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Introduction 
  Developing our academic skills, like academic writing, time management, will set us to obtain a good knowledge in academic English and in the future will aid us to communicate effectively at workplace, with our clients and make strong business relationships. 
   At the same time, due to some techniques, like SWOT Analysis and Personal Development Plan we will learn how to be more organized, to evaluate our personality, to achieve career goals and become an expert in our field. 
Study the Academic skills are vital to dealing with assessments, to improve our writing skills, to make a Research and Note taking.

Definition of Skill
 What defines a skill? 
   Skill is the knowledge, practice, aptitude and ability to perform an action to do something well. Skill can be learned or improved.

Definition of Academic Skills
Academic Skills can be defined as a mix of skills which inscribe the process of taking new information, retaining information or dealing with assessments.
 









Definition of Employability Skill
   The expression “employability skill” means different value for different people, but formal, there are two definition of employability skill that is adopted in higher education.
  The one of them has been published by the National Union of Students and the Confederation of British Industry:
A set of attributes skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace- to be benefit of them-selves, their employer and the wider economy.
   This definition is concentrating on requesting employability skills in the workplace and here are missing two aspects: 1) You cannot be effective in a workplace without a job; 2) It does not focus specifically on graduated jobseekers.
   The second definition, from the Enhancing Study Employability Co-ordination team funded by the Higher Education Funding Council for England, contains this two missing points
A set of achievements-skills, understandings and personal attributes that make graduates more likely to gain employment and be successful in their chosen occupation, which benefits themselves, workforce, the community and the economy.
   Employability skills can be considered to be a variety of skills, values and capabilities that practical every employer is looking for in future graduated recruits.




 





  
Just as we don’t have exactly definition for employability skills, there is not a final list of what types are included the term. Anyhow, there are two skills that are listed key to whole employability. Like: 1) Hard Skills
                                                2) Soft Skills 
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Hard Skills
   Hard skills are teachable abilities or skill sets that are easy to sum. Usual the employability hard skills are often listed in cover latter or resume.
  Hard skills include:
· Computer programming
· A degree or certificate
· Typing speed
· Machine operation
· A foreign language.










Soft Skills 
  Soft Skills are subjective skills and are much harder to express also know like interpersonal skills, present the way how we interact with other people.                                                                                                          
Soft skills include:
· Communication.
· Working with a team.
· Time Management.

Communication
   Communication skills are the ability to communicate effectively with our managers, colleagues and staff are essential, no matter what industry you work in. Workers in the digital age must know how to effectively convey and receive messages in person as well as via phone, email, and social media.
   [image: ]
The communication skills will help us to be e a success throughout our career.









Working with a team
  Working with a team or Teamwork skills are the abilities that help us to work well with others through conversation, meeting or other collaborations.
   Teamwork skills are essential in our career success. Working well with colleagues, managers, clients and other people in our workplace can help us complete tasks efficiently while creating an enjoyable environment both for yourself and others. An organization is that emphasizes good teamwork skills is typically a healthy, high-functioning workplace.

Time management
 [image: ]
 
 Time management skills include a variety of skills that will help us manage our time well. Some of the most important time management skills include:

· Goal settings
· Organization
· Planning
· Delegation
· Stress management 
· Prioritization

                                                                                                                                                



 Time management is very important skill, how I say, help us to manage our time and in this way, we can achieve certain goals, for example maintaining our calendar, meetings and tasks or Being fully present and focused results from strong time management skills.
  Managing your time well also allows you to have space to be creative and proactive with your goals. When you have a specific time set aside to complete your tasks, you can also allow for time to think about the big picture for yourself and your company.

SWOT Analysis
  SWOT Analysis is an examination of us, by looking at our Strengths, Weaknesses, Opportunities and Threats.
  It has been used by businesses for many years as a strategic planning tool, because it helps to give you an all-round view of the organisation.
How to do a SWOT ANALYSIS and what include?
SWOT Analysis is a useful technique that help us to uncover opportunities that we would not otherwise have spotted. And by understanding our weaknesses, we can manage and eliminate threats that might otherwise hurt our ability to move forward.












Strengths:

· What do you do better than anyone else?
· What personal resources can you access?
· Which of your achievements are you most proud of?

Weaknesses: 
 
· What tasks do you usually avoid because you don't feel confident doing them?
· What will the people around you see as your weaknesses?
· Are you completely confident in your education and skills training? If not, where are your weakest?

Opportunities

· Are any of your competitors failing to do something important?
· If so, can you take advantage of their mistakes?
· Do you have a network of strategic contacts to help you, or offer good advice?

