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Introduction
Academic and employability is very important in a workplace. You need certain skills to be successful in your career. The academic skills include paraphrasing, summarising, academic writing skills, refencing, working in groups and doing research. On the other side we have the employability skills which include for example teamwork, digital skills, communication skill, presentation or time management as well as planning and problem solving (Fallows & Steven, 2000). Every human being has different skills and this report will speak discuss my own academic and employability skills and the importance of those skills. I will analyse my academic writing skill, working in groups and research skills, time management, SWOT analysis, communication skills and digital skills

Academic and employability skills 
The difference between academic skills and employability skills is that academic skills helps people organize their own life and manage their workplaces. Employability skills are techniques which make people useful in their career. People have different work experiences so they might have different employability skills due to that. Academic skills can be useful for research or working with other individuals in your workplace. Even if you are writing a letter to your employee or an organization in the government, academic writing can be an advantage. Employability skills however can be useful for you to communicate within your team in your workplace. You can manage your time and helps you to manage your own life while you using a SWOT analyse.
Employability skills and academic skills sometimes overlap, this can be seen with skills such as organization, time management, effective communication, phrasing and summarising to name a few. All these skills are needed to ensure that task in the workplace and academia are done quickly and effectively. Another example of how they overlap can be seen when a person with manual work skills who has no academic background may have certain academic skills such as the one mentioned previously and the same goes for the opposite.


SWOT analysis
A SWOT analysis is a is a tool which helps you evaluate new strategies with your own skills. SWOT stands for Strengths, Weaknesses, Opportunity and Threats. This type of self-analysis helps me calculate my success whether it is in business, careers or in my personal life. I calculate my strength so I can see where I am stable, my weaknesses so I know where I am less stable and more vulnerable. Opportunity stands for a positive outcome and chances I have and finally, different threats for example in the business branch there may be another business with similar ideas to mine. The aim of a SWOT analysis is to help businesses to be aware of every step to make a good decision (Staff 2013).
A SWOT analysis is a tool which helps evaluate new strategies with your own skills. SWOT stands for Strengths, Weaknesses, Opportunity and Threats. This type of self-analysis helps to calculate success whether it is in business, careers or personal life. I calculate my strength so I can see where I am stable and where I need to improve.

Time management
The skill of time management is to have the ability to manage your tasks and follow the right time for the specific tasks. Time management is important because it is efficient. You need to be focused and relaxed to follow your timetable avoid wasting time and follow your process.
Time management is one of my employability skills and it is a strategy to manage my own time. This employability skill is not my strength. Sometimes I get distracted by other things that come up. I am a very spontaneous person but if I want to improve the skill of time management it would help me to organize myself. If I stick to my timetable it will increase my work and make it less stressful for me. Productivity and professionalism are outcomes of good time management. It gives me a clear vision of how much time I spend on my activities. I can also improve my time management skills if I start early to schedule a specific task for the day. Once I have done that, I just need to follow my schedule and avoid getting distracted by other. 

Personal development plan 
Personal development plans or PDP’s are plans which you make for yourself to achieve goals in life. This can be in your personal life or in business. Everybody has their own goal of plans and what they want to achieve in life.  You must reflect on yourself in order to write down every step that you have to do to reach your goals. A personal development plan helps me stay focused, motivated and makes sure that I take responsibility. So far, I have not done one yet, but I will do it in near future so I can follow my goals. The PDP plan makes it easier for me to follow my own instructions if I write them down. This plan is useful for everybody who wants to achieve certain things. The advantage of a PDP plan is that you can follow your targets and you have it written down. 

My academic writing skills
Academic writing is a formal way writing which makes the reader understand the content very clearly. You can learn this skill in your university. The characteristics of academic writing is that it always has evidence in to back up and it is very structured. It is planned from the beginning until the end. You must avoid adding in informal language and be more formal. Academic writing includes using paraphrasing. The vocabulary is formal. The formal language is key to academic writing. You research a topic, discuss and communicate it and you will have an outcome. Academic writings always have a structure. It is not professional if you start an academic writing with no structure. However academic skills can always be built with time and practice (Nixon, 2018). The reader must follow your discussion on your academic writing with no problem. 
If I reflect on myself, I learned a lot of ways of how to write in an academic way. In Germany where I grew up, our grammatic system is completely different to the English language. However, since I started this course, I feel more secure when writing emails or letters. This is my first report and I hope to become better by the end of this course. I can improve my academic writing skills if I read more academic reports. The more I read them, the easier it will be for me to follow a structured plan before I write my academic report or essay. 

Working in groups
Working in groups is a way of achieving goals with different people by working together and has always been one of my strengths. I am a person who is not shy and likes to share my ideas but that does not mean I like to take the full attention in my group. Involving my teammates is a very important for me as I believe we all have something to contribute so I give the other people in the group the chance to share their ideas as well. The benefits of working in groups include being efficient and faster in group tasks. Everyone is involved in group activities and it has a positive outcome for the group. You can divide the work through the group members and then present it. 

Research skills
Intensive research helps me discuss the different information I have gathered and allows me to come with an outcome. The research you do is a journey that helps you to think critically and form your own conclusion. If you are doing research, it can take a lot of time and effort. You are learning by doing research, so it is a very important skill and it is very useful whether you are using the internet, or you are doing your research through books or articles in the library. 
Doing research has never been issue for me. I grew up in a world full of electronic and digital devices. If I want to learn something or if I just want to know more about a specific topic, I use the internet and read different websites to form new opinions about topics. As I am a very curious person, I found it easy to research things I wanted to know, whether it was in my career or in my free time. Whenever I cannot find the answer for something, I do research and start comparing articles. When I have different lectures and I do not understand the topics, I use the university library, or I just look it up on the internet. Being capable of doing research is very important in the 21st century as the world is getting more digital. It is important to understand that through research, individuals can be more informed, and they can prove their theories. I can discuss topics after I have enough information and I can write my own conclusion. Doing research is also necessary for studies or workplaces. 
Communication skills
Communication skills is one the most important employability skills. It helps you tighten relationships either in your workplace or in your private life. The importance of successful communication is very high as it can cause misunderstandings if I do not have the right communication skills. A big aspect to think of is the that it helps you understand other individuals, send out messages and receive them through the right channel. You can solve problems better, make strong decisions and respond better. Strong communication skills have a positive impact on business and every workplace needs good communication skills to become better in what they are doing. 
Great communication skills are not something we are born with; you can develop this skill and it is very effective. Listening is one of the aspects of good communication, understanding speech and communicating in a clear way helps to avoid misunderstandings. 

Conclusion
It is important to have academic and employability skills for the work setting and for future studies. These skills help you stay organized, focused, professional and help you reach future goals. Both these skills are skills which can be improved either theoretically in studies or practically in the workplace. Employability skills in contrast to academic skills are more likely the experience you gain through the years of employment. These skills are almost asked by every employee before you start working. For example, group work is important, so you get along with the other people in your group if you are working in a specific project or even if you are working with the management. Both skills are important to solve problems or discuss certain topics. 
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