writings
Formal tone
Usually academic writing includes formal tone on presenting the outcomes of the learning process and objectives. However, the students should avoid conversational tone within their presentation.
Precise language
On academic writing, the student also should use proper choice of word and precise their language, which increase the effectiveness within academic writing. Effective word and language selection within the academic writing is also increases the values (Maina et al., 2022).
Research focus
The academic writing should be research focus which increases the acceptance of writings within the learning process. Proper analysis and researching from loyal resource increases the values and effectiveness of academic writings.
Benefits of academic writing
Academic writings have some advantages and benefits within the learning process which impacts on the result and output of the students (Miller and Konstantinou, 2021). Some benefits of academic writings are given below –
Enhances result and output
Academic writing helps the student on getting good results within the learning process, proper presentation ensures creativity and it carries extra mark within the learning process. Proper maintain of academic writing ensures good result and maximum output of the students.
Improves communicating skills
Effective implementation of academic writing improves the communicating skills of the students which helps their personal and professional life (Sarfraz et al., 2018). Communicating needs to boost the personal and professional careers within the workplace as well as learning process.
Critically thinking and analysis
Effective academic writings improve the thinking and analysis ability within the organization which helps the students on their researching. Usually, the students make proper research within their writings and it helps on creative thinking also.
Using the library and other resources
Using library and other resources like online and offline several resources usually generated lots of values and effectiveness within the learning process. However, the student should take help from the library and other resources to enhances the stability and output of the learnings. That tools are used for implementing and ensuring best learnings of the students (Sarkar et al., 2020). There are several types of libraries which contains several facilities and it impacts on the learning process as well, which are discussing below –
Academic library
Academic library usually refers to the libraries which is situated within the educational institutions, for example, school, colleges and universities. That types of library contains academic resources and helps the students on expanding their knowledge about academic sections (Ayodele, Oladokun and Kajimo-Shakantu, 2020).


Public library
Public library generally situated within the society and it serves resources to the general people and the people can expand their knowledge about several topics. In public library, there are several types of books, journals and articles which helps the people on expanding knowledge. It helps the people as well as students on expanding their specialism within several topics.
National library
National library refers to the library which is owned and operated by the government of a country, where several types of special resources are offered for the general people (Fajaryati and Akhyar, 2020). Generally national library is treated as a biggest resource on expanding knowledge in several sector.
Benefits of library
Library has different usefulness and advantages within the learning process which creates extra benefits on developing creativity. The benefits of library are discussing below –
Offers better environment
Usually library offers better environment for acquiring knowledge for students and other general people. Library contains serenity and peaceful environment within the workplace which improves the efficiency within the learning process (Guàrdia et al., 2021).
Resource availability
The library has enriched resources which helps the students on making researching and analysis. The students can boost their learnings by analyzing the resources that is available within the library. Other side, library has huge branches and it offers extensive knowledge to the students, however, the students can expand their knowledge by taking help from library for research.
CV (curriculum vitae) writing
Usually CV refers to a document that includes professional accomplishment and achievement where different types of qualities and achievement is shortlisted and formally presented (Igwe, Lock and Rugara, 2022). CV writing is efficient for getting qualified jobs by shortlisting the qualities and capabilities of the individuals. Usually professional sector must need effective CV which should be learnt within the academic periods. On writing CV, the students should be focused on some factors which is listed below –
Contact information and detail address
Most important contents for a CV is content information and full name, which works as an introduction for a CV. The students should formally give contact information and address within the CV which works as a crucial factor for every candidate within the CV.
Detail academic history and qualification
Academic history and qualification is also a crucial factor for a CV, however, the students should have shortlisted their academic qualification within the CV which helps them on showing their qualities for the applied authority (Keiper et al., 2019). On the other hand, academic history and qualification helps a candidate on shortlisted their capabilities.
Recording professional experience and skills
Professional experience, skills and abilities also should be included within the CV which measures the capabilities and expertise of the candidates. On the other hand, it also helps the authority on selecting the candidates for a selected post. 
Benefits of CV writing
Effective CV writings have several benefits and advantages which increases the efficiency within the workplace. Some of the benefits and advantages of CV writings are given below –
Increase self confidence 
An organized and professionally written CV increases the efficiency and self-confidence within the workplace (Maina et al., 2022). Self-confidence is a must thing for every professional, who wants to be successful within the professional and personal life.


Great Impression on Recruiters
A better and professionally advanced CV creates good impression to the recruiters, however, the students or learners should make their CV with lots of effective information. On the other hand, a better impression within the recruiters increases 50% of the possibilities on getting the job.
Save time and efforts
Proper enlistment of CV helps a student or candidate on saving time and efforts within the recruitment policy. Most of the cases, the recruiter justifies the employees by seeing and analyzing the CV of the candidates (Miller and Konstantinou, 2021). However, an effective presentation of CV decreases the workload and expense on applying within an organization.
Paraphrasing and summarizing
Paraphrasing and summarizing are also effective tools on increasing the academic and employability skills for the students within the learning process. Paraphrasing refers to a model where the sentence structure is changed by keeping original meaning. It creates effectiveness on reducing plagiarism within the academic writing, however, the effectiveness within the academic writing are increased due to applying the paraphrasing tools. On the other hand, summarizing is also a significant tool on improving the effectiveness of academic learnings and skills (Sarfraz et al., 2018). Summarizing shortlisted the overall overview of a detail lessons and learning process. However, students need to achieve summarizing capabilities within their learning process increase the performance.


[bookmark: _Toc110182263]Conclusion
The report includes overall tools and models within the learning process which impacts on the academic and employability skills. However, all the learners and students should consume those models within their learning process to improve the skills and abilities. In that case, time management and academic writing plays a significant role within the learning process as well as professional life. Time management helps the student on dividing the schedule and plans related to the academic skills which boosts the operation and performance of the students. Another side, CV writing is also playing a crucial role on increasing the employability skills within the learning process. However, a student or learners also consume the model of effective CV writings within the learning process.
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