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The purpose of this paper is to analyse several Academic and Employability skills. Academic skills such as skills needed in University or Colleges while Employability skills are skills are needed in the work place. Couple with all the in- class exercise during my course.  Some of these skills are refer to as transferable skills. 
 
 




















Communication 

Communication is a way through which information or an ideal is exchanged between two people or a group of people. This can be in different form such as, written, spoken, signs or behaviour such as body language. Communication can be both academic and employability skills
[bookmark: _Toc28021098]Employability skills

These are skills needed for the work place. At work place for example people need to communicate because we work as a team. Good communication between team members in a work place is essential tool for better understanding between working colloquies, it will also lead to a rapid growth of the company. These skills can also be used as problem solving, good decision making and moreover avoiding misunderstanding between team members. They are also referring to as transferable skills can be used where ever you worked.  
My strength qualities are, I am a team player, and have no problem in working with different nationalities or culture. I am a good communicator; I can give or receive instruction in a simple and a clear manner so that the next person can understand me. I am good at solving problem.  Solving problem is to have a good understanding about the issue that is coursing the conflict between the two parties, in this case one has to be a good listener and you should not take side. (Show instant of solving problem) In my place of work visited a client in home is having exchanged greetings he
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Academic skills

Academic writing is skills used by student when studying in University, Colleges or in an academic setting. These writing must be clearly structure and backup by evidence or source of the material. For example as student we do communicate in class or in a debate, presentation or writing an exam. According to Cleeve (2018). academic skills encourage student to become more efficient learners. These skills give student the confidence to participate fully in English speaking course and are invaluable outside the classroom and after they graduate. These skills include critical thinking and note taking, are also highly transferable and therefore vital for success in any career in live.
My strength qualities in academic skills are, I am a good listener. A skills skill to understand a discus or lectures are very important in academic setting.  I am a good listener, listening to someone speaking in a discussion or a complaint is very important.  It makes the person fill important that he/she is part of the discussion or in a team. The in-class exercise helped me greatly to build up these skills. In my work, place my client loved talking to me because I listen to them.
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Academic skills writing is very important I am good in writing in English or academic text, or strategies in writing. Example we have being giving a PowerPoint presentation task on the effect of modern technology on NHS. I was the group leader responsible to design the presentation and present it to the lecturer. In this project I used some of my academic skills to do this assignment and it was a success.
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Paraphrasing is to rewrite someone’s ideas into your own words while maintaining the same meaning or idea of the paragraph or sentence. Paraphrasing is however necessary in academic writing such as writing an academic papers, publishing an article or writing a journal.  These skills are frequently used by student when studying. The in-class exercise helped me greatly develop these skills. When researching a paper, Paraphrasing makes your research faster and easier because paraphrasing will let you paraphrase someone’s ideas into to your own words. 
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Summarising a text excise, summarising is to make a brief description of the main point or fact in the text, paragraph or sentence. Summarising a text don’t necessary have to rewrite the text in your own words but rather write the main fact in the paragraph. 
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Decision making is very important in a work place, one need to make a quick and smart decision. This I see as one of my strongest asset. Working as a team, one has to make a quick and smart decision. The growth of a company or business depends on the decision they made. Making a good decision you must carefully consider the pros and cons before making a sensible decision because the growth of your team or company depends on the everyday decision made by individual. 
Avoiding misunderstanding in a work place, one needs good communication skills in doing so. Speak in a way the next person or persons can understand, avoid using big grammar but rather in simple and clear English. Avoid using assumption or assumed for something for someone before you make a judgement. Speak honestly to each other with respect and paying attention to people will make the person fill important and fill he or she is part of the team.
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It is very important in our lives it helped to organise our daily activities. It is the process of organising and planning how to divide your time between specific tasks. For example a good time management will lead to work effectiveness and help reduce the stress of work load. Disciplining yourself on how much time you spent on a specific task will help both in your professional and in our private lives. However, I need some improvement in time management. Sometime work gets easily pip up on me or running late because of poor time management.

 Note taken
Note taken is an essential tool in our places of work or in an academic setting such as schools, colleges or universities. As worker you will be able to take note in a meeting or write a report in simple and clear English. These skills are important because they are transferable skills because they can be used in any kind of employment you have.  Such a skill helped students developed their academic skills outside the classroom. This skill is essential when working as a team because you need to make a note on everything that happens in your team especially when you are a team leader.   
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Teamwork is a collection of people working together as a team to accomplish a set of goal despite their individual differences or personal disagreement. In today’s economic businesses or organisations that work as a team progress rapidly because of the power of individual skills, using their individual skills and providing constructive ideals or feedback regardless of their personal differences will lead to the growth of organisation. 
Team work is good at universities because it help students work as a team. It is also prepared students for the job market, jobs these days employee need to work as a team. I see myself as a team player proactive have no problem in working with other people. A good teamwork will help resolved problems within colleagues or within the organisation. It helps reduce the work load and it will enhance productivity.
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Conclusion

In conclusion communication skills can be both academic and employability skills. These skills are important in our lives either in academic setting or in our work places. Because of we work together as a group we need a good communication skills in handing the team from passing or receiving information.
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