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                    INTRODUCTION
Employers always look at curriculum vital for academic qualification in the recruitment when looking for the right candidate with employability skills needed for improving and adding value to the organisation. The attainment of their educational skills is essential and c2c rainham advertises job vacancies both internally and to the general public highlighting the needed skills. There are many types of skills but I will discuss 0-3 skills academic employable skills
2) The purpose of this report is to analyse 3 employable skills which I need to develop. The skills are communication, time management, presentation skills



             Communication skills
This is the ability to convey or share ideas and feelings effectively, also the ability to communicate in a way that ensures a message is understood in a way you intend is critical to being able to perform well in nearly every job (Morgan, 2017, pg. 243). Communication has various segments and can be discussed below
Written communication involves any messages in a written word and is probably the most effective employability skills in business, they’re always used internally and they include memos, reports, bulletins, job descriptions, employees manual and emails, the best example can be writing or structuring emails, internet websites or letters academic knowledge help getting the grammar and spelling correct.
Verbal and non-verbal communication is the use of sound and words to express yourself instead of using symbols or gestures. Being academically skilled in verbal communication means you can hold intrapersonal for private and restricted media, small group, public communication and that’s good employable skills.
Electrical communication is in form delivering information (speech, visual and is transmitted using electric signals like radio, satellite, telephone, data transmission use of computers.
Formal and informal, formal is the official type of communication where by a person writes good and structured emails, letter heads memo; it’s an official type of communication for companies in documents. However informal communication is a non-official document example can be whatsaaps, facebook, and social media and can be used by the public.
Visual communications can be informative pamphlets about the new thing or good and it’s being introduced to the general public to feel confident, still organisation uses visual communication to get feed backs or views from their customers. This is more common with marketing companies in advertising presentation and designing. Imagine a KFC logo on billboards it explains the whole concepts. 
THE IMPORTANCE OF COMMUNICATION.
First of all communication helps to spread knowledge and information among communities. For example journalist writing news which influences people’s lives,  preachers  share their experience with their congregation. Also employees and bosses discuss their ideas with each other, governments exchanging security details with other countries. Though the use of social media not only allows the world to access the knowledge and information in all fields, it is also easy to share, contact anyone around the world .And obviously sharing information and knowledge process cannot function without communication.
Furthermore, humanity has   it foundation on communication. The relationships are formed when people have more interaction and communication. As a result, we people develop affection towards other people; it can be both negative and positive towards other people.



THE CONS AND PROS OF COMMUNICATION.
Communication helps solves a lot of problem in successful completion of work and it ensures the smooth flow of communication in companies as superiors depends on information received from employees.
Effective communication helps on sharing ideas, suggestions and complains to their boss who  fundamentally  helps boost their morale. Communication helps in planning and coordination of different activities in the running of business.
However, poor planning led people to start communicating wrong messages which can hinder development and cause negativity among people.
Poorly worded messages marked by awkward sentence structure and lacking of coherence. The lack of clarity can be avoided through greater care in encoding the message and employing professionals. The length of the message and way it’s being delivered coupled with the way it’s being interpreted
In my conclusion I have learnt the advantage of communication using the body language and a mixture of words to effectively conveying the message across.



                  





 TIME MANAGEMENT
This is the ability to use one time effectively or productivity, especially at work. Time management is the key to efficient working; it can also be one of the strength of any applicants for employment at c2c rainham. Time management is taken as a priority as trains runs on time schedule, employees also work in time shifts patterns. The academic opportunities you attained of higher education finishing the assignment on time gives you the ability to use out time effectively (Morgan. 2017 pg.50) 
Greater productivity and efficiency are attained when work is done on time. c2c has led the railway industry in the last 5 years because train runs on time and schedule hence the increase in the number of passenger

A better professional reputation, due to the time management is enhanced with good feedback and reviews from the general public is important for any organisation because bad name destroys the company’s image and business.
Less stress to all staff and the business as everything is done on time and this create a good environment at work place when everyone is happy. Higher stress level undermines work and productivity goes down so it makes time management a priority for business.
Increased opportunities for advancement for business as work is done before deadline and on time so more and more lucrative contracts will be signed and the organisation will become bigger. It also helps to appraise the performance and the progress of the study against the objectives set for achievement in definite time period (chin et al., 2014) 


Greater opportunities to achieve important life and career goals as from the university assignment done in time leads to pass and a greater professional career and efficient work plus low are achieved. 


