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Introduction
The development of employability skills and academic skills are most important theme of professional life. Employability skills can be transferred for different purpose. In this modern era these types of skills are very attractive in professional and academic sector. Most humans are mindful about the key competencies that employer favour when recruiting new candidates. The employability skills are like generic skills. This technique is hard to define and can be described in a range of one-of-a-kind ways.
Almost majority people will hold jobs with a variety of employers and push across different employment sectors by their working life. We must set our mind with skills and that will bring some changes in job or other sectors. We all need to be flexible for better opportunities. In different point maybe Academic quality may make someone eligible for getting a job but in real fact employability skills needed. Job holders continually wait for the right humans with proper capabilities and qualities. Most importantly candidates may additionally have the exceptional but barring properly tender capabilities holder is very positive. Employability and Academic skills are the basement of career building.
In general, there are few skills that employers expect the candidates must have when it comes to applying for a job, for example, Communication including writing and oral, teamwork, problem solving, initiative and enterprise, planning and organising, learning technology these are essential skills. Moreover, these skills are possibly coming through academic skills modules.
The labour market is intensely competitive. These days, employability skills and academic skills are crucial for the job seekers who are looking for job. On the similar side, in most cases job seekers are getting rejected just because of lack of academic and employability skills. However, experience is important as well to be the perfect for a job.
Unique count is that potential and great are first-class however many employers are now looking out for a greater human touch. Many companies can ask that you may have certificates, bit of work journey and goodwill in my CV however have you justify your tender competencies or do u recognize what they are. Hard abilities associated to matters like educational qualification ability, tender abilities refer conversation ability, team working, time management, trouble fixing and spirit of work. A current record through the work basis illustrated that lengthy shift from manufacturing to a pushed financial system has made employability competencies increasingly more wanted for humans in search of their essential job. The super information is that, many smooth competencies are innate,
Other can be learned. Job holder professionals agree that candidates making use of for the jobs can begin to focal point their tender capabilities as early as the CV step. Higher training is now not simply about growing skills. Some professionals additionally assume that the greatest way of illustrating such abilities is to get some work experience. Lastly, academic and employability skills both are vital skills which is effective in professional life, and a person can learn those through academic life such as in college and university. Importantly for sure those skills will help a person very effectively in their career.
Academic Skills
Academic Skills can be defined as a person who learns and achieves their goals through university level of higher education. These skills that needs to be practicing and it will lead a person to develop their knowledge of learning in academic sector. Academic skills encourage students to become more efficient learners. They give students the confidence to participate fully in English-speaking courses and are invaluable outside of the classroom and after they graduate. These skills, which include critical thinking and note-taking, are also highly transferable, and therefore vital for success in any career and become graduate and be in a better place and reap academic success that displays your potential as; Harvard referencing, professional writing, time management, oral communication all about assisting and helping you grow into an effective learner at University stage. These skills that will help now and in the near future with skills that can play vital role for a person to apply in daily life and the work place.
The academic success that displays your full potential and most of the abilities which will be increased during research are transferable to future careers, so it can assist and help even after a student have left university. Academic skills are collection of study habits for learning strategy, time management, oral communication, written communication, research abilities and analytical thinking and problem solving. 
Oral Communication
Oral communication Is a way of verbally transmitting records and ideas from one individual or another. It has been a great way of communication from the beginning of time.  Oral communication can be both formal and informal. Oral communication is sometimes more effective than written communication as there is more flexibility with verbally communicating because you can come to decisions quicker and can effectively have a conversation without any misunderstandings at most of times. Though there are many other forms of oral communication developing due to the advanced technology.  Some examples of informal oral verbal exchange include:
· Face-to-face conversations
· Telephone conversations
· Discussions that take place at commercial enterprise meetings
· Video chatting 

More formal sorts of oral verbal exchange include:

· Presentations at business conferences
· Classroom lectures
· Commencement speeches given at a graduation ceremony
· Teaching in a class of students

