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Academic and Employment Skills

[bookmark: _Toc25684711]Introduction 
The development of a career is based on academic and employment skills. These skills help people to handle real-life circumstances in their practice. Moreover, it also plays a big role in their career. This paper will present reflection about my academic and employment skills (Yousefi et al., 2017). In the paper, different type of skills which I have learned throughout my life in my academic as well as employment career will be discussed. The academic capabilities comprise of journalistic skills, social skills such as active listening, critical thinking, emotional intelligence and inner strength. Also, employability skills include communication, self-motivation, teamwork, responsibility, etc. 

[bookmark: _Toc25684712]Discussion 
[bookmark: _Toc25684713]Academic Skills
Academic skills are a combination of core skills, for example, presentation skills, academic skills, and referencing, which more crucial skills like reflective practice and critical thinking. Besides this, the basic skills needed for all people to perform certain work are writing, mathematics, reading and spelling (Yousefi et al., 2017). When individuals are confident of their basic academic capabilities, there are chances that they can obtain a steady benefit, income and several opportunities for growth. In my academic career I have learn diverse academic skills including conflict resolution, decision making and critical thinking that plays vital role in every walk of life (Barrow et al., 2019). 

[bookmark: _Toc25684714]Journalistic skills
I have done specialisation in radio media as well as print and acquired journalistic skills. The main capabilities which has been added in the academic skills comprises of interviewing, creating and writing stories, collecting news, writing various types of narration along with comprehending the method to produce new (Smale et al., 2015).  The core skills comprise of having the ability to generate writing that is both engaging and accurate. In the field of journalism, it is important to present information in such a manner that it attracts the attention of audience and persuade them to adhere with the material shared. Thus, my academic skills include capability to edit the information, check punctuation and grammar.  Beside this, I learn new ways to disperse the collected and arranged data through different platforms such as online, television, magazines and newspapers. Moreover, it is important for journalist to stay up to date with the information concerning to their field as well as others which they prefer to publish (Succi et al., 2019). There is always a readiness to read the information in me, whether it is on brochure, pamphlet or newspaper. 

[bookmark: _Toc25684715]Social skills 
I have done a diploma in and social work social administration. A social worker needs a demanding and diverse range of emotional, professional and cognitive capabilities (Tymon et al., 2016).  people who become a social employer enhance their academic skills. I also attained several academic social skills. Some of them are discussed below:

[bookmark: _Toc25684716] Active Listening
Main role of social worker is to listen to the clients effectively. This indicates that they need to reflect on what clients communicate with them. I developed my listening skills and through this it was easy for clients to interact comfortably with me. Moreover, active listening ensures the clients that they are being heard and understood by the social worker as well as developed therapeutic association (Wolff et al., 2017).  

[bookmark: _Toc25684717]Emotional intelligence
Individuals who become a part of social work practice possess high emotional intelligence (EQ). similarly, I developed my emotional intelligence when I was learning the course of social administration. It builds high level of empathy, sensitivity and self-awareness for others (Aziz 2017). 

[bookmark: _Toc25684718]Critical thinking skills
Individuals are complicated and most of the time clients need assistance when they are struggling or stuck in problem. Therefore, in the course of social work, I learned to develop my thinking on my own feet and think creatively as well as critically in order to help my clients successfully (Bryan et al., 2019). 

[bookmark: _Toc25684719]Empathy
I learnt that understanding others culturally, emotionally and intellectually is significant in social work. With the lack of empathy or understanding, it is not possible to assist the clients. Empathy is regarded as the capability to imagine oneself in their situation and to feel the other person’s experience. Like other skills, empathy can be easily honed and understood. Thus, it can be said that social workers need to be empathic naturally (Hooker et al., 2016). 

[bookmark: _Toc25684720]Inner strength
The work of social worker can be challenging emotionally. However, I learned that when social workers are dedicated, they need to take care of themselves psychologically as well as emotionally.  A good social worker can be a more effective helper to the clients if they take steps to reinforce their personal capacities and strengths (Succi et al., 2019). 

[bookmark: _Toc25684721]Employability Skills
Employability skills are also known as soft skills, these skills can be applied to the context of life and jobs (Pinto et al., 2017). Knowledge of the subject area and technical understanding are important skills needed for a job, but the employers are keen towards other skills set that can help in managing work efficiently; these skills are not necessarily linked with your job description but they can be considered as an add on in your profile (Thomas et al., 2016). 
Recently, I assisted in bathing, feeding and several in door activities. Earlier, my role was to look after 80 years old man. I used to take him for shopping, walk and prepare meals. It was my duty to give medicine to the old man as prescribed by doctor. Moreover, I have experience in operating the desk telephone along with handling the “Coach companion Scandinavia EU SWEDEN” finances.
All these employability skills helped me in multiple ways. employability skills such as oral communication, problem-solving, collaboration, organisational skills and written communication which were enhanced through performing the task on time (Pinto et al., 2017). Also, I have noted that a healthy and productive work environment relies on the employability skills which I learned through experience (Succi et al., 2019). 

