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Introduction:
Academic skills which some authors also refer as ‘study skill’ can be defined as those skills that we require for academic success (Morgan,2017). We need academic in teaching and learning environments like the university or colleges to enable s study well. On the other hand, employability skills are skills that are needed to apply for jobs and keep a job; these skills are required by employers and anyone going for a job interview is expect by employer to show that they can do job well by being motivated, having transferable skills and skills that are specifically required for job the person is applying for. The purpose of this report is analyse different academic and employability skills that the writer have develop since coming to university and from different job experience in the past. First the report will analyse academic skills that the writer have gain in university and second the report will discuss employability skills. The academic skills that report analyse are research skills, critical thinking skills, IT skills and time management (Morgan, 2017). Employability skills this report will discuss are communication, interpersonal skills and team working skills. 
Academic skills
Research skills: Research is a process of carry out detailed search for information and evaluate that information to get a solution. Academic learning is all looking for the right information, gathering such information and be able to check if it is useful.  Research skills is when one has the ability ‘’to search for, locate, extract, organise, evaluate and use or present information that is relevant to a particular topic’(www.nuigalway, 2020). When a student has good research skills, he or she will be able to know where to look for information and how to find that information and to use it for the purpose of academics. Research skills are important for academic studies because it will enable you to search and find information that is the right one required for a task, to make good use of that information. For example, when the student has a task set by the teacher, being able to search in the right places in the library will allow the student to get the right information to complete the assignment. According to Indeed, a top UK recruitment website, research skills is made of a number of skills such as ability to search for information, being able to take notes which involve writing skills, being able to manage your time for any task, ability to apply problem solving skills and ability to communicate the information in a way that others can understand (www.indeed.com, 2020). The writer has developed some of the skills required for effective research, but need to improve some of the skills listed by indeed. Using SWOT analysis taught in class, the strengths of the writer in research skills is ability to search for information in the library and the internet and to take notes of what is being research. Also, the writer has developed ability to manage time when completing a task and to find a solution when a problem come up when doing research. On the other hand, the writer has weaknesses in ability to take communicate the information if require to speak. For example, to present the information from research in class can be challenging but to write is better.
Critical thinking skills: According to Morgan (2017.p 69) critical thinking is ‘the development and use of information beyond memory and repetition’. That means critical thinking is about not just taking information the way it is presented. For students, critical thinking is important for studying and to understand what is required about tasks. Critical thinking is be able to identify errors, gaps in a piece of information, to thinking more deeply and criticize information, to provide strong argument for or against information someone give to us and not just accept it like that (Morgan, 2017). In the views of Cohen (n.d) having critical thinking skills is to have some other skills and qualities. For example, a critical thinker is happy and willing to hear what other people say, even if they don’t agree, critical thinkers have ability to analyse information, they are confident in themselves to give a different view from other people and critical thinkers want to know more. After self-evaluation based on example given by Morgan (2017), the writer consider their critical thinking strengths to be the ability to hear what others have to say and want to know more. The writer need to improve confidence to be able to challenge other views that people may have and to be more analytical. 
IT skills: IT skills cover a wide range of technical skills required to make the computer system to operate efficiently. To have IT skill is an important academic skill that can be transferred to the workplace as well. For students, use of IT skills have become important because many universities and colleges now have classes and course that they teach online and students need to be to know how to use the different computer programs that are available. IT skills can be put into two parts where you have the hardware and software skills. For students the IT skills required in mainly the software skills which help you to efficiently use computer programs and applications. There are some software skills that employers may consider as prerequisites to employment. Some of the IT skills required for academic studies are analytics, Social media, Graphic design, Microsoft Office, Spreadsheets and Email communication. In addition to these skills, students also require IT skills used in communication and collaboration tools such as Zoom, Teams and Skype. This skills is becoming more and more important as students work from home and need to work in groups for assignments and tasks. The writer has develop some IT skills from the experience of learning from home. For example, before the COVID-19 pandemic, there was little opportunity to use Teams and Zoom and so the writer had poor skills in using these applications. But now, having to learn and work with other students online, the writer has greatly improved various IT skills such as presentation, use of IT communication tools like Microsoft Teams. However, the writer need to improve skills on using Excel by working through examples on YouTube. IT skills are also one of the key transferable skills that is required by employers at work.
Time management skill: To have time management skills means to be able to arrange your work and organise your time so that you achieve things more and waste less time. It is an important academic skill because students have to do so many things at the same time, like studying, working part time to support yourself and having a social life; so being able to organise our time effectively to achieve these tasks is what is called time management Morgan (2017). To be able to manage time effectively requires having other important skills such as ability to prioritize so you know what to do first and those to do later. Time management also involve being able to set goals, so you know from the start what need to be done and when it should be done. Planning your tasks ahead of time is also important in time management, for example, if one has assignments with deadlines, planning in advance will help manage time properly.
