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[bookmark: _Toc534974887]Introduction
Academic skills are achieved by students in order to make their studying more effective. The academic skills of an individual enable the possibility of learning more efficiently. Employability skills are skills that increase the chances of getting employed in a professional career. This paper will cover academic and employability skills followed by a written report and a reflective review which will show the techniques of achieving academic and employability skills (Cottrell, 2011). The paper will also discuss identifying skills, organising study, gathering relevant information, analysing literature and researching, communicating and presenting information, developing an appropriate writing style, understanding and applying to reference as well as making use of technology. 



[bookmark: _Toc534974888]Written report:
[bookmark: _Toc534974889]Using word-processing and presentation software Identifying skills 
The very first step to develop academic and employability skills is to identify them and the identifying process helps an individual to understand the skills of the person. The process will also highlight a shortage of required skills that are needed. 
Self-evaluation: Self-evaluation is the process of identifying skills and the fields in which an individual needs to improve. One useful self-evaluation process is the SWOT analysis of the person. This helps the person to understand the strength, weaknesses, opportunities and the threats. The self-evaluation process helps an individual to identify the skills and also show the fields of necessary improvement in skills (Cassidy, 2011).
Skills needed for higher education: Academic skills are very important for a student to manage their time properly and fulfil their potential during academic life. There are certain skills that are needed for an individual to learn effectively in higher education and over the duration of the course the learning process will help an individual to develop these skills. For example, time management and presentation are very important skills in higher education that  need to be identified. 
Transferable skills: Transferable skills are skills that can be utilised by a variety of employers and industries. An individual can acquire transferable skills from different walks of life; leadership for example, is an invaluable transferable skill that is often nurtured and developed into an individual through good parenting early in life.

[bookmark: _Toc534974890]Organising study 
Organising study is the process where an individual can learn more with the effective use of time. Organising study is imperative for academic and employability skills and the process of organising study is described below: 
Time management: Time management skills are those pertaining to planning and effectively controlling how time is being used to accomplish a goal. Time management skills can help an individual to learn more effectively with proper utilisation of the time (Walumbwa et al,  u2011). Goal setting, prioritisation, self-awareness, self-motivation, focus, decision making and planning are all good examples of time management skills. Good time management not only enables an individual to more learn effectively but can also help to develop and reinforce skills within the individual. 
Organising space and resources: Being able to organise working space and gather appropriate resources is vital for academic and employability. Organising resources helps an individual to make effective use of the resources in the learning process and further helps to develop the skills. 


[bookmark: _Toc534974891]Gathering relevant information 
The gathering of the relevant information is imperative in an effective learning process and is a skill that helps in both the academic and professional life of an individual. There are various techniques used when gathering relevant information is given below:
Effective note taking: The note-taking in the time of learning and study is a very effective way of gathering relevant information and the relevant information helps in the way of the learning process and the skill is a must for an academic and professional career (Cottrell, 2013). 
Using the library and the internet: 
The library and the internet enable an individual to access a vast area of information and the use of the library and internet play an effective role in gathering relevant information. 
Reflecting on experience: 
The experience of an individual is achieved by the knowledge and the learning process and the reflection of experience is a good way to gather relevant information in both academic and professional life. 

[bookmark: _Toc534974892]Analysing literature and researching and presenting findings
Academic and employability skills require the analysis of literature as well as the researching and presenting findings. The analysis of literature requires the proper understating of the literature and reading skills to help an individual to read through the literature effectively. The note-taking process helps an individual to perform research on the literature. The reading techniques help an individual to read effectively and the effective learning of the literature helps to conduct research. Reading skills also help an individual to read more effectively with the proper use of time which is very important for researching (Barnard-Brak et al, 2010). The note-taking ability and the proper way of researching enables an individual to present the findings of the analysis or the research. 

[bookmark: _Toc534974893]Communicating and presenting information 
Communication is about interacting with others. Communication skills and presentation skills are very important for an academic and professional career. Communication skills aid the efficient and effective transfer of information. Good communication skills help to develop teamworking skills within an individual and the skills help to learn more effectively. Communication skills help an individual communicate properly with others and effective communication is essential for the learning process. Communication skills help an individual integrate with other people and learn new things from them. 
Presentation skills are also very important in an academic and professional career as they help to communicate information properly and effectively as well as helping an individual to share the views and the findings. Presentation skills are a paramount requirement in a professional career and the skills are needed to be built within an individual to become successful in both academic and professional life. Communication and presentation can be verbal, non-verbal or written and the skills are very important to achieve proper communication and the presentation of relevant and effective information (Meza et al, 2011). 