BARRIERS TO TIME MANAGEMENT
Time management can be a great skill to have but    they are some challenges people have to overcome. Below are some challenges for effective time management
Procrastination, this is the most common challenge of time management, start doing your work now than delaying it for tomorrow, doing that we’re losing our time now. It’s important to prioritise what’s urgent and do it immediately because you can’t compensate lost time.
Lack of organisation, lack of organisation in our work environment takes time for you to finish the work as you are disorganised with your work and deadline are missed. Starting organising your life and the more productive you will become.
Lack of a strategic direction, if you have any task on your list that can be done by someone else, delegate it. Not delegating work can overwhelm the employees with uncoordinated work.
Unable to say no, the big problem for effective time management is being a yes man, saying no to your boss is not common for junior employees, if you keep on accepting work here and there, time will catch up with you and end up doing nothing, always consider how much time you have before accepting any task and having work diary helps.
Lack of priority, prioritise your work professionally, some tasks are important, but they are not urgent. The urgent task should take a centre stage then the less important one.
To many interruptions, combining many unscheduled tasks is the work enemy of time management. Being distracted by minor issues like phone calls ,conversation  during work are some of the issues we encounter. The more your focus on work the more you get better, switch off your phone and meet people by appointment and you will see a big improvement.
Fear of failure. Thinking  about the given task consumes a lot of time and fear, just overcome your fear and start working on the task and less energy will be taken. Just  have a go in the right time.

Working  at the train station, I have learnt that time is synonymous with travelling and everyday life in the western world ,  train companies are fined heavily on train delays and cancellation, also missed time schedule can never be recovered. 

I still have to improve on time management skills as coming late for work can have some undesirable consequences. Also I have improved on time management  like  finishing my work on time have given me promotion as a supervisor.
 

                    Presentation skills
These are the skills you need in delivering effective and engaging presentation to a variety of audience in the employment through presentation to present the message with clarity like public speaking and announcement. At c2c rainham station customer aids engage the aids engage the public in the presentation of the new service for the train normally it leads to understanding the mind-set of the listeners.
Good presentation skills are essential for the business professional in the striking deals and gaining client according to the traits of the audience.
Business needs a shared skill set because some employee don’t understand the task time with group and shared presentation staff understand quicker through corporate  workshop where prominent speakers or  presenters are invited.
Professional skills of presentation for the delivery of the message helps business meet customer expectation; business success depends upon high calibre presentation. The skills are necessary for  high for pursuing high education are dispersed (bate, 2015)
Team impact is created is created by group activity to present to clients in meeting like marketing team securing to brief the, every organisation a team like public relation team. This is why it is essential for individual to be wore in team (c blank, 2001)
Ability to sell depends entirely on a set of Sales and marketing staff presentation of the power. 


Points of the product, how the product is different from those in market, how good is the product in quality and price, many business do sales presentation training workshop annually to boost the corporation profits.
Building stronger customer relationship goes along with your presentation of the product, how does the product work, the honesty and trustworthy they like doing business with you. You can only talk confidently when you know how you structured your presentation.
Be recognized as an industry leader because when your staff present, they represent the company has to present, when extra ordinary training is given to your staff they became more effective.


BARRIER TO PRESENTATION
Self-doubt, this can hold you back from your full potential at work, one way to stop   making excuses and make a game plan for how you accomplish your goals. Rehearsing in the mirror and in front of friends or family to get confidence and approval
Lack of creativity, audiences always like creativity than listening to old contents or lyrics, it becomes boring seeing your audience not reacting to your performance. There are many ways on how you can update your presentation, that’s by embracing new technologies with visual effects, designs and involving new people.
Not enough time, preparation is vital in professional  presentation due to busy schedules, don’t wait until last minutes to put together your contents because chances are you will forget your lines and start panicking on stage leaving embarrassed on stage , you need time to develop a creative formula.


RECOMMENDATIONS
The academic employees have got to adopt to various task at hand to get long term employment. The information should be given to students to make realistic options of careers in a timely manner which should enhance their skills at workplace


[bookmark: _GoBack].


                        Conclusion 
The discussion addressed 3 aspects of academic and employability skills. All skills have the edge in research have helped in filling the much need profession in business and organisation.
Business with basic research position have not kept pace with the growing number of grandaunts leading student
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