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[bookmark: _Toc39523489] INTRODUCTION
Human resource is an important key in every successful organisation whether is an educational or business organisation (Dessler, 2008). Since employers are in need of skilled labour, they are investing much in training employees to meet their requirements for employees (Pollitt, 2001). Therefore, employers expect graduates from higher educational level to possess some needed skill in the job market. With rising importance of skilled employees and increasing wants for well-educated and skilled employees throughout the continent, for organisational success, it is important that students and employees gain adequate knowledge on employability and academic skills to make them employable (Raisinghani & Luévano, 2011). According to (Holden and Jameson, 2002) a lot of business owners are seeking for employees who have the adequate capabilities in catalyzing the development of their industry.
 These skills make an employee competent and employable. In addition, these employability skills includes communication skills, technical skills and personal attitudes (Sufia & Mehmood, 2013). In order to achieve one ambition, the university bring out courses that help graduate to develop an academic skill before graduating. An academic skill are the wide range of abilities learned by students to enable them achieve their studies (Cottrell S., 2008).  This report provides analysis academic and employability skills in the workplace. Skills like self-management, problem solving, basic ICT skills, communication skills,  and team working and SWORT analysis will be later explain in the analysis section.

[bookmark: _Toc39523490]ANALYSIS
[bookmark: _Toc39523491]TIME MANAGEMENT SKILL
Time management is having the capability to use time effectively and wisely on his or her schedule way. Good time management in workplace makes things done on time. Makes self-organizer and help produce works on time without delaying. Making all this schedule makes smart and effective at work. Working on time brings good productivity in a workplace. To manage time effective at work, motivate workers to come to work on time, it builds a good team.  Working together as team bring all our work done on time, a lot of task can be done without of any stress. Good time management always produced our work on time and all our day-to-day works are being fulfilled. We do not keep on propounding our workload. Though we always complete our target, it does not put any pressures and stress on us because we schedule time. In all is to make prioritizing, organizing, and strategic planning. Research proves that effective and efficient is more important (Britton and Tesser, 1991). (George, 2008) also emphasizes that, to be a successful student depends on how one manage and use time well in other to organize work effectively.

I have this skill because it helps me structure my work for allowing me accomplishing my goals. Having good time management always allows to have big dream and ideas in life.it allows to provide workload, producing  task on time, allows to have time to check over works again  if there is  mistakes to be corrected  before the dead end. It also allows overcoming less stress and anxiety. It gives me more time to have leisure time and improved quality of life.

[bookmark: _Toc39523492]COMMUNICATION SKILL
Communication is explain as the exchange of information, from one person that is the one sending the information through written and oral methods, to another person who will be taking the information. Nevertheless, the ability one have in giving and receiving all kinds of information is known as communication skills. These skills involves talking, listening, observing and emphasizing. Communication skills as an academic skill develop and nurture students to become competent after school.  Communication is an important skill in transforming and developing organisation in the world today (John, 2009). It is
One of the most used employability skills, since it is an interactive method to bring everyone in an organization together in the workplace. Effective communication is one of the beneficial skill for success in workplace. Skills in communication is ranked as one of the most needed skill in healthcare organisations (Singh, 2008). With communication skill, it enables workers to accomplish the goal of the organisation with ease. Employees will perform their task more effectively and correctly without mistake. With good listening skills, employees can easily interpret the task given to them by mangers, this speeds up development in the organisation. It will help manger deliver information to workers without confusion and achieve the goal of the organisation. The ability to give feedback also help the work place provides the organisation with ideas to keep the organisation running smoothly.  For instance, in healthcare organisations, communication skill serve as central pillar in the workplace. The skills is used to by nurses and professionals to meet the demands of the patients, professional can easily interpret patients care plans and write down report of patients, which is understood by any other healthcare professional who picks the report of patients (Lesser, Levinson and Epstein, 2010) . Therefore, skills in communication serves the heart of every successful organisation (Beaver and Schiavone, 2006).

I possess this skill because I uses to communicate well with my colleagues in-group meeting to accomplish the goal of the group. It helps present myself orally in class and I receive good feedback indicating I have accomplish the aim of the information I delivered. Communication skills makes me useful and functional in workplace, I am able to understand whatever task given to me and I receive a good feedback from the instructor.

