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Introduction
Skills are referred as the expertise of an individual that enables them to perform well at different areas. This academic report provides an analysis on academic and employability skills that are required for employability. It aims to analyse the key academic skills along with the employability skills that are required for employees to carry out their careers as leaders or managers. Being a manager also requires employability skills as a part from managing a team the person is always an employee and must consider the skills that are required to peruse career. Employability skills are referred as the skills that can be learnt by an individual or transferred in the employee to make the person eligible for employment or a better candidate from the lot. Employability skills refer to a range of qualities that are necessary for an individual that includes the personal skills of an individual along with numerous characteristics that must be present within the character of a person. It includes several hard as well as soft skills that determine the eligibility of a person for work. In the course of this task I will analyse a few employability and academic skills that are learnt through the course.
Discussion
Hard skills are referred as a group of skills that can be taught to an individual. These are the skills or abilities that are measurable and can be referred as the technical abilities of a person (Adnan, Daud, Alias and Razali, 2017). These skills are usually taught at institutes and the material that is required for learning of hard skills includes books, online material and courses long with on job tutorials o performance of tasks. Some examples of hard skills includes budgeting, financing, coding and other computer skills etc. These skills are learnt on job or under the supervision of experts and no one is born with them. Soft skills are referred as interpersonal skills of individuals that are difficult to evaluate and analyse. These skills includes empathy, communication skills and listening skills. Developing soft skills makes you a great fit for many jobs and can regard a person as a good pick. Soft skills become a reflection of your personality but these are not always born skills (Drew, 2018).This course taught us that in order to get a better opportunity over employment chances the right mix of hard and soft skills are required. For this purpose it is important to present the correct and required soft and hard skills in the most appropriate manner. 
Communication
Considering the nature of majority of jobs it can be analysed that communication refers to the clarity of what is understood by the person and able to deliver that meaning in an appropriate way that makes the idea clear to other people with whom the communication has been carried out (Bennett, Richardson and MacKinnon, 2016). During the course it was learnt that on job communication is not only related to the communication through verbal means and written communication is also an important part of job. Moreover the body language is also important part of communication. In order to develop formal communication writing assignments and reports can be considered as an important measure. Using social media and blogging is also considered as an easy way to develop these skills. Oral presentations during different courses also enables students to develop verbal communication. Moreover people are generally reluctant of talking on the phone for this purpose people generally find employment in customer services and support departments (Clark, Marsden, Whyatt, Thompson and Walker, 2015). Trainings at such jobs are helpful in order to build skills associated with formal communication. The gestures while communication are also of considerable importance therefore it is important for an individual to be aware of 
Team Work
Team work is defined as the ability to work in collaboration with several individuals towards the achievement of common goals. This is an important skill that is required within the employees in order to lead a team and also to work under the leadership. These skills can be taught ad developed that could prove helpful in the future career of students. Performing of group assignments increases the skills related to team work along with volunteering for a common cause among a group of people (Cottrell, 2015). Skills to work efficiently with a team can be developed through reflecting thoughts on what areas is the individual lack team working and work on those areas. Sports also plays a major role in developing team work within individuals. It incorporates a sense of putting efforts along with the team and following a common plan to lead towards success. It is observed that there are some individuals in a team which do not give any importance towards the assigned job and do not care about the success or failure of the team however there are individuals who try to put additional efforts so that the careless attitude of a fellow team mate could be covered and could lead the project or assigned task towards success. According to Jackson (2015), these skills of team work are developed through involvement in sports.
Time management
According to Cottrell (2019), the best method of prioritising the upcoming tasks is through better skills of time management. The most efficient technique of management of task is by considering the deadlines of tasks and start them on urgent basis before reaching too close to the deadline. In this way the quality of tasks performed also remains credible and the task are performed within the assigned time limit. In order to improve or develop time management skills it is important that an individual must consider all the factors associated with the job. Planning the job helps to save time rather than getting involved in proceedings that are less relevant. Prioritising is an important task that makes the difference between less efficient individuals and efficient employees as they have the ability to prioritise the assigned tasks. In this way they are able to find required information related to less relevant tasks and become able to perform these tasks with more ease. Distractions also play a major role that avoid an individual from paying complete attention towards the achievement of a goal (Finch, Peacock, Levallet and Foster, 2016). The expectations and objectives of the job must be made clear and tasks need to be prioritised to carry out management of time in an efficient and effective manner. 
Punctuality
According to Drew (2018), punctuality must be considered as a must and not as a courtesy especially for fresh graduates or students as it reflects professionalism. The most common trait among leaders or managers is their priority of being punctual. This habit enables them to stand out from others and makes them trustworthy and reliable for the institution they are part of. Punctuality also enhances the credibility of a job seeker and reflects their performance. However it is not the only thing that matters but along with numerous characteristics this is also the most important factor that plays an important part in the success of careers. Punctuality gives a view that the individual cares about the time of others values them (Lim, Lee, Yap and Ling, 2016). Showing punctuality also demonstrates about the personal state of mind of an individual and show the preparation and awareness of an individual. It shows that the individual arriving on time is not stressed related to any issue and results in outstanding performance of employee as it provides excess time as compared to other to perform the job calmly in an efficient manner. 
Using Time Efficiently
Time is precious especially in the days when individual are focussed to set their carer. It is important that time is used in an efficient manner so that multi-tasking can be carried out and similar tasks do not result in excess waste of time. For this purpose it is important that the goals are determined and set beforehand so that a plan could be prepared according to the set goals (Moore and Morton, 2017). Efficient use of time enables individuals to take control over time, make an efficient wok schedule, and become stress free and more productive towards the performance of goals. Setting goals is an important skill as it enables an individual to plan according to the requirements to achieve the goals in an efficient manner. NA efficient setting of goal requires an individual to assess that the goals are relevant, attainable, measureable, specific and bound according to the time. It enables an individual to identify the strengths and plan according to the weaknesses so that the aim of the task is achieved without compromising the set goal.  
SWOT analysis and PDP
Swot analysis is an important tool for the assessment as it determines the strengths along with the identification of weaknesses and opportunities. Threats are also highlighted in the program which enables an individual to prepare and polish for the achievement of a goal. The strength identified in the SWOT analysis enables an individual to become aware of the area where one can proceed his career. Moreover the identified weaknesses need to be taken as an indication to develop those skills for the betterment of their career. An indication of weaknesses enables an individual to polish their skills so that it might not come up as a hurdle in the future stages of the career. Opportunities in the SWOT analysis enables an individual to identify the chances that could be taken by an individual to progress through the career. Risks are also identified that makes an individual aware about the possible dangers that could affect the career and might result in corrupting one’s career. On the basis of consideration of different analysis a personal development plan is achieved by an individual that enables the individual to define a path with which his career should be proceeding. For this purpose the objectives must be known so that a plan could be created on the basis of these objectives. The objectives are defined according to the needs therefore it is important that the individual understands the requirements and prepare according to these requirements
Academic skills
The academic skills deal with enabling an individual to perform better at the academic tasks including learning, problem solving, data analysis and several other skills (Taylor, 2016). It enables a student to become better at work along with the ability to do well at studies. The development of academic skills enables an individual to achieve success in academics and show maximum potential towards the achievement of tasks related to studies. These characteristics are developed so that the individual makes sure that these characteristics are developed and could be implemented in the future studies of individuals so that individuals could prosper through their careers.
Asking and Responding Questions
Questions are considered a necessary part from the early life of an individual starting from the early schooling to the end of their career. The ability to comprehend these questions is considered as an important skills that enables an individual to achieve a calm behaviour and making efforts to remove different queries (Lim, Lee, Yap and Ling, 2016). Moreover there are students who are reluctant to ask questions. It is observed that when an individual takes interest in a subject questions arise automatically either challenging the concept or in favour of the concept. However this reluctant behaviour of individuals needs to be removed in order to proceed in their careers. 
Effective Writing
Writing is referred as a means of communication however it is not focussed as up to its significance therefore it is important to develop skills that enable an individual to write in an effective manner (Cottrell, 2015). Note taking is effective that enables an individual to progress through the career and this skill needs to be developed along with numerous other skills so that the individual could not get caught or  face hindrance in any stage of the career. Writing in an effective manner enables an individual to communicate in a formal manner since the start of the career. The resume is a written application that enables an individual to enter in a reputed organisation which is only possible through effective writing therefore this academic skill is very important. 
Conclusion
The development of soft skills is as important as of hard skills therefore it is important for an individual to possess both academic as well as interpersonal skills to proceed in career. This will enable an individual to acquire a commanding position over the rest of candidates appearing for a vacant position. Swot analysis and personal development plan needs to be carried out so that the strengths and weaknesses of individuals could be identified and worked to fill the gaps in the skills of individuals. 
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Ex.1
Werite a paraphrase of the following passage

