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[bookmark: _Toc101547769]Introduction
There are many academic and employability skills that are very important to develop. Academic skills are important for students in their academic careers. They should develop and improve these skills to get better marks in their examinations. They also need this to complete given assignments and get good credits for that. The students also need to develop and improve their employability skills as they will need them in their future careers. The students need to develop organising skills to study efficiently. An untidy study place can be distracting and depressing for some students. Students should also develop academic writing skills as they will need them to make assignments and projects. Time management skill is also very important as they can help the students in their academic and professional career. Public speaking and giving a presentation are other skills that are important for both academic and professional careers. This report has been focused on academic and employability skills. For this reason, organising study skills, academic writing skills, time management skills and public speaking skills and giving presentations have been elaborated. After that, my reflection on the presentation has been discussed.
[bookmark: _Toc101547770]Organising Study Skills
It is very important to be organised to study effectively. It is one of the most important academic skills a student must-have. Many students do not understand the importance of organising before studying. Most of the students start studying without any organisation or planning. Some of them understand the importance but still just jump-start studying without proper organising (Cottrell, 2019). Every student is unique and they should understand the appropriate time for them to study. The selection of space of study is equally important as time. It is also important for the students to ensure they have access to the resources and tools that they need for studying.
Some ways can be applied to improve organising study skills.
· Study Space: Selecting an appropriate study space can be challenging for some students. Some students have access to a school or college facility, university or a library. Most of the student’s study in their homes (Barrable, Papadatou-Pastou and Tzotzoli, 2018). However, sometimes home is not an appropriate space for effective study. The students must understand their requirements before choosing a study space. The students must consider the condition and location of the space.
· Study Environment: The environment of the study space is also very important. Students need to know if the space can access computers, writing materials, timetables, books and notes. The space should have a good light source like an adjustable lamp. Students can study in the evening without the natural light. The students should eliminate the things that can distract and annoy them. 
· Organising Materials: The students usually have piles of journals, books and notes for their studies. These materials will increase more in the future (Chan et al., 2018). The students should keep these materials in different files. They should label those files with easy to read, clear and bold style for ease to find.
· Study Time: It is also very important for the students to select the time for studying. Students should find a suitable time for them to study effectively. Students should also manage their time to complete all of their tasks before deadlines.
[bookmark: _Toc101547771]Academic Writing Skills
Most students need to write their academic papers at some point in their careers. It can be a thesis or dissertation, an essay pr a report. It is not easy to write an academic paper without proper practice (Strobl et al., 2019). Students can develop stress to writing a full paper on their own. Students should develop and improve their academic writing skills as they are important for their academic careers. There are some ways to improve academic writing skills. Students can have less stress before writing an academic paper with these practices.
· Time Management: It is very important to maintain time and complete the required academic paper within the deadline. Academic paper writing needs enough time to complete many steps (Akhtar et al., 2019). Students should not rush those steps and give them the required time. Students should give enough time for editing, writing, outlining and research. These steps can take more time to perfectly complete and students should give that time.
· Research: Research is very important in writing any kind of academic paper. Students first research the topic of the paper and then write it. Most academic paper needs research before writing the full thing. Some personal reflection does not need research but most other paper needs research. Students need to gather information from trustworthy sources (Huisman et al., 2019). Students also need to select relevant sources for the particular academic paper as there are an unlimited amount of sources.
· Knowing Audience: The students and professors read the academic papers mostly. However, some journals can have a wider audience in the academic community. The students need to consider who is going to read the academic paper. Students should state their arguments and write the paper inappropriate style that is required.
[bookmark: _Toc101547772]Time Management Skills
Time management means using time efficiently and productively. It is not simple to complete every work within deadlines. It is a kind of art that needs to be mastered by the students and others. Time management skill is not only required for the students but also it is needed in every aspect of life (Sainz, Ferrero and Ugidos, 2019). Students should complete their huge tasks at the appropriate time without feeling any stress. It can sound simple but it is the hardest skill to develop. Some students use many time management tools to complete their tasks in time. Students should also need to identify the difference between important and urgent work. If they can master to understand this they can develop time management skills very quickly. There are many ways to improve this skill that is discussed below.
· Keep Organised: Time management is not just about prioritising important work; it is much more than that. Non-tidiness can be a real distraction for the students. They need to organise everything to complete more tasks in a limited time. It can also be depressing for the students to be unorganised (Adams and Blair, 2019). An organisation can improve the motivation and self-esteem of the students. Students should make different piles and name them to throw away, give away and keep. They should keep those things that are important to them (Rimmer, 2019). They should give those things they will no longer need and someone else can use them. They should throw away those staff that are no longer needed.
