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Introduction

In this report, my aim is to analyse five academic and employability skills and I will show why is important to have these skills at University and the workplace as well ,and also I will examine my own skills by using swot analysis and personal development plan to know what skills I have or I should make an improvement to get better in the workplace and to graduate .
Academic skills, are competencies that are gained at school, or should have been obtained in the time spent there, and are used by students to graduate successfully. Therefore academic skills are very important because it is the way students can expand their knowledge regarding academic life and result in a successful career.
Employability skills are personal transferable abilities which can make a person employable and can help an employee to have higher chances in a higher position at work. Also by using swot analysis, an individual can determinate what career to follow in order to be happy with the job. Therefore, I have chosen to analyse five academic and employability skills and I will show why it is important to have them and also I will establish the relationship between academic and employability skills.

Swot Analysis

Swot analysis is an efficient tool to understand your personal situation, which means that you can find out what skills you have got and which skills you need to improve. In particular, I found out that my strengths are problem-solving and team working, and that my weaknesses are communication and time management.

Communication skill

Firstly, communication is a way to exchange thoughts, ideas, opinions between people and it can be used through writing, speaking, also people can use body language to transmit information to the others. Communication is used everywhere ,at work, at home, at school because is the only tool individuals can express their ideas, thoughts and make connections with others.
Moreover, communication is an important academic skill for students at the University because is a way to understand lecturers, colleagues, also through communication students can learn essential things which can lead to the success of them, in this case, would be the graduation of the University. Every student needs to use a form of communication even if is writing, listening, use different tools like phones, computers, laptops.
On the other hand, communication is an important employability skill for the workplace, because it is an essential help when applying for jobs by knowing how to write cover letters, also when attending an interview .Communication it is a core value in a company because of it keeps a professional bond between employees and employers and creates a good image for that particular company. In addition, where the communication is disrupted within a company, it can lead to a malfunction of the business and in the end, it can result into insolvency.
 I think I have this skill, but I need to improve it because I have issues when I talk in front of many people and I tend to get nervous and also I need to improve my writing because I have some grammar and spelling issues. I can do develop my communication skill by reading books and check my mistakes.

Time Management skill

Time management represent the ability of an individual to manage and control time in an effective way so that students and workers can finish projects, activities, assignments in time. This skill can be hard to be gained in nowadays when day by day life is so active and majority of people need to divide time between work, social life, studies, and more others.
At University, students use time management to be able to finish projects, assignments, presentations. Nowadays, students are forced to have a job and go to University, so this skill can be the key to graduate at the University. Failing to have this ability, students are forced to restart the course year or they need to rewrite their assignments at modules that they have not pass and so students can loose time to get to the aiming point in their life.
On the other side, time management is an employability skill because employees can organize their time as so as they can finish projects in time, and also there can be so many situations at work when employees are faced to take quick decision to maintain the good working order of the business, also time management is a significant value for employees because it is one of the most important abilities asked by employers when comes in hiring someone in the company, also all companies have daily targets to be meet by their employees, so in this way, the company is performing well and make a profit.
According to Pareto’ rule ,eighty per cent of what an individual needs to do is less important then the rest of twenty per cent ,so that means that if you do the twenty per cent first it will be easier after to do the last eighty per cent of the activities or projects that have deadline, so I decided to use this rule to improve time management skill and it can help me to determine what is more in important to me do first(Koch,2017).

Problem-solving skill

A different academic and employability skill is, problem-solving. This skill is needed both by students and by employees because it represents the way you can give solutions when facing problems in a short period. The problem-solving process is based in four phases (Morgan,2017), the first one is an acknowledgement of your purpose and of what you want to gain after fixing the problem, the second one, is, understand what has caused the problem, the third, is finding of solutions and the last one is to choose the better option to solve the problem.
At university, problem-solving can be used by students when they meet issues when writing assignments, doing a presentation, students need to know how to react and resolve any problem that they meet. While for employees this skill is  essential key in their day by day work life, because they will come across problems that need a quick response and fixing, for example in these days, supermarkets employees need to find solutions for COVID-19 virus, because of the high demand of products, they had to put restrictions on the number of products customers can buy.
I think I have this skill , because when I face certain problems ,I usually like to stay some time and analyse the issue deeper and I do not jump to the first solution that it comes in my mind, and sometimes I some situations I ask someone with more acknowledgement to help me, also I like to help the others when they face complications and need solve the problem.