[bookmark: _Toc25684722]Communication
Communication is one of the employability kills which does not comprise of various rousing speeches. Good communicators can alter their style and tone when talking to people. While I was working with as a caretaker I learned how to communicate effectively with the client. However, I recognised that communication needs to be performed in such a manner that the person who is listening can understand the depth of a conversation and take interest while listening. Apart from this, I also acknowledged that one who knows how to communicate can elaborate complex problems and give instruction to the clients and colleagues (Aziz et al., 2017). 

[bookmark: _Toc25684723]Self-Motivation
From my perspective, self-motivation and positive attitude towards work is considered as a vital skill for employees. This is because possessing optimistic behaviour and initiative to function is a must for all the work. Self-motivation demonstrates commitment and reliability as well as it ensures that the individual can work efficiently without continuous oversight by leader because the attitude towards work is what made the difference (Smale et al., 2015). 

[bookmark: _Toc25684724]Leadership
Another important employability skill which I learned while providing care in the nursing home is leadership. It is the integration of several other skills, for example, optimistic behaviour and outlook along with the capability to effectively interact. Leadership also encompasses motivating others and self-motivation (Succi et al., 2019). 

[bookmark: _Toc25684725]Teamwork
Like leadership, teamwork includes the integration of various skills like Communication, teamwork, problem solving, initiative and enterprise, planning and organising etc. Operating in a team to achieve a common aim needs interpersonal skills. However, in a team, it is the responsibility of the leader to understand every situation and take decision accordingly. As a receptionist and office assistance, I learned to listen carefully to the instruction given and follow accordingly. I have observed that listening is the strategy that is required to be taken in order to avoid arguments. Good office assistance is receptive as well as perceptive to the responsibilities and needs of other individuals (Smale et al., 2015). There has been a lot of learning that I have acquired while working with the care team

[bookmark: _Toc25684726]Responsibility
It is the responsibility of a worker to take better understanding about the dos’ and don’t of the job description so that decision can be made accordingly. Accurate judgement about personal skills comes under self-awareness skill, which is considered as most valuable skill as it will help in accepting the responsibilities that are allocated by the leader. Assertiveness may help an individual to deal with the excessive responsibilities if assigned by leader (Barrow et al., 2019). I analysed my responsibilities as a caretaker, data entry operator and receptionist and never thought to perform my work carelessly. 

[bookmark: _Toc25684727]Problem Solving
The skills of solving a problem do not need creative, analytical and critical abilities, but it needs a mindset. At times while working in a care work practice, patients and old individuals create a situation of chaos for example reluctant to take their medicine. Hence, these situations were confusion. As a care assistant, I have learned to identify a solution in difficult times. However, I also noted that problem-solving need teamwork as generally it cannot be done by a single person in an organisation (Hooker et al., 2016). 

[bookmark: _Toc25684728]Time Management
Capability to work under pressure and managing time effectively is a significant skill. There are several jobs which demand deadlines and rarely a high-risk factor. Thus, time management can help in execution of work under high pressure and tight deadlines. As a data entrant, my job was to issue tickets on time or else customers would usually become frustrated by standing for a long time in the queen. Even when I was working as a caretaker there were specific timings for each task which taught me how to manage my work my daily routine. For example, time to give food was set, medication, bathing timings as well for each client were fixed. I learned that workers who can handle their time and perform efficiently by organising their diaries or prioritising task generally meet the deadline (Jackson 2016).

[bookmark: _Toc25684729]In class exercises 
In class exercises, there were multiple lessons which were taught. one main important skill was paraphrasing. It is significant as it indicates that the source is well understood and can be written in own words. However, paraphrasing represents information and ideas which individuals have read. It is a vital academic skill as it also includes in translating the ideas of another person into different words. Multiple paraphrasing exercises have been solved in class which are present in appendix. By solving these exercises, I learnt how to paraphrase the material. There are major five steps involved in paraphrasing. The foremost is to read the passage again and again and comprehend its meaning wholly. The second is to highlight the main ideas behind the passage. Now, the individual can write the text version without looking on the original text. Once the new material is learned individual compare the paraphrased text with the real passage and make minor alterations to phrases which remain too same. However, it is also necessary to cite the source from where the idea has been found. 

[bookmark: _Toc25684730]Conclusion 
Academic skills include the ideas and concept that help individuals to improve career-ready capabilities. It assists the learner to choose their career. Each person needs academic skills to move ahead without remediation. several academic skills which I learned include 
On the other hand, employability skills permit an individual to make use of their academic skills for career growth. Employers judge communication skills along with the behaviour of workers while recruiting. Along with this, time management is another factor which helps to identify people responsibility towards work. Effective management of time boosts productivity, which means that people can complete their work before time even if they operate under working pressure. Thus, from the paper, it is evident that employability and academic skills both play a major role in career development.   
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