[bookmark: _Toc534974894]Developing an appropriate writing style 
The developing of an appropriate writing style is a very effective tool in academic and professional careers as the appropriate writing skills help an individual to communicate effectively in the written form. Employers require individual with effective writing stylea as the professional career can require both the organisational and the formal way of writing for dealing with correspondence. The development of an appropriate writing style is discussed below:
Planning and structuring essays and reports: An appropriate writing style requires the planning and the structuring of the report or essay. Planning and developing the structure of an essay or report enables an individual to perform effective writing and the writing style or technique is a must to developing the writing skills of an individual (Rule and John, 2011). Proper structuring and efficient planning help an individual to write effectively in an academic and professional career. 
Linking ideas together:
The use of relevant information is very important in appropriation of writing skills. The linking of ideas together in the academic or professional writing makes the report or essay effective and relevant. That is why it's very important to link the ideas together in the writing reports or essays for effectiveness. 
Using facts: The use of information in the reports and essays are the most important things and that is why it is very important to use facts in the written report or essay. The use of facts in the reports and the essays make the writing meaningful and effective. 
Opinions or arguments: The writer must provide opinions or arguments in the reports or essays and the use of the opinions or arguments in the writing of reports or essays make the writing relevant and effective. 
Analytical thinking: Analytical thinking makes the writer think about the background and the facts of the issue. Analytical thinking of the writer makes the written reports more scientifically accurate. Analytical thinking is a must for an appropriate writing method and the writer needs to develop the analytical thinking ability to produce meaningful reports or essays (Niwa et al, 2012). 

[bookmark: _Toc534974895]Understanding and applying a referencing convention
Academic and the employability skills require the understanding of referencing and the proper use of the technology is very important. The reference is the attribution of credit and the acknowledgement of the contents used by an individual which has been developed by someone else. The proper use of referencing enables an individual to use the creation of knowledge of others in the writing. Without the proper use or understanding of referencing, an individual has to face severe problem in both academic and the professional career (Casey et al, 2016). 
The Harvard referencing system is one of the referencing styles among all the other referencing styles that enable an individual to learn about the referencing. The referencing system also enables an individual to use the knowledge of others in both academic and professional learning. That is why it is very important to develop the understanding and the knowledge of the referencing as it is a must for the writing in both academic and the professional career. The referencing system has some rules to follow for effective and legal referencing and an individual needs to learn the referencing system and the learning of the referencing system will enable to use the knowledge of others. The understanding and the knowledge of referencing system and the application of the proper referencing system helps to provide the necessary credits to the person who owns the knowledge and the use of others knowledge without proper referencing is a crime. The intellectual property rights are protected by the law and that is why it is very important to develop the understanding and the skill of referencing. 
 
[bookmark: _Toc534974896]Making use of digital technologies to support learning 
The learning process depends on the proper use of the information and the access to information along with the ability to gather the relevant information; this would help an individual prepare for effective learning. Digital technology has brought a revolutionary change in the way of learning as there are numerous pieces of information that can be found on the internet. The use of technology has made the learning process more efficient and better time management can be achieved with the use of digital technology (Howard et al, 2016). 
There are numerous books, articles and professional writings that can be easily accessed with the use of digital technology. Technology aids the learning process by helping an individual become more time sufficient and effective. The use of technology has also created a way to connect with people around the world. Effective communication with the use of technology and the process of communication with the use of technology is helpful for supporting the learning. The use of modern technology has made the process to collect the data and the processing of the data very easy (Säljö, 2010). The information can be analysed with the use of technology and the knowledge assets can be stored with the use of technology. The use of the technology has made it possible to use the, and the sharing of the knowledge has become very effective with the use of technology. The technology enables the knowledge sharing and the sharing of the knowledge is very effective for the learning process. 
The use of technology has access to huge information, analysis and the storage of information and the knowledge sharing process is very effective for the learning process. The knowledge can be easily gained and shared by the use of the effective use of modern technology. That is why the use of technology is very effective for supporting the learning process that develops the academic and employability skills. 