 
· Skype for business for the people more distant from the building e.g. a worker is asked to work in a different department or building for the day
Harvard Referencing
Referencing gives your writing the authentication of the author or the writer. In the academic sector referencing is very important to give support of your writing, such as essay writing, assignment or presentation etc. therefore, for a student without reference the writing is valueless this is because, they will not be able to claim the writing is theirs and Harvard refencing systems is the referencing generator tools that automatically create formatted educational reference with creators name, article titles and publish date. It does this with the right punctuation and formatting required by way of the Harvard trend. In the university level, for our course work and module assessment its vital to put reference with Harvard referencing system otherwise the writing will be counted as copy or false writing which will affect on your marking. If any student doesn’t put relevant reference to support their writing, then after submitting their assignment or presentation it will show how much similarities or plagiarism in the writing which will cause you to fail in your module assessment.
Written Communication 
Written communication is the most useable official communicating resource. There are a few ways to communicate with people amongst them written communication is used more commonly within businesses and office work and for social aspects of life.  Communicating in writing can include a conversation between two or more people. It can also be used to advertise jobs on bulletin boards or through job contracts. Written communication can also include expressing one’s self through blogging and social media to let people have an insight on what they may be thinking and what they are trying to portray. Some methods of written communication include:
· Email
· Text
· Letter writing 
· Post cards 
· Notice boards
· Blogs 
· Writing statuses on social media 





Critical Reading
Using what you read in fiction or nonfiction critically and using your own initiative to understand what the writer means rather than the words that are written.  Reading does not mean that we are looking for flaws or fault in a piece of text but more focusing on the reasons to assess the strengths of the evidence. Critical reading is applied in everyday life especially within learning situations such as discussions, written work and reading.  An example of critical reading could include reading a book and taking notes of the text and analyzing the information that is being read and focusing on the setting of the story and statistics that was used to make up the text to come up with my own judgement.
Problem Solving
Process of working through the details of a problem to come to a suitable solution. Problem solving can include many things such as misunderstandings in the workplace between a manager and an employee which may need an immediate fix. Problem solving could also be systematic operations or mathematical.  There are a few basic ways to problem solve such as defining the problem, evaluating and selecting alternatives and implementing solutions to an issue. An example of problem solving could include, defining a certain problem that may have appeared within the workplace and taking different approaches to try to come to a suitable solution that is fair and works best for the employee and workplace.














Gap Analysis
	My skills 
	Where I am now
	Where I want to be

	Problem solving 
	My problem-solving skills are quite moderate but still not where I would like to be. I find that I sometimes struggle trying to find the right solutions to any problems that may occur because I feel as though I sometimes fail to remember that people have different mindsets and solutions to different issues. 
	In future I would like to improve my problem-solving skills by learning to identify the issues properly and be clear on what the actual problem is rather than just giving my opinion without thinking about the problem. 

	Research abilities
	My research abilities at this moment I would say is quite weak, I am able to look up information on the internet but struggle with focusing on finding the relevant information to any topic I am searching for.
	I would like to better my skills by being able to take some time and try to study every relevant website that I look at. For example, if I am given assignments to do which requires a lot of research I will read as much as I can about the topic and find journals, or newspapers, books that will relate to the topic I am studying. I want to focus specifically on the work and think of the type of resources I may need to search for. 

	Critical reading
	With critical reading I find it that I don’t always understand the first time I read something for example reading a book. I would have to read it over again to understand fully.
	I would like to improve my critical reading by focusing more when reading books online and going over it in my mind and trying to read out loud and try to use different methods of processing the information that I have read. 

	Written communication
	My writing ability is moderate at best as I find it hard to communicate by letter writing and putting information into my own words when communicating with someone nonverbally.
	Although my written communication is good in some aspects, for example socialising by texting I would  still like to improve my written communication skills by learning the other methods of written communication such as communicating with someone by writing a letter and using the correct format to do so and effectively learn how to nonverbally communicate with someone.   






Personal development plan
	Objectives – your Goals
	Tasks- what you need to do to achieve the goal
	Success criteria- how you identify success
	Time Frame-
When do they need to be done by
	Resources-
What can you use to help 

	Understand more about academic skills 
	I will attend my classes and do all the modules to the best of my ability and take as many notes as I can and keep all relevant information in my head. 
	When I can understand and show all the academic skills that are listed.
	I will always aim to get this done until my course finishes in November 2020
	I will attend class and take notes. I will ask my teacher when needed to repeat what she has said if I did not understand something in lesson.

	Note taking 
	I need to write down the key points from my lessons so I can effectively use the information on my notes on my assignments. 
	I must take notes in detail so that it makes sense to me, for example if in a months’ time I look back at my notes I will easily be able to understand the information.  
	I should get ready to take notes as soon as my lecturer starts her class. 
	I can review my previous weeks lesson notes or slides and note down the key points of the module and reuse the information if I am able. 

