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Executive Summary


The report submitted below focuses on the academic and employability skills and their impact on a learner. SWOT analysis is conducted once different set of skills of the learner are identified and importance of such skills during academic life is evaluated. 

Introduction
The survey include my opinions and reviews on my academic skills that are expected to support other students that includes personality traits, time allotment, task preferences, maintain polite behavior and glances over these qualities (Baik and Greig, 2009).
Skills
Skills are those outstanding traits that help an individual to perform better in areas where hard work pays off. In fields of work and life services, those people are successful who have basic skills and are recruited by most of the companies (Ali, 2017).
Types of Skills
MANAGEMENT OF TIME:
Management of time help an individual in better character building. From childhood, it is important to let the child to practice proper time managing. Once time is gone it is never going to comes back. Wealth that had been lost might be regained by work, knowledge with the help of studies, health by using medicines and with the help of doctors, but time cannot be regained in any way. If students understands the importance of the time, then they are ought to be successful in their life. In and around the world, we can find that people who had made proper utilization of their time are successful in their respective fields. Punctuality is the key to success (Forsyth 2016).
DECISION-MAKING:
In cinereous related to personal and professional life, we would be left lot of options to choose from that have a significant impact on our future as well as on the company which recruited us. Thus, it becomes for us to have a proper skill related to decision-making to pick up or select the correct choice. It is important in everyone’s life to have a proper quality while taking decisions. Every organization looks out for individuals that can take right decisions at the right time that help the organization to seize the opportunity. The same way if we are unable to choose proper decision in a given time, that might lead to miss many opportunities and event in our lives. An individual without a proper decision can destroy himself along with the surroundings around them. So, it is crucial for every person to learn about the way to react, the way to proceed and choose proper decision related to their lives or work.  A single decision can change a person’s life drastically that can be in a good way or bad (Gati, Levin and Landman, 2019). 
ACADEMIC:
Since childhood our elders will teach us and want us to read various books and stories including fictional stories that help us to learn more about the outside world. Reading increases a person’s patience levels, it also helps to be more reserve, know about moral values in lives. There are lots of books available in the market that helps us gain utmost knowledge that helps a person in their life as well as in work lives. Primary education is essential to maintain one’s patience level, which is also a primary requirement (Keevy and Mare, 2018).
ESSAY WRITING;
Starting from higher education every student will be taught to write essays on a given topics. It helps a student to be creative and learn more about the given topics. It also helps them to build confidence and let helps them to learn about unknown facts throughout the time. It helps an individual to prepare for speeches and presentations that needs to be delivered throughout their working period. It also helps increases the personality development skill as we learn about many topics that have an impact in changing our morals of lives.
NOTE-TAKING
During our schooling period we used to take notes of everything that our teachers explains to us, that helps us in understanding, remembering and also recollecting the information. During a lecture attended by students we can find that very few ones take note of the lecture. However, it became quite common among the students that instead of listening to what the teacher are trying to explain they rely on sources that are available over the internet such as Wikipedia. It would help students to understand more if they go through the topic which is going to be discussed in the lectures. It should need to be a simultaneous process of taking notes and listening to the lecture. If students concentrate only on taking notes they might miss out the important points.
RESEARCH:
Research helps an individual to learn more about the facts and obtain in-depth knowledge of the topic. Nowadays students are more interested in gathering information from social media and include that in their answers. They never try to look into the research work that might help them to learn more about the topic and what its impact on their surroundings. I personally prefer to get information through doing research and going through previous research that help in making my project valuable and helps making a worthy one. That helps me in reaching my goal-.
BENEFITS OF TIME MANAGEMENT:
Time management is required by a person to be successful in both of his personal life as well as his work. Time management helps a person to be more punctual and disciplined. By proper time management one can finish his work in time, can spend his time with their families, friends and can take good care of his health. He somehow becomes more organized by finding new strategies to complete the work in the given time. That on a long period of time makes them confident about the work he do. Proper time management give me a mental piece and it also helps me to develop my character and most importantly it allows me to finish my work in time.it also helps me to take proper care of my health and have a positive perspective all around the day.
EMPLOYABILITY 
Employability skills are nothing but a set of behaviour and skills that an employee should possess to get recruited. It includes technical skills, soft skills, fundamental knowledge, critical thinking, time management and son on. It allows communication between co-workers, to resolve issues in prescribed time, understanding their role in the organization. It also includes personal qualities. I prefer to complete the given task within provided time by showing enthusiasm towards the work I have been allotted.
Essential skills for Employability
Essential skills are nothing but the skills of providing and obtaining information and ideas that are crucial in a workplace. In a workplace it becomes essential for a person to show his attitude, dedication, and patience levels towards the work he is been allotted. These are the skills that a persona needs to develop within them. It acts as a basis for supporting and other processes. I always prefer to have a positive attitude and dedication towards the work I have been assigned to this helps in completing the work on time.
