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ACADEMIC AND EMPLOYABILITY SKILL





	Executive Summary
The following report has focused on the academic and employability skills and the impact of the skills on the academic career of the learner. For this, different types of skills has been discussed. After that a SWOT analysis is done on the learner based on his present skills to evaluate the importance of those skills in academic life.
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[bookmark: _Toc39229152]Introduction
The following survey would include my thoughts and my reviews on my academic skils which is expected to likely help the students out there to have a glance on carrier building traits. It includes personality development traits, time allocation, prioritizing of tasks, maintain good polite behaviour and some glances over those qualities which are highly essential in service sectors. Both personal development and professional areas have been given proper sight (Abas and Imam, 2016).
[bookmark: _Toc39229153]Skills
Skills are simply the outstanding traits an individual could carry within himself or herself.  An individual with great skills and qualities may prosper in every sector he or she goes. It helps us to perform better in our lives in those areas where our hard work pays off. In the job sectors and service life, the person with basic skills is likely to get success more often and are wanted by many companies. It all makes our lives worth living (Ali, 2017).
[bookmark: _Toc39229154]Different Types of Skills;
TIME MANAGEMENT:
All the development processes the character building, the betterment process begins with a simple proper managing of time. From boyhood, it is mandatory to keep the child in the practice of proper managing of time. Punctuality is the key to every success. If a student knows the value of the time, he or she is ought to get success in life. Time once gone is gone it never comes back. Lost wealth may be regained by industries lost knowledge by study lost health by doctors and medicine, but lost time cannot be recovered by any means. If we look around, we see that the successful men everywhere are those who made proper use of every moment of their time. We also should take lessons from them both for ourselves and our nation (Gill, 2018).
DECISION-MAKING SKILLS:
In jobs areas, we are being left open to so many decisions which are so crucial for us our future or about the company we are working for. Thus, there should be a firmness a proper decision-making skill in every individual to carry out these process. The treat or the quality of taking a proper decision is the crucial thing in our lives. If we are not able to take proper decision at the proper time, then we can lose many things many events in our lives. A good employee is required to take the right decision away whenever there comes an opportunity to do so. Life without a proper decision is a worthless life. So, every individual should learn how to react how to proceed and how to take proper decision in his or her job lives.  A single decision could change our lives in the betterment or in worst (Jackson, 2016).
ACADEMIC SKILLS:
From infant, our elders teach us and let us read about the various story’s fictions and many more. It helps us to know the outer world by reading a book only. By reading our patience, increases we become more reserve learn moral values about lives. There are many books, which give us the utmost knowledge which further helps us in our job lives. We can maintain our patience level, which is a primary requirement for us (Keevy and Mare, 2018).
ESSAY WRITING;
From high schools onwards it has been taught to write essays on certain topics. It helps the students to build a vast knowledge on the topics that are being given.  It further helps the pupil in commercial areas and for the jobs that require a thesis writing on any topic that is being given. It helps to build confidence within the student and let him or her learn the unknown facts of all the times. I used to participate in an essay writing competition in my schools. this has helped me a lot in my practical afterlife onwards. I am now able to deliver a speech through my writings about any topics that are given to me. It helps in personality development as we come across many topics which change our lives morals.
Note-taking
Earlier the scholars used to take notes whatever their teacher teaches them, gave them the knowledge information and all. Whenever a lecture is attained the bright students very few ones believe in taking notes and going through it. However, nowadays students depend on Wikipedia instead of the words that the teacher delivers. One should go through the topic that is going to be taught in the lectures. This would help the pupils to understand the texts more precisely.  And gripping their knowledge that is being given. But this should be a simultaneous process of listening and taking the notes. Otherwise important points should get missed.
RESEARCH:
Researching with practical things around us make us more learnable of the facts the natural education the depth of the topic. Nowadays students often believe in searching through social media and putting their answers there. They don't go for real research work which may lead them to learn more about the topic about the happenings around us. I prefer using natural way out for researching and thus making my task or say the project more valuable worthy enough to be recognised as a good piece of work. Thus, often my examiners get influenced by my work and end up appreciating my work. This is how I slowly steadily approach towards my goal.
TIME MANAGEMENT BENEFIT
Time management is not only required for the workload but also beneficial for the health people around us and many more. Managing time makes a person disciplined and punctual. One learns to work on time and finishes the work. After finishing the work, the person can give time to his families his friends and most importantly his health. He becomes somehow more organised finding new strategies of completing the work within time. IT eventually makes him confident in his deeds. I follow this time allocation as it helps me to build my character and attain a certain mental piece of completing the work on time. IT helps me to focus on my healthcare and attain an appositive outlook throughout the day.