	Get university certificate in higher education 
	I will do my assignments on time, writing notes when in class, try to take mental notes as well as writing.
	I will be more prepared by completing my assignments before submission date. 
	I hope to get this by the end of my course in November 2020.
	I will use all the information given in class and read over my notes and understand them based on what my lecturer has taught us and putting it in my own words.  

	Problem solving 
	I will educate myself more on problem solving and research about how to effectively problem solve 
	I will try to understand a problem and take it by small chunks and absorb the information in my mind to come up with an effective solution. 
	There is no specific timeframe for problem solving but ideally, I would like to start doing this as and when required.
	I can create problem scenarios in my head and write them down to my understanding and use my own initiative to figure out the right solution. 

	Decision making 
	I need to improve my decision making by effectively prioritising the different options in front of me and come to the right decision. 
	I aim to try and make the right decisions first time based on the situation. 
	I would like my decision-making skills to be improved by the time I finish my university course. 
	I can use my own initiative to be a more effective decision maker. 



Smart objective:  Smart stands for Specific, Measurable, Achievable, Realistic, Timely. 
Specific: My plan should be specific and clear, and I will have to focus on my next semester what I will implement a new performance for achieving academic knowledge in a unique way I simplistically follow teachers clear defined process and guidelines which can completely evaluate my performance that is how I can develop my academic skills. I always concentrate on specific things on what I need to do well in my course or module. 
Measurable: Plans should be measurable so that I can make sure I have substantial evidence that I have accomplished my desired goal. In my second semester I will aim for my work to be measurable so I will measure and check on the progress of my work and if needed I can ask someone like my teacher or personal tutor to look over the work I have done within my plan. 
Achievable: All my goals should be achievable, otherwise it will be impossible to achieve them. Plans should stretch me slightly so it can make me feel challenged and also defined well enough so I can achieve them. 
Realistic:  All my goals should be realistic enough for me to achieve them. Realistically achieving my goals would mean having specific goals that I can concentrate on and can work towards and improve upon them. Realistic goals can also include measuring my work to ensure it is relevant to what I am set to do.
Time-bound: All my plans and goals should be completed the time which was planned and completed in an orderly fashion and should meet deadlines. To achieve this I should ensure that any assignments that I am given by my teacher I aim to complete it by the deadline that I am given. 









REFELCTION ON EMPLOYABILITY SKILLS

Throughout my research on employability skills, I found that it’s not so simple to get employed. A person must have transferable skills for the workplace. I found that it is not always about what education or how much experience someone has but rather about the skills and confidence you have within yourself to be able to work within the industry you want, although it can be beneficial to have some experience about the job you are applying for. Some people can hold jobs within different sectors in the employment industry but will have to be much more flexible so they can adjust in changing jobs if they come across another, more advanced job opportunity in future. Some of the employability skills that workplaces look for and demand are being reliable, communication skills, your confidence and problem solving. 
Having communication skills is vital within the working industry. For example, having verbal communication is most important because we verbally communicate with others daily to share information to one another. To communicate it is about being very clear, composed and focused. On the other hand, non-verbal communication can mean using body language and written communication, these transferable skills are sending and receiving messages and making sense on both sides to basic body language. Face to face is being confident in what you say and adapting to the different changes in the conversation you are having with another person and ensuring you are communicating effectively in a way they will understand. 

Time management 
 How can I manage my time? Managing my time at the moment I would say is not very efficient it is challenging with being a student and having a busy family life, at the moment I am trying to balance both. The first thing I have decided to do since I started my course, is I got myself a to do list booklet. So far I have used it a few times it is very hard to keep up with, Due to other demands like kids needing attention these demands are usually unplanned because being a mum I have to be working around the clock and plan other things that fit around family life I all so have a diary that I use to write my weekly activity to remind myself so I can plan a head.  How can I manage my time more efficiently? I am now writing  my to do list at the end of each day putting what is high important first like working on my assignments, going through my notes ,I can maybe create online time table for myself  to ensure I have a certain time each day for the high urgency tasks that need to be done that is meeting assignment dead line.  My aim is to not put my assignment work till last. In the near future I want to be a more efficient with my time by setting daily goals for myself and then applying it, like trying to get daily chores that will take 6 hours of my time and  cut it to 4 hours and then have 2 hours free. 

Conclusion 
In conclusion this assignment on Academic and Employability skills I have found that in this fast-moving world many workplaces and university’ recognise that a person should have these skills to study at university level or in some cases can be trained for employability skills. These skills that are written above are about Harvard referencing, time management, and problem solving, which are vital for a workplace and a university.  
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