d himself as a social entrepreneur or activist. While he was no stranger

Mike Erwin never envisione
structured organisations. He

to leadership positions, his primary experience had been in large,
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission ‘caught apidly and Team RWB attracted media attention

disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
Erwin mﬁnmznz became an entrepreneur.
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Ex.2 .
This task is designed to see if you can summarise ideas from course materials in your own words.

Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do snu’!iﬁ,’baa-?

3 The success of ALDI

stry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
n:mﬂ those %..mm by | Rm;odaumn?eww. EE can do this because the U:w_:mmw operates so mz_n_m:nz
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Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes

correct answer and briefly explain why.
of American education can be found

Original_Source: A key factor in explaining the sad state
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with

survival and

bureaucracies is that they have to work hard and long to keep from substituting self-serving
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it

nchor Publishing, 1977, p. 219

conscience.
Edward T. Hall, e

R ==
paraphrase 1 - acceptable /| unacceptable, o i

e - R
Reasom Ak lAx ,WLW%WTWMM wndn und
American education is overly bureaucratic. This is manif

mall states. Bureaucracies are bad because they tend to work to promote their own survival and
ctive. Most bureaucracies fail because they

est in the increasing size of educational institutions,

even in s
growth rather than that of the institution, as was their initial obje
ence or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the

have a consci
educational future. o)

(
Paraphrase 2 - acceptable / unacceptable
Reason: W%mm ‘yl\Aq—- '\/jy\guﬁ (WW

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 - acceptable / unacceptable o
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Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond

Culture, today's educational institutions "have no soul, no men%, and no conscience”.

Paraphrase%mﬂ unacceptable_‘ MM_ Ld{u kl\_ WJMM

Reason:

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization

of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors

governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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