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This is a discussion  of my understanding of Academic and Employability Skills and how I am developing in this area. Nowadays skill is a very important tool for looking for a job, because regardless of the job you are applying for, you will be judged on the skills that the company wants and you have, so it is very important to know what kind of job or  what function you want to perform, for you to prepare well before applying or going to a job interview. 
[bookmark: _Hlk17720950][bookmark: _Hlk17720988][bookmark: _Hlk17721040]Skill is  the learned ability to carry out pre-determined results often with the minimum outlay of time, energy, or both. In other words the abilities that one possesses (https://www.definitions.net/definition/skill). Skills are the expertise or talent needed in order to do a job or task. Job skills allow you to do a particular job and life skills help you through everyday tasks. There are many different types of skills that can help you succeed at all aspects of your life whether it's school, work, or even a sport or hobby. Skills are what makes you confident and independent in life and are essential for success. It might take determination and practice, but almost any skill can be learned or improved. Set yourself realistic expectations and goals, get organized and get learning ( https://examples.yourdictionary.com/examples-of-skills.html).  Skill can be soft, hard, general transferable, specific, analysis. For example Personal Development Plan, that enables individuals to take charge of their own learning becomes a proactive as well as reactive process, designed and prioritised to support immediate development needs as well as longer term ambitions  and SWOT Analysis (appendix1), that allow you get knowledge about strength, weakness, opportunities and threats. Personal SWOT analysis is one of the most useful tools that the people can use to understand the strengths, weakness, opportunities that are present in them. They will also be able to know about those particular traits that can turn out to be a threat to them in the future. Conducting a personal SWOT analysis is of utmost importance to make sure that they can easily stay in their positions and carry on with their work without losing the trust of their employees or their team workers. I have decided to undertake a personal SWOT analysis as this will be helping me to understand the different areas in which I will have to improve myself. Therefore I will be using this tool to develop myself and instil all the skills that are essential for becoming an ideal professional. Hard skills are skills you can gain through education, training programs, certifications, and on-the-job training. These are typically quantifiable skills that can be easily defined and evaluated. For example, a hard skill for an IT professional might be computer programming, while a hard skill for a carpenter might be a knowledge of wood framing. Soft skills, on the other hand, are interpersonal (people) skills. These are much harder to define and evaluate. Soft skills include communication skills, listening skills, and empathy, among others.( https://www.thebalancecareers.com/what-are-soft-skills-2060852).
[bookmark: _Hlk17721085]  There is other skills like Time Management - “All tasks are evaluated using the criteria important/unimportant and urgent/not urgent and put in according quadrants. Tasks in unimportant/not urgent are dropped, tasks in important/urgent are done immediately and personally, tasks in unimportant/urgent are delegated and tasks in important/not urgent get an end date and are done personally. This method is said to have been used by US President Dwight D. Eisenhower, and is outlined in a quote attributed to him: What is important is seldom urgent and what is urgent is seldom important.”(Eisenhower Method), (appendix 2), then also we have a Note Taking skill. Taking effective notes in lectures and tutorials is an essential skill for university study. Good note-taking allows a permanent record of key information that you can integrate with your own writing, and use for exam revision. Taking reliable, accurate notes also reduces the risk of plagiarising. It helps you distinguish where your ideas came from and how and what you think about those ideas  (https://student.unsw.edu.au/note-taking-skills), (appendix 3). 
If you are looking for a job it is important you know what is the skills which the employers looking for. As the job market is evolving and increasingly competitive, employers are always looking for employees with skills and qualities to ensure that their companies perform well and successfully. So some skills become almost mandatory nowadays (apendix 4,5,6).
[bookmark: _Hlk17721166] Employability Skills can be defined as the transferable skills needed by an individual to make them 'employable'. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. (https://www.exeter.ac.uk ). Employability skills are sometimes called foundational skills or job-readiness  skills. They are soft skills that allow you to work well with others, apply knowledge to solve problems and fit into any work environment. They also include the professional skills that enable you to be successful in the workplace 
[bookmark: _Hlk17721197](https://www.thebalancecareers.com).                                                                                                                                      
Another important skill for the academic student is a Paraphrasing that allow you to change a paragraph that somebody wrote without  change the meaning of the original. Presenting the ideas and information you have read in your own words - is an important academic skill. By translating content from your research into your own words, you demonstrate to your reader that you've understood and are able to convey this content.
[bookmark: _Hlk17721287]It is important to be very thorough when you paraphrase. Paraphrasing is not simply taking what someone has written and changing a few words to make it your own. It is about translating another person's ideas into your own words and in reduced form. You must change the words a lot so they are no longer similar to the original (https://lo.unisa.edu.au/mod/book/view.php?id=252144). Now I understand well how to do paraphrasing because I have done in class exercise (appendix 7).
[bookmark: _Hlk17721324]In this term lecturer teach  me also how to do Summarising. Summarising is an important skill in academic writing. It enables you to extract the most important points from a text and rewrite them in your own words, in a shortened form. Such skills are invaluable when you are note taking and researching for an essay. Being able to write a good summary also demonstrates that you have fully understood the text you are reading (http://aeo.sllf.qmul.ac.uk/Files/Summarizing/Summarising.html), this is a skill with help you make the paragraph more short. You have to be clear, put just main point, brief, concise, and objective. That mean, you have to take report the work or ideas of any writer in your work, but  take just main point, be clear, short, o the text (appendix 8).