Threats
· What obstacles do you currently face at work?
· Are any of your colleagues competing with you for projects or roles?
· Is your job (or the demand for the things you do) changing?
   Performing this analysis will often provide key information – it can point out what needs to be done and put problems into perspective.







My Personal SWOT Analysis

	                                                            Strengths:

· I am creative.
· I have a lot of experience in accounting, logistic and marketing
· Good Personal Attitude.

	            
      Weaknesses:

· Gaps in English Language
· Emigration
· Lack of qualification in England



	        
       Opportunities    

· Degree  Certificate in Higher Education: Skills for the Workplace    
· I'm attending to be promoted on my workplace, for new position.

	                    
              Threats

· Coronavirus quarantine
· Financial Problem expensive live in London
· Competition, people who know better English language.











Academic Skills

  Academic skills encourage students to become more efficient learners. To study how to communicate effectively, how to write academically, how to make a summarising. Help us to evaluate our opportunities, to win our threats. In future to have presentable personality, with professional view, communication. 
  We need to understand that Academic skills is very important at our workplace or in the future career.
At my workplace we always use academic skills, writing a report or make a summarising on a specific meeting. And is very important to know how to manage your time, to be organised, to have a good communication with your team and like this we can achieve a good customer service.
I am working at Pret a Manger, hot chef and till counter, for example when we have meeting the store manager telling us an information about new products, or price growing. I need to make a report and tell to team members about changes.
A wrong information can make a confusion and late make our customer unhappy with our service.













Research and Note taking
  Research on notetaking indicates that taking notes in class and reviewing those notes have a positive impact on student learning. The more they record, the more they remember, they better achieve good result on exams.
  The most important function of Note taking skill is record information and aid reflection. Note taking is essential in many information-transmission situations. 
  And this process we are using daily in our life, at workplace. For example, we need to learn something new at our job, making notes help us to record this new knowledge and then make the things better, have good result.
   There are 3 effectives note taking techniques: 
1. Outlining- arrange major topics, subtopics, and supporting details
2. Mind-Mapping- very easy to get the information in and out your brain. A natural organizational structure that radiates from the center and use lines, symbols, words, color and images according to simple, brain-friendly concepts.
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3. The Cornell System or Cornell Method- was created at Cornell University and has been useful for many students in making their notes more organized and record very well the information. 
                                        [image: ]

There are some steps in Cornell System 
Step 1: RECORD LECTURE NOTES.
Step 2: REVIEW YOUR NOTES and CREATE YOUR SELF-TEST COLUMN.
Step 3: SUMMARIZE YOUR NOTES.
Step 4: TEST YOURSELF.
Stage 5: REHEARSE THE INFORMATION FREQUENTLY.
               Summary.








Academic Writing
What is academic writing? Academic writing is clear, concise, focussed, structured and backed up by evidence. Its purpose is to aid the reader’s understanding.
· Planned and focused: answers the question and demonstrates an understanding of the subject.
· Structured: is coherent, written in a logical order, and brings together related points and material.
· Evidenced: demonstrates knowledge of the subject area, supports opinions and arguments with evidence, and is referenced accurately.
· Formal in tone and style uses appropriate language and tenses, and is clear, concise and balanced.

Referencing and Avoiding Plagiarism
  When we go to university, we expect that we will read, write, make notes and then to use this idea, information in our assignments, to make referencing and not use the plagiarism.
Referencing is the process of acknowledging other people’s work when you have used it in your assignment or research… It provides the link between what you write and the evidence on which it is based.
Plagiarism is the act of copying or including in one’s own work, without adequate acknowledgement, intentionally or unintentionally, the work of another or your own previously assessed original work.





 Paraphrasing and Summarising
Summarising means to explain a text an idea, a report in short way.
Paraphrasing is a method to explain an idea in detail with our words but use the information from original source.
Communicating and Presenting information
 To present an information, is not just to explain, your idea in different way, like power point slides, or reports. You need to be able to make the connection with audience and send them a clear message.
Communicating skills are very important in our daily and professional life.
It’s can be in writing or verbal form and we need to focus on message to be clear and simple.

 My Personal Development Plan
[image: ]







       
     Conclusion
 As in Introduction, the Academic Skill is an invaluable aid in all areas of life, not just in our student process.
  Having a well developing Academic Skills, will help us to be more confident, productive at our workplace. We will achieve abilities in Time Management, how to communicate effectively with our team members, with clients or with our partners. 
  A good academically writing, we will now how to make correctly a presentation, to send a clear information.
   For me was a challenge, I have a lot of things to learn, but now I will know how and from where to start.
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