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Introduction
Nowadays the job market is more competitive and potential employees need to possess specific employability skills if they want to have a job.  Employability skills are transferable skills that can help people be employable (Cleeve, 2018). For example, digital skills, time management skills, and communication skills are employability skills. On the other hand, academic skills are the skills people need to succeed in an educational setting (Drew, 2022).For example, academic writing, research skills, critical thinking, study, basic writing, and presentations are academic skills. People who attend college or university should have well-developed academic skills to succeed in their degrees. When students develop academic skills, they may help them succeed in their studies. They may also easily transfer these skills into a workplace environment. For example, the ability to do research could be used during the career. As a result, good academic skills and developed employability skills may help people find a job once they graduate. This essay aims to explore some academic and employability skills. The paper will focus on time management, academic writing, and CV writing skills.  
Time management skills
Broadly defined time management is the ability to use time productively and efficiently (SkillsYouNeed, 2022).  Time management is organizing and planning how to divide time between different activities.  Effective time management helps leaders, entrepreneurs, and small business owners achieve their goals. Managing time improves work-life balance and reduces stress allowing people to achieve their goals faster and easier.   
Benefits of time management
Time management has many benefits for both the students and employees. First, managing time may help people work smarter, not harder, to get more done in less time and capture more extensive opportunities (Pettit, 2020). Second, time management is vital to help people maximize their strengths and plan their day efficiently. Moreover, time management is essential to help prioritize prioritize better and increase their productivity. Good time management also make you more intentional about how to invest their time. In addition, good time management allows people to accomplish more extensive results in a shorter period which leads to more time freedom, helps you, enables you to be more productive, lowers your stress, and gives you more time to spend with the people that matter most (Pettit, 2020).  Further, effective time management techniques increase people’s focus and productivity and reduce distractions and procrastination. 


Organizational skills and time management
Organizational skills are required in time management. Being organized can help  people manage their tasks. Time management and organization go together. Being organized makes it easier to accomplish daily tasks. This may help people reflect on their required lessons and adjust their day accordingly. Being organized also enables them to finish tasks quickly and efficiently because they can find what they need easily. To stay organized in the workplace, employees can 
· update their calendar; 
· carry a notebook to meetings so they can put down important information;
· use their mornings to prioritize their tasks;
· use a filing system, 
· make a prioritized to-do list which can be  done in a daily to do list application (Indeed Career Guide, 2022). 
Time management tools
Students, employees and employers may use some techniques to manage their time effectively. The chart below shows two time management tools (Figure 1).
Figure 1: Time management tools

The Pareto Analysis technique help people to prioritize tasks more effective when they solve problems. “The ideas is that 20% of actions are responsible for 80% of outcomes” (USAHS, 2019, p. 1). This method has some steps such as listing the problems, identifying the reasons for the problems, giving scores to each problem, grouping problems together by cause, calculating the total scores for each group, and taking action (USAHS, 2019).
Another time management technique is the Eisenhower method matrix. This method improves productivity by prioritizing tasks (Stojanovic, 2021). This technique helps you learn which activities are worth your time and effort and which ones aren’t. 
The Eisenhower matrix (Figure 2) is a method that helps to improve how people prioritize tasks. Tasks are grouped as important, unimportant, urgent, and not urgent in a matrix (USAHS, 2019). People should only focus on the tasks in the top two quadrants (important/urgent, important/not urgent decide) and the other tasks should be delegated or deleted.
Figure 2: Eisenhower matrix (USAHS, 2019)
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Communication Skills
Communication skills are important for graduate students when they look for a job. According to Haji Iksan et al. (2012, p. 71) “the new graduate would be tested on their communication during their job interviews”. Communication skills are needed to share ideas and knowledge, effectively interact and work in a group.  Transferring information from one place to another, a digital platform, a website, or writing emails, and using digital media for communication with each other are examples of communication skills (SkillsYou Need, 2022). Communicating effectively and developing communication skills is most important for all life skills (Ben-Nun, 2015). In our professional career communication skills may improve our personal relationships. More specific forms of communication skills are written communication and oral communication. Communication may include “verbal communication, written communication, non-verbal communication, listening and giving feedback” (Nur’ashiqin Najmuddin, 2010, sited in Haji Iksan et al., 2012, p. 72).
Written communication
Written communication is another form of communication. Written communication is any form of communication recorded in writing and sent from one person to another.  Written communication is is reliable and permanent. Also, its aim is to inform, motivate and convince the reader(Prabavathi & Nagasubramani, 2018). Writings such as letters, memos, research papers, reports are examples of written communication. It is a highly substantial type of recorded proof and may be referred to in the future. The quality of the information presented is the same for the audience because it does not vary from person to person (Prabavathi & Nagasubramani, 2018). 
Verbal communication
Verbal communication helps people express their ideas orally and  is also used in “describing things, events, occasions, people, and ideas, by helping people to inform, persuade, and to take into consideration” (Abdikarimova, Tashbolot kyzy, &  Abdullaeva, 2021, p. 83). It is clear that  verbal expressions help people  communicate with others when they talk about their observations, thoughts, feelings, and needs. The verbal  communication process included four components, which are the speaker, the receiver, communication channel and feedback (Haji Iksan et al., 2012).
Non-verbal communication
The component of communication that is not represented through words is known as nonverbal communication. According to this definition, nonverbal communication includes various behaviors, some of which may not even be universally regarded as behaviors. Therefore, in addition to more overt nonverbal cues like touch, proxemics, gaze, and vocal and postural gestures, we can also mention physical allure, face morphology, as well as behavioral selections like hairdo, attire, jewelry, or in a more comprehensive sense (Hess, 2016). Nonverbal communication is fundamentally interdisciplinary and has attracted the attention of many different academic disciplines, including, in addition to psychology and linguistics, law, sociology, anthropology, and ethology, to mention a few (Hess, 2016).
Academic writing skills
Academic skills are used when students write academic paper, report, essay, dissertation, or thesis. Academic writing is typically formal, technical, and objective (impersonal). Avoiding colloquial or conversational language, such as contractions or informal terminology, makes anything legal. It is impartial and objective by minimizing overt references to individuals or emotions and focusing more on things, facts, and ideas (YourDictionary, 2022). Academic writing includes some skills. The figure below presents some academic writing skills: 