The writer has developed time management skills from working and studying at the same time and use of different time management tools has been useful. Time management tools include simple things like calendars, diary and Outlook calendar. Considering strengths in this skill, the writer consider ability to plan ahead and to set out which tasks to do first as strengths but using electronic time management tools such as Microsoft Outlook is a weakness that need to be improve.
Employability skills
Communication skill: Communication skills are some of the most commonly required skill in the workplace. Communication skills is the ability to pass a message to another person in a way that they understand the message as was planned. Communication is so important in the workplace as it affects how we relate to others, how we pass instructions at work and how effectively we can work in teams (Morgan, 2017). Effective communication skills include other abilities such as: listening, speaking, observing and empathizing. Listening is important because communication involve giving and receiving information and you need to be a good listener to understand the other party. Speaking or oral communication is about how we interact with others in verbal way. Observing is about knowing what is happening around you and being able to communicate that especially at work. Empathising is about how you put yourself in someone shoe to see how it feel. In the workplace, we work in teams and group and when we understand how others feel, we can communicate to them in a way that show we understand. Communication skills also involve ability to pass information in writing through letters, emails and other written forms used in the workplace (Indeed.com, 2020). The writer has developed and used a range of communication skills. Using SWOT analysis to analyse this skill, the writer has strengths in written communication than speaking. Also, non-verbal communication using body language is another strong area of this skill for the writer. However, the weakness in this skill is speaking as English is not the writer’s first language.  Experience of using communication skill at work has provided opportunities to improve on the speaking abilities. When the writer started work, speaking was much more difficult but through attending university, meeting other students and working in teams at work has helped greatly improve the writer’s ability to communicate better through speaking. As an important employability skill, employers want employees that are effective communicators in the workplace which requires one to be clear and concise, show empathy, be calm and confident, and be able to read and understand body language which is a strong way to communicate.
· Interpersonal Skills: Interpersonal skill is one of the key soft skills required by most employers because it about maintaining human relationship at work. Interpersonal skill is sometimes known as social skills, people skills, soft skills, or life skills and it is mainly about using our personality as individuals and what we have learned in our social life to interact and build relationship with others. Interpersonal skills are those skills that we use to communicate and interact with other people, both individually and in groups. In addition, interpersonal skills is also our ability to control and manage our emotions and how we feel to make sure it does not get in the way of how we relate with other people at work. To have good interpersonal skills involve having a range of other key skills which include most communication skills such as listening and knowing how to speak well. In interviews, being able to demonstrate effective interpersonal skills can employers see how you can be an effective team player if employed. Other key skills that are involve in interpersonal skill include ability to negotiate and persuade which can be helpful when there is problem at work and you want to settle it (skillsyouneed.com, n.d). The writer’s interpersonal skill needs improvement because of weakness in speaking effectively which is important when building relationship with others. Since joining university and working part time, the writer’s interpersonal skill has improved through working more with other people and building relationships with them.

Team working: Employers consider ability to work in teams as an important skill for any potential employee no matter the role they are applying for. According to (Kozlowski and Bell cited in Griffiths and Dunham, 2017), a team is a group or groups of people that agree to work together towards a common goal or common objectives within an organization.  Team working skill is mainly having the ability to work with colleagues both in the workplace and as a student. To analyse team working skills, it is important to understand the main skills and qualities involved in teamworking. First is Communication because as a team member, you need to communicate your points to the other members using different forms of communication such as speaking, writing and most important one is non-verbal communication. Another skill in team working is the ability to manage conflicts because as teams involve people from different background and culture, there will be conflicts in how things should be done especially if the team is not meeting its goal. So being able to manage this type of conflicts is important skill to have as a team player because teams can fail if there is misunderstanding in the team, or roles are not clear and properly communicated (Morgan, 2017). Respect and reliability are other qualities for effective team working skills. Team members should be able to respect and rely on each other as they are working to achieve the same goal or objective. The writer consider ability to manage conflicts as a strong point in own team working analysis, also being respectful and reliable. A weak point in the writer’s team working skill is oral communication to team members. Not being able to communicate effectively orally can sometimes cause conflict among team members in the workplace due to mis understanding or not interpreting what is said correct. 
Personal Development Plan (PDP): After analysing various academic and employability skills, the writer is able to identify areas of strength and areas of weaknesses for each skill. For the weaknesses it important to develop or improve them for effective academic studying and getting and staying in a job. One way to plan towards developing and improving identified weaknesses in the skills analyse is to develop a personal development plan (PDP). The PDP is a development tool that sets out what skills to develop or improve, activities required to improve them such as trainings, the support required to achieve the set goal and the time frame when it will be achieved.
Conclusion
The report identified and analysed key academic and employability skills required for successful academic study and employability. The academic skills analysed included, research skills, critical thinking skills, IT skills and time management skills. The analysis identified key skills and qualities required for each of the academic and employability skill discussed. In addition, the report used the SWOT analysis tool to identify the writer’s areas of strength and weakness for each skill discussed and discussed the personal development plan as a tool that could be used to plan for development and improvement of identified areas of weakness for each skill.
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