[bookmark: _Toc39523493]SWORT ANALYSIS
SWORT stands for strengths, weakness, opportunity and traits, the SWORT analysis is a an academic tool that enables students to be able to identify their capabilities in life, discover their weakness, create opportunities for them to accomplish their goals and identify the trait and hindrances they might face in accomplishing their goals. The swort analysis is a tool that personally develops workers and students in the choices they make in life. With swort, analysis students are able to make the right choices in life and the right path to take them to accomplish their goal. It helps individual especially employees to work on the skills that cannot do to make them employable in the world market. With this tool, it creates improvement and specialisation in the workplace. Where worker focus more on the skills they are good at and perfect in them and make them more experience. It also saves the time and resources of students. The swort analysis prevents students from wasting their time and efforts in everything that interest them but there are able to know their capabilities and the right decisions once. Rather than picking, career courses that does not correspond with their capabilities and later realising it would not help them. Students are able to mould themselves to meet the job demands in the job market. When they know the traits in their field they are able pursue courses that will meet the current changes and overcome the treats. The SWORT analysis lastly helps individual to work on their weakness to better themselves. The swort analysis saves employer the resources and time to retrain recruiters in their job capabilities. SWORT is necessary if an organisation desire to stabilize and identify critical keys for organisational development (Osita, Idoko and Nzekwe, 2014).

I am able to know my capabilities, weakness and traits, which aid me in making the right choices in life. It helps me apply it to my students, to better my weakness in the course am not good at. It has made known my skills and better on them to meet the requirements in the field am studying.

[bookmark: _Toc39523494]TEAM WORKING SKILLS
As communication is the heart of an organisation whereas, team working serves as the brain of every successful organisation. Team working help in the development and growth of in a workplace (Beaver and Schiavone, 2006). Team working gives forum to managers to get new ideas and develop new strategies for the betterment of an organisation. It gives worker and students the opportunity know diversities of cultures and how to relate with people in all works of life. Team working in workplace helps task that cannot be accomplished individually to be accomplished when there are two or more people working on a task, it pave way for ideas and solutions from other sources. This makes the goal of an organisation be accomplish faster.  Teamwork bring co-operation, collaboration and togetherness in the workplace and leads to the success of an organisation. For instance, in healthcare organisations where there is teamwork, inter-professional team –based care becomes the pillar in the workplace (Mitchell and Kohorn, 2012). In addition, when teamwork is practiced effectively in healthcare organisations, it reduces errors in trauma care and operation rooms (Gewertz, 2007). Organization that are constantly increased productivity and profitability is as result of teamwork. Since, teamwork brings trust, sharing knowledge and flexibility to adapt changes in the workplace (Sisodia, 2017).

I possess this skill, as it is able to help me co-operate well and tolerate opinion from group members during group meetings to achieve the purpose of the meeting. 

[bookmark: _Toc39523495]PROBLEM SOLVING AND CRITICAL THINKING SKILL
 Problem solving and critical thinking is having the capability to use logical and judgmental tools to generate possible solution to a given task. This skill is the nerve center of every successful organisation. Where this skill serves as a nerve that takes signals from all part of the organisation and provide feedback to the signal that is necessary for the success of every organisation. Problem solving and thinking critically is a skill that provide the workplace with competitive edge, which helps the organisation to grow and develop. This skill helps employees to be innovative, identify problem and providing solutions, tackling challenging task in the workplace with confidence and determination. The skill also reduce conflicts in the workplace, when conflict rises the manager uses his problem solving skill to resolve conflict between the two parties. This bring understanding and co- existence in the work place through this skill. Research states that, every employee must be trained with this skill more specifically in the healthcare organisation where workers have to interact with all kinds of people on daily basis (Hall, 2011).

I also possess this skill because I uses to solve problem in my day-to day activities. It helps me to approach task with I have no idea about and through critical thinking provide solutions to the task.

[bookmark: _Toc39523496] BASIC INFORMATION, COMMUNICATION AND TECHNOLOGY (ICT) SKILL
Information and Communication Technologies (ICTs) skills is the ability to use ICT tools in the process of communication (Sisodia, 2017). This skill help organisations to meet the current demand in the world and upgrade how activities are done in the workplace. ICT skills makes task accomplishment faster and easier. Skills in Microsoft word will help worker produce report faster than writing with a pen, this speed up productivity and leads to the success of the organisation. In healthcare organisations for instance, because the world has modernized, most equipment used in healthcare organisations has also being improved, therefore, it is necessary for ICT skills to be known by healthcare employees, which will help them use these equipment (Husain and Mustapha, 2010). ICT skill grooms organisational personnel to solve the problems that arises in at the workplace. Research shows that there is a high demand on an employee that can use MS word in producing reports, how to send organisational files through e-mail and how to use the internet in the development of the organisation (Singh, 2008).
  
I have this skill, as it help me to write report, do presentation with PowerPoints and use the internet for research




[bookmark: _Toc39523497]CONCLUSION
To conclude the above academic and employability skills are both needed in the education and job market. If a student wants to be effective and efficient in school or after graduating he/ she needs to make use of these skills for the accomplishment of his/her goal. As well as, if an organisation wants to develop and become successful, employers must seek to train or recruit employees with these skills.an employee should have possess at last three of these skill before he can become employable. Therefore, these skills are important to be known and this module has given the opportunity to have knowledge about academic and employability skills.
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