[bookmark: _Hlk17721372]I definitely decide that in the future I want to be a General Manager (GM) because I like to work as a team. A general manager is an executive who has overall responsibility for managing both the revenue and cost elements of a company's income statement, known as profit & loss (P&L) responsibility. A general manager usually oversees most or all of the firm's marketing and sales functions as well as the day-to-day operations of the business. Frequently, the general manager is responsible for effective planning, delegating, coordinating, staffing, organizing, and decision making to attain desirable profit making results for an organization (Sayles, 1979).
A sound management is the building block of a successful organizational setup. To make sure that the organization is performing properly is essential for the managers to develop a strong connection with their employees so that they can put forward a joint collaborative effort. However, it must be noted that the post of a General Manager is a very dignified position and to make sure that all the works are being done properly the managers must make sure that they are well aware of the areas of strengths and the areas of weakness that are present within them. Therefore the managers must include the opinion of their workers and their teammates while they are about to take any important decisions. The managers have to realize that just like other professions they will also be facing several hurdles in their way. However, they will have to make sure that they are facing all these challenging situations and finding out the right solutions for the same.
[bookmark: _Hlk17721417]A manager is one who will have to manage the operations of an entire organization. At the same time, all the subordinates or the employees will look onto their manager for getting the useful tips and the solutions to their problems (McMurray et al., 2016). For me this is a big challenge but I am ready for go ahead. A general manager or GM is someone in charge of managing a business or a certain area of a company. A GM makes sure a business works efficiently and is generating as much profit as possible. General managers usually rank above most other employees in a company. However, in some cases, they can be below corporate-level executives. A general manager typically answers to either the business owners or the corporate executives. General Managers have the responsibility of coordinating, planning, and making decisions that are in the best interests of the business. Their responsibilities are to take care of daily operations of the business and create and implement strategies designed to help grow the business. They also manage staff and projects in the company. Additionally, they make strategic decisions. The duties of a general manager will depend on the type of company and its size. What they do also depend on the company’s organizational structure.
There are some set of skills that all the individuals will need to become an ideal General Manager. I still to prepared my self, and I know to become General Manager I need some skills like : Communication Skill, Problem solving skill, Thinking skill, Team work skill, Time management skill, Academic skill, Digital skill, Leadership skill, Interpersonal skill, Motivation skill. 
[bookmark: _Hlk17721476][bookmark: _Hlk17721506]Communication skills allow you to understand and be understood by others. These can include but are not limited to effectively communicating ideas to others, actively listening in conversations, giving and receiving critical feedback and public speaking. Communication skills are abilities you use when giving and receiving different kinds of information. Some examples include communicating ideas, feelings or what’s happening around you. Communication skills involve listening, speaking, observing and empathizing. It is also helpful to understand the differences in how to communicate through face-to-face interactions, phone conversations and digital communications, like email and social media (https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills). Verbal and nonverbal communication among group members defines much team life. Individual goals, team goals structure, and norms evident I the communication patterns that develop among members. Tasks are accomplished and relationships managed through interpersonal interaction, yet not all communication is positive, and as a result, team performance can be compromised (Maund A, Schriek M. and Tinkler P, 2007).
[bookmark: _Hlk17721550] Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress. It seems that there is never enough time in the day. But, since we all get the same 24 hours, why is it that some people achieve so much more with their time than others? Spending your day in a frenzy of activity often achieves less, because you’re dividing your attention between so many different tasks. Good time management lets you work smarter – not harder – so you get more done in less time (https://www.mindtools.com/pages/article/newHTE_00.htm)
[bookmark: _Hlk17721628]For the moment a have already some skills like: Communication skill, Digital skill, Academic skill and Time Management skill. I have got them in other course I did before, but Academic skills and Time Management I improve more in this course (Academic and Employability Skill). For example  lesson of The Eisenhower Method and Summarising. In the modern workplace, digital skills are highly valued; in the future, digital skills will be vital. The digital age is expanding into all areas of our lives, and it is not just those who work in IT that will need to be alert of this change. The House of Lords have stated that digital skills should be taught as a third core subject, and treated with same importance as numeracy and literacy. They went on to claim that access to the internet, in the UK, should considered as important as access to water or electricity. Added to this there is the claim that digital skills are entering all areas of work 2; medicine, entertainment, communication and retail are all turning into fields where digital skills are a must ( https://www.skillsyouneed.com/rhubarb/digital-skills-modern-workplace.html).
[bookmark: _Hlk17721659]I need urgently to develop others skill like, Motivation skill, Team working skill, Thinking skill, Problem Solving skill. Interpersonal skill. But I am in good way, because this course still help me a lot. I have moodles that can teach me all about this, for example Effective time Working, Problem solving and decision making etc.  The process of working collaboratively with a group of people in order to achieve a goal. Teamwork is often a crucial part of a business, as it is often necessary for colleagues  to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals.(http://www.businessdictionary.com/definition/teamwork.html)
Although I have progress in same skill to be a good General Manager I have to improve more knowledge about all the necessary skills for get a success in my workplace. Really for do any job,  everyone need to get skills to help him to do properly the job. For that you have to know what job do you want and try to achieve your goals.
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Appendix 1: Swot Analysis 

 [image: C:\Users\LNES\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\94131A6.tmp]






Appendix 2: Eisenhower Method
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Appendix 3: Note Taking
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