· Create To-do List: Students should also create a list of the jobs they are needed to do next. They cannot forget anything in this way.
· Select Best Moment to Work: Students should choose an appropriate time when they are most productive and they should allow the most difficult jobs for that time.
[bookmark: _Toc101547773]Public Speaking and giving presentations
Public speaking means presenting any idea or argument in front of the listeners and engaging them. Giving a presentation and public speaking is a kind of soft skill that every person should have. Students need to develop this skill as they need it in their academic and professional careers (Salem, 2019). Students need to give a presentation and public speech in front of the professors and other students many times in their academic careers. They also needed to develop this for their professional career as well. The recruiters of organisations also prefer this skill for employment. Giving a presentation and public speaking skills can be improved by improving some other skills that are discussed below.
· Communication Skill: The most important public speaking skill is the communication skill every person should master. Dictation is very important as the need to understand every word properly. Some other important aspects that need to be improved are talking speed and voice control.
· Clear Articulation: The students need to pronounce every word properly and clearly. They should avoid some verbal crutches like "ah" and "um" in their speech. It can distract the audience and it will not clear their thoughts (Herbein et al., 2018). The students should develop a rich vocabulary and use proper words in their speech. It can also give the students more confidence to speak in public.
· Presentation Style: Presentation style is also very important to develop for the student to improve their public speaking skill. Any boring topic can be interesting with a good presentation style. It is also important to improve body language, vocal tone and facial expression to develop presentation style.
· Confidence: Confidence is the most important aspect of public speaking skills. Many students cannot give a good presentation for their lack of confidence (Chollet et al., 2018). Some students can publically speak in a small crowd but lose their confidence in front of a large audience.
[bookmark: _Toc101547774]Personal Reflection on the Presentation
The individual presentation is created on the academic and employability skills that an employee should have. The employability skills that are needed to develop a career as Human Resource Manager are discussed in the presentation. A career in HRM needs many professional areas to develop to have success. Some skills that are needed in an HRM career are public speaking, time management and so on. I have learned about some skills and improved some skills that will be helpful in my chosen career. These skills will help me to resolve multiple problems that I might have in future. I have also other skills while improving my presentation and public speaking skills.
Personal Analysis-
· Description: My skill can be improved by managing events and planning sessions. My time management skill is decent it can be improved to do more assignments with productive work. I can learn more time management tools to further improve my time management skill.
· Feelings: I have a great feeling while doing this assignment. I have acknowledged that my public speaking skill very good and I usually do not get nervous while I am speaking publically.
· Evaluation: I have realised that my team management skill is good and I can establish a good bond with other team members. I can also resolve problems efficiently and quickly. These skills will help me to get success in my chosen career.
· Analysis: Some things like financial incapability can create obstacles in my future career. It can become a barrier to getting my success in the HRM career. I can communicate with others easily and efficiently but still, these skills need to be improved.
· Action Plan: I will do more practice with some time management tools to improve my team management skill. I also work on my listening skill with my friends and family members to improve this skill.
[bookmark: _Toc101547775]Recommendations
Academic and employability skills are very important for the students to develop for their academic and professional careers. There are many skills students should improve for their employability in future. The recruiters from the organisations always look for these skills in candidates. It is a great way to impress the recruiters if the candidates already got the skills that are required. Academic skills are also very important to develop as they can help the students to get better marks in their assignments and examinations. Both academic and employability skills and their importance are discussed in this report.
[bookmark: _Toc101547776]Conclusion
In conclusion, it can be mentioned that both academic and employability skills are very important. Students should acquire and improve these skills for their academic and professional careers. Academic skills are important to get good grades in examinations and create good assignments. Employability skills are very important to develop as they can help to get good job opportunities and get success in your career. Organising study skill is an academic skill and it is very important for the students. Students need to organise their study space to not get distracted. Academic writing skill is also very important as they are needed to create dissertation and reports. Time management skill is also very important because they are not only important for the academic career of the students but also important for their professional career. Public speaking skill is also very important for the students in their academic and professional career. This report has been focused on academic and employability skills. So, the organising study skills and academic writing skills have been explained. After that, time management skills and public speaking skills and giving presentations have been described. Moreover, my reflection on the presentation has been elaborated.
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