                        Academic and Employability Skills


Student Name	Md Humaun Kabir
Student Number	1712646
Lecture Name	Anita Nan
Module Name	Academic and Employability Skills
Module Code	BMSK4001





Introduction:
Academic and employability skills are very important for the life and in the job place. Employability can be referred to the factors which develops anyone’s ability to get employment and maintain employment properly. Some of such factors are communication fluency, technical knowledge, problem solving capability etc. These factors which helps to achieve the ability to get employment are usually called employability skills. Employability skills can be different in different job according to the role of the job. Similarly, students need some skills which can assist them in the higher education where they can smoothly run their study with knowledge and skills. These skills are being called academic skills and have huge impact on higher education.  

Note: The purpose of this report is to analyses employability skills which I have, or I need to develop. The skills analyses are: communication, Time management, Innovation and creativity, Team work, technical and organization skills, Problem solving and Professionalism.

Communication: 
[bookmark: _Hlk534282857]Communication is very important part for the personal life, education or professional life. Communication is a thought, more than one people understanding. Communication can be verbal, non-verbal or written in form. It conveys some message to the receiver and ensures effectiveness. Here is a various kind of communication skills which is important for our life- Listening, verbal and nonverbal communication, friendliness, confidence and empty. Any business is quite impossible to do success without good communication skills. A successful business not only one person needs to communicate with the branch staff but also the higher authority of the company. In this situation, the employee needs to communicate with the team which can motivate them and control them when necessary, On the other hand, communication with higher authorities need more professional communication. Apart from that, in the business a leader needs to properly communicate with the logistics of the company. The communication must be precise and clear which can convey exact information. Moreover, the leader needs to be a good listener to his customers and can ask for their feedback also. Thus, a good relation will be developed with the customers through good communication. (Griffiths, B.A and Dunham, E.B. 2015)

Note: I am very passionate about communication skills and I like to use this skill with my personal and professional life. 


Time Management: 
Time Management is very important and need to be working very efficiently. Analyzing our daily workload can make us effective time management skills. We can assign our daily task either directly or indirectly in our professional or job life. We can be excellent time managers from our university study or from the job place. Perfect time management ability to control a suitable plan what we do our all activity without stress or tension, such as I get my work ready on time either for work or study. (https://study.sagepub.com/morgan)

Note: I would like improve time management skill from the study and from the workplace. I am also taking next step every week from my place to improve more efficient time management skills.  

Innovation and creativity: 
Creativity is the important of the new products service or process in the business. On the other hand, creativity refers to the ability to make new things with own idea. These are two valuable characteristics which cannot be seen among everyone. Branch manager need to develop business environment and make the business process attractive to the customers. With the innovation skill branch manager can create new process which can enhance the business operation and increase sales (Dubois, Bobillier-Chaumon and Retour, 2011). Besides, creative activities in the branch will attract new customers to the company. Customers always look for better service which can be created through innovation and creative power. 
[bookmark: _GoBack]
Teamwork: 
Team work is most important for the any business. Teamworking is the most important things in university or in the business. It is good to have this skill at workplace because team can share their information and getting more idea. The staffs of the branch usually make success for any business. To success in the role of the job, team needs to work well with the company. The manager needs to guide the staffs as his success is dependable on the staffs. Besides, the leaders also need to keep up proper relation to the company authority and managers to provide real time information about the business. I have this skill because I have experience about good team work and believe any business success by the good team work.

Note: I have gained time management skills from the workshop in my previous work place. I believe team work very important for the day to day life and in professional or job life. 

Technical and Organizational skills: 
[bookmark: _Hlk534279020] Software and applications are the part and parcel of a business nowadays. Sales tracking, inventory management, demand of products etc. data are being maintained by software and applications currently. In this context, these technical skills need to be possessed by the business leader. The employee needs to be expert on proper data updating and analyzing data. Besides, as a branch leader needs to surf the internet well and communicate through email and digital media platform with the company management and logistics and the customers (Feichtner, 1995). Customers prefers to communicate through social media nowadays and branch manager needs to be familiar with the platforms. This all skills I have achieved from my all ex job and various kinds of workshop. 