Teamwork skill

Teamwork is another skill that can be used by students and employees and it represents the capability of an individual to work in a team, efficient and understanding how everyone is and what qualities or flaws each student has so they can get to the same goal, also groups might vary, some of them can be small but enough because they have all the resources that they need to finish that particular project. Furthermore, Parker (2008) has showed that a group of people it does not represent a team, it becomes a team when specific individuals with the same acknowledgement are gathered together to work on the same purpose or goal.           
At university, this skill becomes important when students are asked to make a project or a presentation in a group, students need to create a bond to understand the knowledge and skills that each member from the team has it. According to Belbin(1981) teams work are influenced by two significant aspects, one is that the knowledge of each member regarding his contribution in the team and the second, the skills and abilities that each person can add to that specific project.
On the other hand, in the workplace, employees are usually given different tasks that are needed to be completed in a team to get the best results for the company. Teamwork is important at the workplace because it can create a friendly environment and helps employees to develop certain skills, like communication, listening, understanding of other employees skills and help them to use it.
I think I have this skill because I like to work in a team and contribute to my abilities also understand everybody's skills and acknowledgement and I can listen to the ideas of my colleagues.

Summarising skill

Summarising skill is the ability of an individual to summarise a text in a shorter text so that it will have main ideas from it, and also it will be easier to understand that specific text, which can be a newspaper, presentation or even a book. Summarising is used by people everyday to give a short brief of what they have done in that day ,or when they want to tell the story of a movie. Furthermore , summarising is an academic skill because it can be a tool for students when they are asked to succinct a book ,an article or when they are writing an assignment ,plagiarism can be avoided, and also it can be important in the process of learning new things because students gain more time when summarising.
On the other hand , summarising can be also helpful for employees because it is easier when you need to make a presentation at work ,workers can save time by delivering information  in a quicker way and be able to be understood by other co-workers. In addition, I think I have this skill but I need some improvement ,so I have decided to use the four stages showed in: Paraphrasing and Summarizing: – Summing Up Key Ideas In Your Own Words,(2020), and the first one is to read and understand a general idea of the text , then the second one is to check your comprehension of the text, after you take notes of it ,and the other step is to write a summary of the text and then the last step is to examine your summary.

Personal Development Plan

The personal development plan is a method that can be used by students to expand certain abilities that can be necessary or unnecessary for university, but it can become important when students want to see the progress that they have made during the academic year also Beausaert, Segers and Gijselaers, (2011) showed that students in secondary schools and higher education started to use portfolios to support their learning and facilitate certification. Moreover, according to Gibbs (1999), personal development plan showed that it can be essential in supporting learning, make it easier and help students to check the progress.
 The professional development plan represents the tool which, employees are using to develop their skills that need improvement, also in some cases, employers are interested for their employees to get better on a certain skill that is needed by the organization to function well.
I have also chosen to use personal development plan because since I have started University I realised that I need to advance on certain skills that I need at University and in my personal life such as communication, like writing, in specific due to a lack of correct grammar, so to do this I decided to read books and use online programmes to check my grammar.
On the other hand, another way for students or for an employee to find out what abilities they got is to use swot analysis, using a swot analysis it can be easier and can also determine an individual to improve the skills that are not ideal and help them to gain more skills that can lead to being successful.

Conclusion
 In conclusion, academic skills and employability skills are key factors for a student or for an employee to reach the goals they have and become successful in academic life and become more employable. In my report I have also analysed my own skills using swot analysis and I found out the skills that I have and the skills that need an improvement, so in conclusion, I have realised that I need improvement for the majority and I will use personal development plan to help me with develop all the skills because there is always a place to get better, and also I have shown why is important to have certain skills for students at University and for employees at workplace.
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