The skills which we commonly use while communicating with other peoples that can either individually or in a group are referred as interpersonal skills. This includes many categories but mostly include skills related to listening and communication. In a workplace it is very crucial to control one’s emotions. One shouldn’t allow his emotions to takeover him and disturb the work. This helped me in better understanding of the situation and explain other about the problem instead and completing the given work in time. It helped me in expressing my ideas clearly in a group discussion which is important to express the thoughts and ideas we have.
The capability to provide a better solution for a given problem in a reasonable time period is mostly appreciable. It becomes pretty important to think and solve problem in a regular work life. It is refers as critical thinking that allows to solve the problems effectively. I prefer work with a cool state of mind even in pressures that eventually helps me to solve problems in working environment.
In an organization it becomes crucial for everyone to work with a group of peoples called teammates. The collaborative effort of the teammates to achieve a common goal or complete a work is called teamwork. By maintaining good relation with all the members of the team with the help of communication skills and habits makes the work easy and can finish any given task in a given time. 
Ethical behaviour is nothing but the professional behaviour that is needed to be maintained in a work place. It make a person more responsible for the works he do, it helps in better understanding of the terms and conditions he needs to follow in work place. I always try my best to be loyal to my employer thorough the period of time.
Acquiring some soft skills and technical skills is crucial for a job. It can be obtained through education, formal teachings and training. That includes schools, colleges, and other training institutions including job training. 
Technical Skills
Computer Technology
Now a day’s most of the works are done using computers. So, it became necessary for both the organization and employees to know how use computers so that they can run a company efficiently, along with the knowledge to run a computer one should also learn to use software’s like Microsoft office, tally, etc. Most of the company’s like to hire employees with computer hardware and software skills (Jacelon, Gibbs and Ridgway, 2016). 
Hard Communication:
For efficient, improved and productive work it is crucial for the employees to have some hard communication skills as they can obtain the maximum satisfaction to a company.  It is acquired by education, practice and repetition. These are easy to obtain these include degrees certification and previous work experiences.
Data Analysis
Data analysing is important as it helps in further understanding of the problem and its impact on the economic and financial sectors. This allows the organization to manage and allocate resources to obtain an efficient output. It helps an organization to be successful in a whole different level.
Soft Skills
Having soft skills is important and helps to get along with others. It is important to be polite employee along with being a productive employee.
A proper communication can resolve many problems. Without proper communication we can neither express ourselves to the other person nor can we understand the other persons. However, it becomes necessary to maintain a polite conversation to avoid conflicts.
I have seen and experienced so many time due to the lack of proper listening skills we tend to miss out or neglect the important information. Listening is also considered as a skill that is a part of communication. Instead of listening to what the person is trying to say most of the people want to express their opinions. This leads to a big miss understanding. So, most of the times I prefer to listen and then express my views while I’m working in a group which in turn let my fellow works respect me.
There is proper way to convey our words to the person in front of us. Even while communication through written it should be in a prescribed manner. The content should be in such a way that the person reading the text or article should understand the words and get to know my taught. It would be productive for an organization to have an employee who can efficiently communicate with their peers. This will increase the effects of teamwork and result in multiple people to work together.
From my perspective it is important to be more adaptive. If something goes wrong instead of disposing my anger on my peers I prefer to be polite and generous towards them. 
Conclusion
Up until now the overview of the discussion is to help students to understand and build their empire. To have a successful life we have learn to think wisely and plan accordingly. A student has to learn to develop his personality by finding out the weakness and overcoming. The most important thing that students need to learn is to allocate time by prioritizing the tasks. We should reach our goal no matter what happens that can be achieved by not letting ourselves distracted and never stepping back. One this that needs to be remembered by us that thinking too much can never solve any problems it will just stop us the point where we are at.

Appendix

SWOT analysis:
Strength: My noticeable strengths are punctuality; I’m not irregular, calm presence of mind that help me solve problems in critical situations and ability to control the situation. These allow me to be the best in assigned work field and my fellow members. 
Weakness: I consider my greatest weakness to be my diplomacy skills. 
Opportunities: Opportunities that can help me are my soft skills, technical skills and time management.
Threats: I consider myself weak in my negotiation. This is a threat I’m trying to overcome as soon as possible.
Plan for Personal Development:
The education should include things related to character and personality development along with book learning. I’m a kind of student who believes that to change something the initial should start with me (Kwag, 2019).
 
The secret of success is always to acquire as much knowledge as possible. As far as I believe it would be best if students focus on the surrounding and grow accordingly (Messumet al.,2017).
Discipline is considered as the basis of progress. The respect towards a person increase along with the discipline he has (Amemiya, Fine and Wang, 2020). Flow of time can’t be stopped and it is considered the most valuable thing (Scott et al.,2019).
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