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Academic and Employability skills
Introduction:
I am writing this assignment to explain about my own analysis and also about the academic and employability skills and also included the different types of skills. Essential academic skills are written English, essay writing, reading, note taking, independent learning, research, presentation skills and exam techniques. Employability skills are problem solving, oral communication, adaptability, collaboration, resource management, organisational skills, written communication and technology use. 
 Skill:
A skill is the proficiency to carry out a task with determined outcome within a given amount of time, energy or both. Skills can be classified into transferable, functional, personal traits, attitudes and is also based on knowledge. Skills are generally acquired or developed through experiencing directly as well as by training and they can require sustained effort. Therefore personal skills are basically those skills that you acquire and consider as your strengths (Ryu and Cheong-Scan .,2017).  Transferable and functional skills can be explained as activities taken to accomplish a task, exchangeable to different work, functions and industries and it is grounded on ability and talent. Examples for this are organising, promoting, analysing, writing etc.. Personal traits and attitudes are features that contributes by performing work which is developed from childhood experiences for instance, being patience, being diplomatic, results oriented and being independent. Knowledge based are having knowledge about specific subjects, procedures and also information which is necessary to perform a particular tasks which can be achieved through education, training as well as through work experience.  Examples like personal administration, contract management and accounting.
Employability Skills:
Employability skills are general skills that are necessary for success in the labour market at all employment levels and in all sectors. The ability to maintain employment and make transitions between job and roles within the same organisation to meet new job requirements (Forrier et al., 2003). Employability skills can also be defined as the transferable skills needed by an individual to make them employable along with the good technical understanding and also with the knowledge about the subject. The employers often outline a set of skills that they require from an employee.
Some examples of employability skills are here as follows:
They are the skills to solve a problem, good oral communication skills, adaptability skills, skills for collaboration, resource management skills, the organisation skills, written communication skills and also the skill to use technology.
Soft skills:
Soft skill are a combination of inter personal people skills, social skills, communication skills, character traits, attitudes, carrier attributes and emotional intelligence quotient among others. Strong soft skills ensure a productive, collaborative and healthy work environment (Robles and Marcel., 2016).
Examples for these type of skills are effective communication skills, team work skills, dependability skills, adaptability skills, conflict resolution, flexibility skills, leadership skills as well as problem solving skills.
Hard Skills:
Hard skill are also known as technical skill ,they are the skills relating to a specific task or a situations.It involves both understanding and proficiency in such specific activity that involves methods, processes, procedures, or techniques (Carter et al.,2018). These skills are easily quantifiable unlike soft skills, which are related to ones personality. These are also skills that can be or have been tested and may also entail some professional, technical or academic qualification. The hard skills are teachable and are measurable abilities, such as writing, reading, math or ability to use the computer programmes.
 Some examples of hard skills are here as follows:
They are proficiency in a foreign language, a degree or a certificate, the typing speed,a machine operation and the computer programming.
Swot analysis:
Swot analysis is a premeditated development method used to support a person or organisation to identify their strengths, weakness, opportunities and threats related to business competition or project planning.

                                             Personal Development Plan
	Strengths:
I am enthusiastic and inspiring.
I am flexible.
I am calm in a crisis.
I am able to think on my feet.
I have good interpersonal skills.
I have a strong language and writing skills.
I have good communication skills.
	Weakness:
I have poor computer typing skills.
I get bored easily with routine work.
I have no useful work placement experience.
I lack stress management skills.



	Opportunities:
New carrier direction.
New challenges.
Better earning prospects.
	Threats:
I have no management experience.
I have no specific training qualification.
I have no commercial experience.
Unused to working in a variety of environments.








