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[bookmark: _Toc48669168]INTRODUCTION 
This activity is focused on my expertise needed to carry out my goal which is promotion as a manager of my current job. Such abilities will give me to conduct certain tasks securely and successfully. The task would also include the expertise required to carry out such tasks in the academic and job sectors such as writing effective notes, identifying ideas in text & lectures, leadership, risk-taking, teamwork, and many more respectively.
[bookmark: _Toc48669169]LITERATURE REVIEW
[bookmark: _Toc48669170]EDUCATIONAL/ACADEMIC SKILLS
According to Silber‐Varod et al., 2019, these skills/abilities are the expertise that pupils need primarily to be able to easily grasp and practice-a large range of common practical abilities. Such skills permit students to get even effective students. This teaches students the courage to thoroughly participate in fluent speech classes and thereby, is important outside of the schooling and after graduation. Many capabilities, such as logical thinking and writing effective notes, are also readily accessible and are vital towards any job growth. 
As per Akbari, 2018, scholastic skills can offer basic skills for people, such as objective assessment, interpretation, and suggestion, which support increasingly nuanced skills, involving logical thinking which constructive intervention. "Learning methods, technological knowledge, or behavioral habits are techniques utilized in the world of academics. They are typically critical to the achievement of the degree but are also deemed significant for the acquisition of superb scores, and valuable for the lifetime of children.
As stated by GHOLTASH, 2019, investigating skills are the collection of skills that include gathering and learning relevant knowledge, handling data and documents, or conducting experiments. Students are required to have a range of these skills before they leave high school and beyond. The Global English Scale (GSE) checklist for teachers consisted of 5 groups:
· Academic debate- abilities to successfully engage in conversations, interviews, and presentations 
· Academic Text Methods- capabilities for a more thorough study of academic texts
· Academic methods- competencies for recognizing and objectively reacting to tutorials
· Composition- capabilities for scholarly learning successfully
· Learning- capabilities for educational texts and tutorials
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As viewed by Widodo and Chandrawaty, 2020, the expertise and training can enable an exceptionally talented applicant applying for the job, however, the applicant would still require the abilities they are likely to possess over age to be competitive in other careers. Yet somehow the overwhelming majority would be the 'soft skills' that can be incorporated into every job or academic discipline. Such skills are 'indicators of opportunities for job seekers': those that enable the individual to prepare to pursue their jobs.
In the opinion of Plomp et al., 2019, for a generic practice, organizations are also able to train anyone on the work necessary abilities, like how to manage specific elements of machinery or using specialized streamlining frameworks which are very important to a rather position or companies. Generally, however, before they recruit, they like to know if the staff have some 'soft skills,' because they're really quick to grasp.
As told by Aryani and Widodo, 2020, once began working as a workman in the business, it is extremely necessary to have the appropriate skills to assist an employee throughout his/her job and overall duration in the organization. Such skills also enable employees to hold the work easy and relatively efficient. An employee must possess varying abilities to be prepared to conduct jobs like communication skills, organizing skills, time management skills, etc.
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ACADEMIC DISCOURSE: RESPONDING TO AND ASKING QUESTIONS
This is the ability or skill to successfully engage in conversations, interviews, and presentations. Most instructors expect their students to prepare classroom presentations and that's a wonderful ability to have. Yet it's possible to forget certain students who don't talk. Through telling such students to ask the presenters for relevant queries, one could turn this exercise into a constructive hearing job. Once the lecture has concluded, hold a student-led discussion session to give the speaker input about that they can still answer tough questions smartly. Grant the learners’ added incentive by giving the individual who poses the most important question a reward. This will also show their active participation and interactive skills (Orr, 2018). 
ACADEMIC TEXT STRATEGIES: LOOKING FOR INFERRED MEANING IN TEXTS
This is the capability or the skill for a more thorough study of academic texts. Not only does it assist students grasp the content, but it also allows learners to 'talk between the lines' and to search for a broader purpose. This skill can be developed in the student by seeking to improve this capability without any content first. Presenters may use small photos and videos in which the learners can seek to infer the photograph's significance. Then switch on to small contents after learners have done it often and let them make inferences about the content. Then, give them the remaining portion of the content and figure out if their conclusions were right or otherwise. This will give them an idea to carry out their further studies in the same context (Qamar et al., 2019). 
ACADEMIC STRATEGIES: WRITING EFFECTIVE NOTES
This is the level of competency or skill of an individual in recognizing and objectively reacting to tutorials. There are various or say many students who find it hard to write or make notes along with listening or watching any video tutorial to the content. Good note-making is a crucial ability that learners ought to master while moving on to further schooling. Using small films like TED Talks, learners can prepare notes when listening. Further, make the learners mix their statements in doubles or tiny clusters to 'remake the picture' in more depth as possible. More extension activities can also involve making the teams translate their statements into a document, or letting them reword their points in their language when it is a high-level team (Mitchell, 2019).