[bookmark: _Hlk534452192]Organization skills are very important for any business and all the works and processes need to be in the business. Organizational skills include, scheduling of work and vacation, running promotions, managing customers etc. The scheduling of the work time depends on the manager and he should pick the total demandable time for the business operation the employee is accountable for the vacation of the staffs and he should not give excess vacation to them neither worktime will be decreased. If I am a branch manager, then I need to take proper steps according to the situation like running promotion in annual occasions to increase sales.

Note: I would like to improve technical site for the business, from my study and from my job which I am working on this.

Professionalism: 
It’s very realistic for the personal and professional job life. The post of a branch manager is a senior job post which requires very good professionalism. Professionalism refers to the standard of the work and commitment to the work. Besides, professionalism also requires having the confidentiality character. As a Branch leader I need to maintain the whole branch, and, in this work, he needs to be always motivated. The staff also feel motivated and energetic when they see these in their leader. In the business I need to be very committed to the work so that the operation cannot be compromised in any situation. For business purposes, confidentiality should be maintained properly for the betterment of the company.

Note: Professionalism is very important for the life specially in job also in our personal life. I am improving and like to improve more from study and from my job life.

Flexibility: 
Flexibility very essential for the study, personal and professional life. Example in our study either class or assignment need to do, we shouldn’t say do I have to or not to do? We should do on time. A flexible student or employee means very positive and can get more accomplished when they get the task, or the job done. A person who are flexible and provide great job they are always recognizable and achieved their goal. Being flexible is very important for everyone. (Alison doyale, google updated 02.2018)




Commercial awareness: 
The role of the commercial awareness is to liaison with the team and the company authority, collect the products and services, sale them to the customers with good service. For doing these activities properly, the branch leader and the team needs to have good knowledge about the product and services, know all the processes properly. Knowing each steps of those activities is must neither works will not be done efficiently in time. If the employee knows and understand all the work process, he can apply them properly and make the business operation successful.

Problem solving: 
Problem will obviously arise when the business operation will run. New problems create with the change of any part of the business. Branch leader and the team have the duty to sale the products in due time and keep the business environment good (Marsh, 2012). To maintain this smooth business operation, branch manager needs to identify those problem creates time to time. The manager needs to be efficient enough to find the solutions of the problems and apply them properly. Fast identification and solution of problems can save huge time and money for the company.

Initiative: 
A business runs one of the parts of the business in a sense. In the field his job, A leader is the head of the branch which allows him to take the decisions. Business leader needs to take new decisions and apply them for the benefit of the company. Situation will demand many twists in the business operation and the manager must react according to the condition (Hind and Moss, 2011). The rules and regulations should be maintained in the course of the work but initiatives like taking promotional activities, offering special customer service to loyal customers need to be done by the branch manager.

Adopt new technologies: 
Current world is a world of technology and invention where everything is being done by the hep of technological systems. Technologies are being implemented in business activities and operation. Branch manager need to be aware of the technological part of the company and the branch. Any changes of the current technology in communication, production, analysis, reporting, operation need to be granted with happy mind and adopted those technologies fast by the branch manager (Atasoy, 2011). Technologies make business processes fast and help to get good business growth. So, the more efficiently the manager will adopt the technologies, the fast the business will run.

[bookmark: _Toc531649242]
Conclusion:
People who is eager to join any job they must have to get proper knowledge about employability and employability skills. Without the employability skills, it is very hard to get a job and sustain in the competitive world of job market. So, development of the employability skills is the only way to make anyone fit for better career. Skills like communication, personality development, organizing capability, technical skills etc. need to be developed during the student period so that the learning and experience can help them in the career time. If people can develop the necessary skills and implement them in their job life, they will surely get success and a sustainable career life.

[bookmark: _Toc531649243]
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