[bookmark: _Toc534974897]Reflective review:
[bookmark: _Toc534974898]Using word-processing and presentation software Identifying skills 
It is very important to identify the skills I possess. I have conducted the word processing and the presentation software to identify the skills of mine; identifying the skills I possess helping me to further develop my by highlighting areas for improvement. The identifying skills process is given below: 
Self-evaluation: The self-evaluation is the SWOT analysis and the SWOT analysis of mine has shown the strengths, weaknesses, opportunities and threats. The self-evaluation has to help me to identify the skills of mine that can be helpful for the academic and employability skills (Meisels et al, 2011). I have a good communication skill which is very helpful for learning and I have some issues with the presentation skills of mine and they are needed to be developed for the betterment of the academic and the employability skills. 
Skills needed for higher education: The skills needed for higher education are the skills that are very important for effective learning. Time management, analysing and accessing the resource and presentation skills are very important for learning in higher education. Communication also plays a very important role in the learning process of higher education and I have good communication skills that help me to learn effectively in higher education. My time management skills help me to learn things with the effective use of time. The resource and the analysing skills of mine also help me to identify relevant information and learn. 
Employability skills: Time management, communication and presentation skills are very important for employability skills and the skills of mine will help me to develop the employability skills of mine. I have good time management and communication skills and I need to develop the presentation skills of mine. 



[bookmark: _Toc534974899]Organising study 
The organising study enables an individual for effective study and learning and the organising study skills of mine is given below: 
Time management: The time management skills enable me to effective use of the time in the learning process. The time management also enables me to develop the reading skills of mine and the reading skills of mine have helped me to maintain the time management skills of mine. The time management skills of mine help me to access a huge amount of information and help me with the learning process with proper use of the resource (Challa et al, 2011). 
Organising space and resources: The organising space and the resource are very important for academic and employability skills. The organising of space and resource has made it possible for me to organise the resource of information. The information can be easily analysed by me with the organising skills of mine and the resource management help me to select relevant information and helps me to learn effectively. 

[bookmark: _Toc534974900]Gathering relevant information
 The gathering relevant information is a must skill for academic and the professional career. The gathering of relevant information process of mine is given below:
Effective note taking: The skill of effective note taking is very important for the gathering of relevant information. I have developed the skill of note taking while attending the lectures and reading. The process helps me to analyse the information gathered by me and the skill of effective note taking is very significant academic and employability skill. 
Using the library and the internet: 
I visit the library and the use of the article and books in the library is very effective in learning. The internet has brought a revolutionary change in the way of learning. I get to communicate with new people because of the internet and learn new things from them. The internet has a huge amount of information available and I get to learn different things from the internet. The internet has brought the world closer and the effective use of the internet has helped me to develop the skills of mine on various sides. 
Reflecting on experience: 
The reflecting on experience is another easy way of gathering information and I sometimes rely on the reflection of my experience to gather the relevant information and the experience help me to access to relevant information and the experience also help me to learn effectively.

[bookmark: _Toc534974901]Analysing literature and researching and presenting findings
The analysis of literature needs some certain techniques to execute properly and I have developed some skills of mine that help me to analyse literature (Jhanji and ImaHima, 2010).  I have the reading skills that help me to read effectively with the use of minimum time and I take notes while reading. The note-taking skills of mine also help me to research and the time management skills of mine help me to finish the process in time. The reading ability of mine helps me to cover a lot of pages with little time and the analysis help me to conduct research. 
The notes and the analysis of the relevant information enable me to present the findings of mine from the literature. The skills of analysing literature and researching and presenting the findings are very important for academic life. The skills are also needed in professional life and I have been developing the skills of mine in the analysing and presenting the findings of mine to get the employability skills of mine. 
[bookmark: _Toc534974902] Communicating and presenting information 
The communication process plays a very important role in the learning process and the skills of effective communication are also considered as academic and employability communication skills. I have good communication skill and the communication skill of mine help me to learn effectively. The communication skills of mine help me to communicate with different people and learn different things from them. The communication process is also very important to express the emotion of an individual and the good communication skills of mine help me to maintain good relationships with different people. The communication skills are very helpful in academic life for learning and sharing things as well as it is very important to make an effective working environment in a professional career (Schmidt and Hunter, 2014). The employability skills require good communication skills and the skills of mine will help me to develop good employability skill too. 
The presenting information refers to the presentation skills and the presentation skill is very important for both academic and employability career. I have to develop the presentation skills of mine so that the process can help me to achieve the skills in employability. The professional career requires convincing the people and the presentation skills help to present information confidently and effectively. I need to develop the presentation skills of mine so that I can get the confidence and the process of presenting the relevant information. 

