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Academic and Employability Skills
Introduction
 	For a young individual, opting for degree courses and looking for employment, it is essential to have a specific set of skills to make a standout. This set of skills include academic as well as employable skills that help in polishing a person’s personality and, learning and performance abilities. Academic skills can be referred to as a set of skills that must be attained by an individual, to improve learning capabilities by understanding, sharing and questioning the given knowledge. Academic skills give students a sense of confidence and independence to learn and grow effectively. Ability to speak, critical thinking, excellent understanding skills and many other not only help students while learning for a degree, but it also provides better employability options (Gysbers, 2013). Employable skills can be explained as a set of refined skills that make a person desirable for employment. Having the right technical expertise and adequate subject knowledge is vital for employment. Still, along with that, good communication skills, motivation towards work, teamwork and individual working skills, etc. are a few that provide an edge to the person over other applicants (Smith and Comyn, 2003). An individual with good academic knowledge and a specified set of skills is attractive for the employer. This report talks about various important academic and employability skills that a person requires. 


Discussion
Communication
 	Better communication is important as both an academic skill and an employment skill. Being able to talk and convey your message to teachers, bosses, fellow students, and colleagues is very important. In this technological era, a person, whether employee or student, must be able to communicate through different mediums such as phone or online calls, messaging, and social media.  Communication skills, being a broad umbrella of skills, includes a set of subskills that a person is supposed to have to be a better communicator. The first one being listening skills. To learn and develop an understanding of a concept or the task a person is supposed to do, having excellent listening skills is vital. Being friendly and respectful towards others develops a healthy learning and working environment for everyone. Being confident while interacting with peers, colleagues or supervisors gives an impression that the person has a good understanding of the topic being discussed and develops a sense of trust between both parties (Doyle, 2019). 


Time Management and Punctuality
 	Time management skill is one of those skill set that, in general, is very important for every employee’s performance and wellbeing. Time, being a very valuable and limited resource, it is essential to use it wisely, in a way that maximum results are obtained from the employees and working extra hours can only increase the frustration. It is essential to understand the difference between being busy and being productive. Having proper time management skills, enables the employees to be more productive, get more things done in lesser time, feel less tired and stressed due to work pressure and feel confident about themselves. Along with that, it adds value to the work done. A piece of work, no matter how good it is, has no use if it is not completed timely. To attain this skill, it is essential to know where the time is being spent. Understanding and evaluating their daily activities can give an insight into an employee, of how and where the time is being spent. Analyzing the importance of those activities and including or excluding them from routine can help in achieving time management. Furthermore, it is important to prioritize tasks. A study by MacKenzie (1990), suggests that it is important to differentiate between tasks that are ‘important’ and tasks that are ‘urgent’ (MacKenzie, 1990). Another research by Covey et al. (1994) suggested that tasks should be prioritized on the basis of their urgency and importance based on the matrix model they presented (Covey et al. 1994). After prioritizing, it is essential to plan and schedule the tasks on a priority basis to get better results in lesser time (Pluta and Wójcik, 2015) (Adebayo, 2015)


Motivation
 	Motivation can be described as an inspiration or drive that pushes the employees to perform. An emeployee can be motivated because of different factors, generally categorized as intrinsic and extrinsic. Intrinsic motivation is the drive that comes from within, and it is entirely personal. For example, contentment that the work is done correctly, any personal goal or target to be achieved, etc. At the same time, extrinsic motivation can be described as the inspiration that comes from external factors such as good grades, work bonus, appreciation from supervisors, etc. (Ahmad, Wasay and Jhandir, 2012). A motivated employee tends to perform better and achieve more. Shaheen, Noshaba and Malik, (2013), have proved that a motivated emlpoyee works hard towards the goal and hence, good quality work is produced. This increases the work satisfaction and further creates more motivation to perform even better. A motivated person tends to use all of his potential to perform, and that is the reason can produce maximum focused results. A motivated and dedicated person develops a healthy and dedicated working and learning environment around them. A person can build his motivation by developing confidence about one’s self and focusing on self-discipline. Psychologists say that well-disciplined employees tend to be more focused and motivated towards their targets. Employees who are determined towards their targets tend to push their limits and challenge themselves often to achieve more. Along with personal motivation, it is vital to develop motivation in peers and colleagues to develop a healthy working and learning environment. To motivate others, an employee must observe and understand what can be the factors that drive them and support them accordingly (Shaheen, Noshaba and Malik, 2013). 