Academic Skills:
Academic skills, are studies strategies and are approaches applied to learning more broadly any skills which boosts a person’s ability to study, retain and recall information which assist in and passing exams can be termed a study skill, and this could include time management and team working techniques.
Time Management:
Time management is the process of planning and exercising conscious control of the time spend on a specific activities especially to increase the effectiveness, efficiency and the productivity. It also involves a juggling act of various demands upon a person relating to their work, social life, family, hobbies, personal interests and commitments with the finiteness of time. The time management may be aided by a range of skills, tools, and techniques which are used to manage the time when accomplishing a specific type of tasks, projects, and goals complying with a due date (Stella Cottrell, 2013).A time management system is a designed combination of processes, tools, techniques and methods. The time management is usually a necessity in every project development plan as it determines the project completion time and scope. It is also important to understand that both the technical and the structural differences in time management exist due to the variation in cultural concept of time. The major themes arising from the literature on time management includes creating an effective environment, setting priorities and goals, eliminating non-priorities and implementing goals.
Team Working : 
Team work is the collaborative effort of a group to achieve a common goal or to complete a task in the most effective and efficient way. Basic requirements for effective team work are an advocate team size. The context is important and team sizes can vary depending upon the objective. A team must include at least two or more members and most team range in size from two to hundred. Sports team generally have fixed sizes based upon their set rules and work teams may change in size depending upon the phase and complexity of the objective. (Parker and Glenn, 2008).
In addition to a practical components required for efficient team work, there are certain characteristics that members of the team should have in order to produce effective team work. There must be a high level of inter dependence among the team members, a characteristic that stems from open communication and the increase of trust and the risk taking. Through interdependence comes the group dynamics which are the ways in which team members will interact with each other. Healthy dynamics leads to team members being more satisfied and therefore working more efficiently together, whereas an unhealthy dynamics lead to conflicts, and also consequentially to unsatisfy team members. Due to this an important characteristic of efficient team work to exist, a team needs to have a clear and attainable goals, through which the team members can feel accomplished and motivated. Sharing the leadership position between team members enhances team work due to the feeling of shared responsibility and accountability. Team effectiveness and chemistry may also be linked to personality types. Depending on personality types teams may be more or less efficient.
Communication:
Communication is the act or process using words, sounds, signs or behaviours to express or exchange information or to express your ideas, thoughts, feelings etc.., to someone else. Formal a message that is given to someone a letter, telephone call etc..
The two types of communication skills are verbal and nonverbal communications. The verbal communication is the spoken or written conveyance of a message. Human language can be defined as a system of symbols and the grammars by which the symbols are manipulated. The word language also refers to common properties of languages. Language learning normally occurs most intensively during the childhood. Most of the large number human languages use patterns of sound or gesture for symbols which enable others around them. Languages tend to share certain properties, although there are some expectations. (Ferguson et al., 2014)
The nonverbal communication describes the process of conveying a type of information in a form of linguistic representation. Examples of nonverbal communication includes haptic communication, chronemic communication, gestures, body language, facial expression, eye contact etc.. Nonverbal communication is omnipresent. They are included in every single communication act. To have a total communication, all nonverbal channels such as body, face, voice, appearance, touch, distance, timing and other environmental forces must be also engaged during face to face interaction. Written communication can also have nonverbal attributes. Emails and web chats allow an individuals the option to change the text font colours, stationery, emoticons and capitalization in order to capture nonverbal cues into a verbal medium.
Nonverbal behaviours are multifunctional. Many different nonverbal channels are engaged at the same time in communication acts and allow the chance for simultaneous messages to be send and received. Nonverbal behaviours may form an universal language system. Smiling, crying, pointing, caressing and glaring are nonverbal behaviours that are used and are understood by people regardless of their nationality. Such nonverbal signals allow the most basic form of communication when verbal communication is not effective due to language barriers. (Burgon et al., 2010).
Models of communications are as follows:
Berlo’s model of communication:
The Berlo’s Communication process is a simple application for person to person communication which include communication source encoder message and channel de corder and communication receiver. It determines communication skills, attitude, knowledge, social system and the culture of the people involved in the communication (Miller and Katherine., 2005).
Shannon-Weaver model of communication:
Shannon and waver model is a linear model of communication that provides a frame work for analysing how messages are send and received. It is also known for its ability to explain how messages can be mixed up and misinterpreted in the process between sending and receiving. It is also known as the mother of all the modules because of its popularity (Eric Hollagel and David D.Woods., 2005).

Sehramm model of communication:
Coding and decoding are the two essential process in this model of communication. The communication is incomplete unless and until the sender receives a feedback from the recipient. This communication is a two way process between the first party and the second party.
Conclusion:
To conclude, the academic skills will help us to develop the time management, reading proficiency, oral communication, written communication, critical thinking, research abilities, analytical thinking and problem solving. Inter personal skills and organisational skills helps students in an academic setting. On the basis of the reports it is concluded that it is must to make that companies should try to make their relationship better with their employees. Team plays a vital role in achievement of an organisation objective and team leader must makes an attempt to unify a team. In respect to this the team leader needs to understand the personality and the perception of those working under him or her, such kind of effort will help in creating good leadership in team members. Swot analysis helped to identify my weakness, strength as well as its external opportunities and threats and it is also a frame work for identifying and analysing the internal and external factors that can have an impact on the viability of a project, product, place or person.
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