Figure 3: Academic writing skills

Research skills 
The term "research skills" describes the capacity to look for information, find, extract from, organize, assess, and use or present information that is pertinent to a specific issue. Academic research is a particular kind of research that entails a thorough and meticulous investigation of a particular field of study. In response to a specific research question or idea, it involves detailed search, exploration, and critical analysis and also requires a lot of reading. There are different types of research engines that helps people find information more easily. They are: primary research, secondary research, quantitative and qualitative research (NUI GALWAY 2022).
Reading skills and making notes
Academic reading is carefully chosen to help people realize a deeper understanding of the topics covered in their essays. When students  read academic papers, books, newspapers, or articles, they may be clear about their motivation at the outset. If they want general information about a piece or text, they may "skim" or "scan" for main ideas and speedier process. If the students have to be more organised in their essay, they may have to make useful and helpful notes. Good note making is important for the students for their study, also note-making is a learning process and understanding information they receive. Good note-making enable them to avoid plagiarism, helps them focus on important reading and hearing information,  remember the materials and make connections, help students structure the assignment they are researching and provides a personal record of what they’ve  learnt and set they up for exam revision (University of Reading, 2022).
Organizing notes
Organizing notes is important to find the necessary information. The aim of organizing notes is to allow students  to structure and group ideas. Organising notes might save students time and help them be organized. Some techniques for organizing notes are using colourful paper, highlighting main ideas, and filing the notes in a paper folder (The Open University, 2022) . Moreover, notes can be organised in the computer. They can be typed on Microsoft Word or OneNote. 
Planning/ making an outline
Outlining is the first attempt at arranging work. It makes writing easier. Outlining  can help students reorganize their ideas clearly and coherently (uOttawa, 2016) Students should complete their outline whenever they feel ready to compose an essay. However, some students might want noticeably more thorough outlines before feeling assured. Although an outline is not the first draft of their papers, a well-developed one, should help them create the first draft of their essay ready for successful submission. (SJSU, 2014)
Drafting 
 In the first draft, it would be best to concentrate on expressing students' ideas clearly when writing. At this point, it is unnecessary to stress over spelling, grammar, or punctuation. This draft uses the logical arrangement of their thoughts and is directed at a clearly stated purpose in the introduction. They may  test their potential objections, picture their reactions to the facts, and respond to their assertion, employing them to back up their claim  (Azariadis, 2017).
Revising 
Once the first draft is written, students might share their essays with others for feedback. Supervening revisions include suggestions, it would be helpful at this point to get a second opinion on work. They can read it, ask questions, and leave comments on what they think is good and what needs to be clarified or altered. They may make more changes once they've gotten their input. At this stage of the writing process, it is typical to produce many drafts to increase the document's structure and truss the ideas and arguments  (Azariadis, 2017).
Proofreading and editing
 The goal of "copy editors" is to "clean up" the content by correcting it. A good copy-following discipline is necessary for proofreading for grammar, spelling, punctuation, syntax, and other elements sentence by sentence.  As a result, proofreading and editing are inherently distinct tasks. Proofreading allows authors to create and submit research publications that are clearer, more polished, and publishable (PRS, 2022).
Many authors might revise each draft and make modifications to the text, looking for grammar, punctuation, spelling, and sentence structure errors. The last step in the writing process is editing, which should be seriously considered if they are satisfied with the content.
Giving presentations
In my presentation, I was very excited, and I had some stress. When I gave my presentation and started speaking about what I learned, I got more relaxed. I tried to concentrate on my production and talk slowly without rushing. I tried to be relaxed. Generally, I was pleased with myself because this presentation made a dream of mine come true.
 I learned how to create presentations, utilize PowerPoint slides, cite sources and create reference lists, edit my slides, and present in front of an audience through this session on academic and employability skills. This module also helped me develop some abilities I utilized in my essay and presentation. These are time management, teamwork, communication, research, digital, and organization skills.
Giving a presentation in front of an audience is an exciting and good experience. Body language, eye contact, smiling, and a gregarious introduction to your presentation are all techniques that aid in giving a good presentation.
Conclusion
In conclusion,  the essay focused on time mamnagement skills, academic writing skills and communication skills. Good time management means meeting tight deadlines and planning time. If people achieve a better work-life balance, they  can be more productive at work and have more time to spend on their relationships.   Controlling their time, tension, and anxiety are all decreased by time management. Planning time and fulfilling deadlines are essential components of good time management. Academic writing skills such as research skills, reading and note-taking, outlining, drafting, revising and editing are vital for success in academic contexts. Verbal, written and non-verbal communication may help people communicate effectively in their work places. Communication skills are important in all parts of people’s lives.
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