Leadership and Teamwork 
 	Leadership skill is one of those skills that has the most widespread results. An employee is said to have leadership qualities if he or she is able to motivate others in pushing their limits forward and perform and achieve better. A leader, be it a team of colleagues at the workplace or fellow students in an education institute, helps his peers to grow together by polishing their abilities and achieve success. There are three necessary qualities a leader should possess. First, an employee must have an aspiration to be a leader. Leading a team is itself a responsible job, a person along with themselves, become responsible for others working under him. Hence, to handle the pressure as well as perform, a person needs to be driven to become a leader. The desire enables the employees to perform, to stay motivated, and give their best to achieve all that a leader has. Second, the employee must be committed towards the goal. To achieve more, and to motivate others to work accordingly, the person must be motivated and focused towards their target. It develops a sense of rigidity in the working environment and allows team members to stay focused, as well. The third and the essential quality of a leader is accountability. An employee who does what he says and when he says is accountable. An accountable leader at the workplace develops a sense of trust among his employees. A leader is supposed to be the role model for his employees, so being accountable develops a sense of accountability in the team members and other workers as well, which in return helps the company to progress (Training, 2010). 





Conflict management
 	When people with a different set of opinions come together, conflicts often occur. In an organization, it is normal to have conflicts between employees of the same or different levels. However, conflicts on a daily basis or more than usual are dangerous for the company and its employees’ growth. Conflicts can be loosely defined as a way of social interaction where the involved parties don’t agree to each other’s point of view. Additionally, it can be described as actions taken by one of the parties to affect the sentiments or actions of the other party negatively. Studies show that there are different types of conflicts that can occur within an organization. First, vertical conflicts that occur between the employee and the manager or employer. It occurs when the manager keeps dictating the employer about his actions instead of letting him perform independently. Second, horizontal conflicts take place between employees of a department or the same category. These may occur when a sense of discrimination is felt among employees. Third, Line staff conflicts occur between the line employees and the support staff of an organization. Fourth, role conflict occurs when the employee is unaware of the task to be performed, creating a sense of unworthiness. These types of conflicts may occur due to miscommunication or other reasons. To be able to resolve conflicts, the person must be able to understand the core reason for conflict and who are the ones affected because of it. Analyzing the situation would enable them to take appropriate interventions. Negotiating with the ones involved in conflicts, can in many cases be fruitful. Face to face, persuading or at times threatening the other person can help in solving and even in reducing the conflicts within an organization (Spaho, 2013).


Personal Experience
 	In this section, I have shared my personal analysis as to how important these skills are to prosper. Being a self-employed person, I have to manage my staff on my own, so having excellent communication skills, I was able to convey my message to my others with confidence and clarity in a friendly, firm, and respectful manner. I was able to develop a level of trust with others by being a good listener and paying attention to their concerns and taking actions accordingly. My analytical skills enabled me to read the changes in body language and moods of people and develop a better understanding of their needs accordingly. Being motivated towards my target has enabled me to grow my startup, along with that, has allowed me to become a source of inspiration and motivation for my fellow workers. Working with other employees, having good teamwork and leadership allowed me to develop a respectful and healthy environment for all of us. The problems faced by any of the fellow workers were properly taken into account and was solved accordingly. All my workers, including me, have a respectful and friendly relationship with each other and work coherently in resolving issues and conflicts. Through this analysis, I have developed an understanding that to grow independently, it is essential to help and support other people around in their growth. Individual growth depends on collective growth. 


Conclusion
 	With the world growing in terms of technology, population and demands for change, the competition has increased. To survive in this competition, it is essential for everyone to have enough knowledge and a specific set of skills that allows them to stand out, whether as a student or an employee. The report discusses some of the basic skills a person must have to perform better and achieve more in academics and employment or any other aspect of life. The skillset includes better communication skills, being motivated towards learning and performing, proper time management and being punctual at work, leadership and teamwork qualities, and the ability to handle conflicts effectively, amongst others. These skills not only assure the success of the person, but they also create a healthy learning and working environment, eventually helping others to grow as well. This report further supports the growth of the organization and hence the society as a whole. In the end, I have discussed the analysis of my personal employability skills and how they have helped me in simultaneously running my startup and growing towards better. As well as how effective they have been in assisting me in helping others grow and improve their lifestyles. 
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