EMPLOYABILITY SKILL
The set of skills and behaviour that are highly required for employment is what stands for employability skills It involves soft and hard skills both willing to take up task’s foundations and many more. It allows us to communicate with fellow workers solve problems within the time understanding the roles of being a team member and all.  Personal qualities also influence. I believe to complete the work within the time showing enthusiasm regarding various working tasks.
[bookmark: _Toc39229155]Essential Employability Skill
The traits or the skills of conveying and receiving the knowledge ideas and information crucial in a workplace is what stands for foundational skills. It is the fundamental skill one needs to develop within himself. IT serves the basis of a foundation for supporting tasks and other processes. In-office one needs to show his greatest perseverance towards the work his dedication and the tolerance level. I always try to maintain a positive attitude towards my works and my dedication towards the task given to me. It helps me to acquire the idea or say the habit of completing the work on time
The skills that we regularly use while addressing words or communicating with other people both individually and in groups are all interpersonal skills. These include a wide range of qualities but mainly involve communication skills and listening traits. While working in the job sector it's very important to manage one's emotions. One should not permit its emotional subconscious mind to gain control over him and ruin the whole thing. This has helped me a lot in developing the polite calm behaviour to carry out with my other fellow members.
It is the ability to give and receive various information. It includes sharing new ideas, thoughts on the project that the person is carrying out. It involves listening and speaking skills in observing powers. I involve myself by asking questions following the protocols understanding and addressing skills. Expressing ideas clearly while carrying out a group discussion is necessary to portray the thoughts the ideas that we have. We need to cherish the ideas of using technology properly and learning through it. 
In job life the power the ability to solve problems is greatly needed. It refers to the thinking level critically to effectively solve problems. The ability to make a good solution for a particular problem within a reasonable period is highly appreciable. I generally prefer working in a cool mind state even in the chaos which will eventually fruit in working areas to solve problems.
The collaborative effort of many hands in a group to achieve a common target or to complete works at the job level or school or college is called teamwork. This environment provides an atmosphere that offers and makes stronger the bond between the fellow members or the teammates. It makes the worker cooperative and easy task to be completed. But maintain a good touch with all members are also required which includes good communication skills and habits. 
Legal ethics stands for proper governing professional behaviour which is subjected to jobs areas. It establishes the way of responsibility which are owed to the society or a particular individual.  Legal ethics quality makes a person well abled of taking responsibility for the actions made by him. In this way, the person becomes well aware of the protocols and procedures where he is working. I try my best to be a loyal employee through the maturity of my work.
Being a part of the skill set hard skills are needed for a job. It is acquired through formal teachings and education and training that includes school colleges and other institutions as well as job training. These are all listed for job postings and getting a job.
[bookmark: _Toc39229156]Some of the basic hard skills are:
1. Computer Technology
To efficiently run a company, it is required for a company to or the employees to be capable enough to run a computer. Because nowadays all works are being done through a computer. Software skills are also required to run a computer as the application-based works require this knowledge. For example, all works are done in Microsoft office, so the employee should know how to run them. Company’s hire those employees whose computer hardware, as well as computer software skills, are also present. The person with more computer knowledge is likely to get a job faster. As today's world is technical somehow it is required to have this trait within itself (Keiper et al., 2019). 
2. Hard Communication Skills.
Having a hard communication trait is crucial for a worker for productive efficient and improved works to attain the peak of satisfaction of a company.  It requires practice, education, and repetition. Hard skills are easy to produce as it requires degrees certificate and work experience. But soft skills are wholly a behaviour trait. But making it a successful trait requires a whole dedication level to acquire knowledge and education.  A degree with a good remark can take through a lot high peak.
3. Data Analysis
Analysing data is very important as it helps in further financial and economic sectors. Thus, managing resources that we get is efficient in our process of work. Whatever I get as my payment, I use it in various sectors. The employees should carry this trait to analyse the data that are being provided to them. It all adds up to the success of that company in a whole way.
Soft Skills:
For being a good productive worker the traits of being a polite employee are very important. Thus, maintain sober behaviour is important to get along with fellow people. 
Communication is the key to every problem. Without communication neither we can certain ways of communicating. Communicating in a conveying manner could help us to com express ourselves our thoughts and our liking disliking nor the person in front of me could. However, there are certain ways to deliver the speech to maintain a soft polite conversation.
Listening is also a trait, which comes under good communication. Sometimes I have seen because of the lack of listening trait properly people miss important discussions ideas. They want to lay their point of view on others instead of listening to them. This creates massive chaos. Thus while working in a group I always prefer to first listen and then communicate properly with my fellow group members. It has helped me to earn respect and love from my fellow ones.