[bookmark: _Toc534974903]Developing an appropriate writing style 
The developing an appropriate writing style is very important for the academic and the employability skills and I have developed the writing skills of mine and the way of developing the writing style is given below: 
Planning and structuring essay or report: The first thing that I have learned about the developing of an appropriate writing style is that I have to plan and develop the structure of the essays or reports. The essay has a structure of writing that is different from the reports. I have learned the structure of the essay and the reports and the planning of the essays and the reports have helped me to develop an appropriate writing style of mine that is very important for both academic and professional life (Lewis, 2015). 
Linking ideas together: 
The linking of the ideas is very important in academic and organisational writing. I have developed the skills of mine to link the ideas together in the essay and report writing. The liking of the ideas together makes the writing effective and relevant. The skills of mine have helped me to develop the skills of liking the ideas together in the writing that helps me to write effective essays and reports. 
Using facts: The academic and the organisational writing require using facts and the using of the facts in the writing makes the writing relevant and meaningful. I have developed the skills of mine to use facts in the writing and use of the facts in the writing has helped me to develop appropriate writing skill. 
Opinions and arguments: The effective essay or report writing needs opinions and arguments of the writer and I have developed the skills of mine to use the appropriate opinion and the arguments. The use of the arguments and opinions in the writing has helped me to develop an appropriate skill of writing. 
Analytical thinking: analytical thinking is a must in the writing of essays or reports in both academic and professional life and I have developed the skills of mine for analytical thinking. The analytical thinking has enabled me to develop an appropriate way of writing and the skill of analytical thinking has helped me to develop an appropriate way of writing essays or reports. 


[bookmark: _Toc534974904]Understanding and applying a referencing convention 
The understanding of the referencing system is very important and the application of the appropriate referencing system is a very important academic and employability skills. The referencing system enables an individual to use the idea of others with the proper attribution. The works and ideas of people are protected by intellectual property rights and the use of the knowledge of others without the proper referencing and citation is considered a crime. That is why the skill of proper referencing is very important for academic and professional life (Flick, 2018). 
I have developed an understanding of mine in the Harvard style of referencing. The referencing system has taught me how to reference and use the citation properly and I have developed the skills of mine in the Harvard referencing system. The skill of referencing properly has helped me to develop the academic and employability skills of mine. 

[bookmark: _Toc534974905]Making use of digital technologies to support learning
The digital technologies have brought revolutionary change in the way of learning and I have access to the modern technologies that have helped me to develop the learning system of mine. The digital technology to support learning is given below: 
The digital communication system has helped me to connect with people around the world and that has helped me to learn different things from them. The sharing of the knowledge has become very easy with the use of the digital technologies and I depend on the internet to share the knowledge and I also get to know a lot of things with the use of digital technologies (Margaryan et al, 2011). 
The digital technology has helped me to access a lot of data at the same time and the analysis of the data has also become easy with the use of digital technologies. The access of the knowledge has been facilitated with the use of digital technologies. The technology has helped me to access the topic related article, book and other things very easily and effectively. 
The digital technology has also helped me to analyse the relevant information and the use of digital technology is very efficient and time management is possible with the use of digital technologies. The use of digital technology has helped me to develop different skills and has also enabled me to learn different things from the internet. The sharing of knowledge has become very effective and easy with the use of digital technologies and the sharing of the knowledge has helped me to develop the academic and employability skills of mine (Benavides et al, 2010). 

 

[bookmark: _Toc534974906]Conclusion
The academic and the employability skills are the skills that are required for an individual to become a successful both in the academic and in the professional life. The use of digital technologies has brought revolutionary change n the way of learning and the effective use of technology help to develop the skills. The communication and presentation skills along with time management and analysing with critical thinking are very important to achieve employability skills. The communication skills, presentation skills, thinking ability, appropriate writing and referencing skills help to achieve academic and employability skills. 
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