COMPOSITION: DEVELOPING A COHERENT ARGUMENT
This is the capability or skill for scholarly learning successfully. Generating clear statements is a critical asset in secondary education for students, and something one should exercise in the classrooms. For example, consider a generic, written statement from a paper's editorial part, then, break this into parts for the students. Help them rearrange the message, then examine the various elements that render it cohesive until its right. Let students compose their logical statements about a variety of subjects that concern themselves once they have addressed these. Further, let them read to their colleagues those claims and give input about how rational their claims are. This will help in developing the skill creating a logical argument while in-class discussion (Safonova, 2018). 
COMPREHENSION: IDENTIFYING SPECIFIC IDEAS IN ACADEMIC TEXTS AND LECTURES
This is the capability or skill for educational texts and tutorials. It isn't sufficient to tell what they believe the concept of content is in the sense of more study - learners should be prepared to obtain facts from the document within. Throughout class reading exercises, learners tend to identify or stressing portions of the content that they feel help their responses & addressing those in the exercise during the input time. Start encouraging learners not to illustrate broad sections of concept but assign them the word count either. Through that, the number of terms stressed, students could closely interpret the text to better recognize the main terms/expressions. This will help them identify particular thoughts in the concept context and tutorials (Walter et al., 2019).  
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LEADERSHIP SKILLS
This is the skill of an individual required to convince or influence the other employees or members of the team to work together effectively towards a common organizational goal. Becoming a head, an individual should have the expert knowledge to greatly affect his / her many group members and let others perform effectively and constantly. A leader is an individual or a guy who guides the people and tells others how they can fulfill the company's expectations and priorities and also watch them compete for their achievement. This is also important for a leader to encourage his/her subordinates, communicate and interact with all clearly and transparently, manage and retain their unity and coordination for accomplishing the job with efficacy (Suleman, 2018).   
DECISION-MAKING SKILLS
This is the skill of an individual possessed by him/her to make decisions or make a judgment after conducting a thorough analysis of the situation and evaluating its pros and cons. Decision-making in its basic form refers to the process of distinguishing in two or more actionable courses and choosing or selecting the best one to be implemented. Throughout the broader issue-solving, this skill includes selecting from the potential alternatives for the issue. This can be taken through the intuitive or logical procedure or using the jointly both of them. The decision-making skill can be made effective when the decision-maker is aware of the right and wrong and also have the exact and complete facts about the situation & using its critical analysis (Di Gregorio et al., 2019). 
RISK-TAKING SKILLS
This is the skill developed within the employees while working for a long time in the same organization and effectively overcoming the challenging/risky situations therein. A business never earns profit and success without bringing risk or challenging situations with it as it is always surrounded many different factors which are external and internal to it. These factors can sometimes have a positive impact on the organization and can also harm the business organization. Therefore, it is necessary for the employees working therein to have the capability to face the risk rather than running away from such a situation. This brings the possibility to grow and expand more personally and professionally both for workers (Rowe and Zegwaard, 2017). 
TEAMWORK SKILLS
This is the skill grasp by the employee members of the organization while working within teams and trying to put the efforts together and completing the specific task. There's no such department in an organization where all the roles are performed by a single person. Many individuals with experience, knowledge, and details are needed to perform or implement the procedures with productivity and capacity. These employees are split into various groups based on specific skills, knowledge, and facts they have taught with so that all the employees can also perform their obligations with the greatest capacity and achieve the required positive outcomes from the systems. Employees prove to be more effective in teams than solely (Kenayathulla et al., 2019).  
COORDINATION & COOPERATION SKILLS
This is the skill built in the employee when he/she use to work within a team of 10-15 members and all are assigned with a series of tasks to complete a particular job obligation. The operations that are performed within an organization are not individuals rather they are a series that has many more to perform in continuation for completion. Also, these all are not performed on a sole basis rather most of these operations are performed within the teams having members 10 to 15 in number, and all are assigned some or the other task.  Therefore, in such a case or such a situation, all the members of the team must establish proper coordination with each other through timely communication and cooperate throughout the job (Ornellas et al., 2019).  
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Following recommendations can be provided in the above context like-
· In the employability sector, provide the employees with proper training and learning sessions and also provide them the opportunity to identify their weaker sections and work for their improvements. Provide them more practical situation so that they can understand how to deal with the situation while on-the-job training sessions more than in off-the-job training sessions (Tsitskari et al., 2017).
· In the academic sector, teach the students properly about the important contents and concepts and guide them regarding taking out the material points and write them down in their notes sessions. Provide them libraries where they could and e-learning sessions to study more on their subject matter and get more information which will improve their reading skills and note-making (Samee, 2020).  
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Therefore, from the above skills, it can be said that these skills are of great help for the students in the academic sector and the employees in the workplace of the organization. This activity has focused on the expertise needed to carry out the different jobs by the students and workers of the academic and job sectors which enables them to conduct certain tasks successfully. This has included the various types of skills and expertise required to carry out such tasks in the academic and job sectors. This activity was of great help in learning to purse the effective and really necessary skills in the respective sectors to perform efficaciously. 
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