There should be a way how we should deliver our words to the person in front of us. Even though the writing process we somehow show our way of talking, so it should always be noted that whatever we write should be in a Mannering way so that the person reading my text or say an article clearly get my perspectives and eventually enjoys the way ii delivered my words my thinking through my writing. It becomes more productive when a worker knows how to communicate with his peers. If he can explain politely and softly the answers to each question like who what was why he is likely to be a hot ticket. Though all these are necessary for good teamwork. Success is the result of multiple hands working together.
It is very important for me from my perspective that I maintain a sense of adaptability. Whenever things go wrong, I prefer being polite and generous to my peers rather being upset on them. All these are necessary for a growing student to make this quality a habit in them to achieve the rays of success in life
[bookmark: _Toc39229157]Swot analysis:
Strength:
My notifying strength is my regularity and my management power of controlling the situation under my influence. This makes me the best among the subjected working field and to my other fellow members. I am best in my field where no one can beat me. I do have that oratory skill of being a leader.
Weakness:
  In context to this, my greatest weakness is my diplomacy skill.  I need to redeem that area for the betterment of myself and the future of my group and company. 
Opportunities:
As per scheduling of the skills for a development plan which includes barely soft skills, hard skills, time management skills and negotiating power, all help me to carve a better future with success.
Threats:
As my weakness suggest my negotiation is very weak somehow. Which in turn may cause harm to the future of this company and eventually to my business and my carrier. This a threat I need to remove out and rectify as soon as possible.
[bookmark: _Toc38653238][bookmark: _Toc39229158]Personal Development plan:
No amount of improvement and reconstruction in education will bear much fruit if one's schools and colleges are undermined by indiscipline. The first thing necessary is to fix upon a noble aim. Students should bear in mind that man is born with the spirit of God in him. So, he must be true to this divine spirit. The most important thing is character and personality development. This education should compromise not only book learning but also proper training of the mind and heart and building up of character. I was a student genuinely believe that to achieve something great in life the charity should begin within ourselves.  I believe in marinating personality development. For that, I first judge down all my negative traits and then focus on them to make them positive. I kept working on my college days on the fact of personally developing my character, prioritizing my tasks accordingly and maintaining a time management schedule (Tentama and Abdillah, 2019).
 The next thing in importance is the acquisition of knowledge, which is the secret of success. Students should study hard to acquire as much knowledge as possible, otherwise, they will feel quite helpless in the struggle of life. For that acquiring knowledge is very much important as much as character building. In olden times pupil used live in their teacher's house to keep themselves out of any bad companies. But that isn’t possible, but what is in our hand is to distance ourselves from the things which may sway us from our aim. We need to focus on acquiring the facts which are still unknown to us. The ocean of knowledge never finishes so there are many things which we are supposed to know. In this way, we can be true to ourselves. As per my concern, since I have never indulged myself in any kind of political issue, I believe that students in their growing life should not focus on the outer world rather focus on themselves to build themselves as per harsh world (Messum et al., 2017).
Discipline is the very basis of progress in every sphere public or private. In the family, peace and happiness reign when the younger members submit to no authority and do what they like, the family becomes a den of discord and unhappiness. Every student must observe them if he is build up his character and prosper in life. The greater the discipline in a school or college, the higher is the respect it commands, and the better does it fulfil its object of training young minds (Ramisetty and Desai, 2017).
Nothing can stop the flow of time or call back a past time. So, it is the most valuable thing. So that no portion of this priceless thing may be wasted, people fix definite hours for definite works. That's what I believe in time allocation or say time management. I accordingly divide my tasks and do working on that. It helps me to cover each section on time with no regrets left. Want of punctuality reveals want of culture and is discourteous to me as a person I fail. Thus, since I have achieved somehow the path that is leading to my goals, I am sharing those for the benefits of students (Scott et al., 2019).
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So, till now what was being discussed, the holy grail was to help with the students to build up their empire. A student should bring a whole personality development to point out its weakest areas and redeeming them. For success in life, we should first think wisely and then acting accordingly. Patiently and firmly we should carry out our process. The foremost thing that a student needs to do is prioritizing of task and time allocation. In my turning hours of education, these two things were that all I needed to keep maintaining my focus over my goal. Once the object is fixed, we should not allow our aim to be swayed by any counterblast of suggestion or warning or by the difficulties that may come in the way. We must remember that too much thinking is another name of irresolution and irresolution means inaction and stagnation.
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