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Introduction
Academic skills are essential for ensuring a prosperous academic and career life as academic performance affects career development as well. Eligibility of a student for higher education depends on a variety of factors. Student’s ability to read and write is not enough to secure good position in academic and professional sector. Different sets of skills are considered as essentials in academic life as well as in professional arena. Employability skills can be termed as the set of skills and qualities that makes a professional more efficient in the workplace. Academic skills are also the key determinants of professional or employability skills as employers search for skilled employees. In this report, different academic skills will be discussed along with employability skills.  
Skill
A skill is the potential to carry out an activity with planned results using a given amount of time, energy and resources. Skills can often be divided into domain-trendy and area-specific competencies. For example, within the area of work, some preferred skills might include time management, teamwork, leadership, self-motivation. A skill generally requires a positive environment and good conditions to enable the employees to prove and use it. They are generally essential to good performance in school and are considered important for acquiring high grades, and beneficial for gaining knowledge after the graduation. 
Employability skills
The professional skills like developed knowledge base, motivated mindset and time management are increasingly necessary in order to be successful in the modern workplace. Employability skills are generally considered critical qualifications for different jobs positions and as a result have become the most demanded attributes in the marketplace. Whilst attending university it is important that you take every possibility to enhance your employability capabilities. A degree may give you additional confidence however, in order to be successful in your job you will need to demonstrate a great number of flexible skills and abilities.

Soft Skills
Soft skills are personal attributes that enable a person to interact efficiently and harmoniously with other persons. Soft skills are a mixture of social competencies, interpersonal skills, charisma, professional tact and emotional intelligence. The Collins English Dictionary defines the term "soft skills" as suitable attributes for certain forms of employment that don't rely on received knowledge: they include common sense, the potential to cope with difficult people, and a high-quality flexible attitude." Communication skills are the most important soft competencies for an employee. The capability to speak through the spoken and written word is an imperative in all industries. Communication skills can be learned and improved with the right training. It may also take time for employees to learn effective verbal exchange abilities, specifically in case that they have a naturally shy personality. An effective solution for this weakness is public speaking. The techniques developed by talking to a huge crowd can be tailored for day to day communications and these lessons are generally very successful in building the confidence and self-esteem. 
Hard skills are capabilities that a person can have and prove in a measured way. Hard skills are process-precise and learned competencies. These abilities are those that can be acquired only through formal education and training. For instance, a degree from the university, fluency in a foreign language, mathematical capabilities may be categorised as hard skills. They are typically evaluated during the interviews to ensure that the candidates were sincere in their resumes.
Although soft skills play an important role in determining whether you’ll get the job, the hard skills are usually required to offer you an advantage over the other candidates. Therefore, the hard skills play a very important role in enhancing the employability of the workforce.
Soft or transferable skills -Communication( writing ,speaking, listening, reading ) ability to understand and give instructions.Working with a team, time management-punctuality/using time efficiently.
Transferable skills have an important role to play during your job interview, as you make your case for why you fit the new job so well, even if you don’t have the exact experience. Basically, this is a way of talking about skills you need for a job (to show you’re qualified) – even if at first sight it might look like you don’t match the required experience! Each one is a great place to highlight skills that you used while doing one job that you can easily use in a different job, even if the positions don’t look anything like each other.Some transferable job skills are fairly obvious – like typing, supervisory skills, customer service, team-working, instructions-giving, problem-solving, sales, or writing. But even with a skill like writing that seems like it might be easy to transfer, the connection is not always obvious. So you need to help them see it. In order to be able to understand and give instruction in a teamwork you have to own a strong “time management” skills. It refers to the way that you organize and plan how long you spend on specific activities. Failing to manage your time effectively can have some very undesirable consequences as missed deadlines, poor work quality, higher stress levels, bad reputation and so on. The ability to understand is very important as well, in order to have better results it is recommended to take notes, active listening, which means to listen not just to hear the task, ask questions and do a check list, then when you are done,be sure to review your work.


SWOT ANALYSIS and PERSONAL DEVELOPMENT PLAN 
A study undertaken by an organization to identify its internal strengths and weaknesses, as well as its external opportunities and threats.
For example in my case I had to suffer because of my character, because I could not maintain my position, I lost when I was ashamed to express my opinion But I had to win when my abilities to be positive, punctual and I could organize everything very well.
I hope to finish university, in order to have the opportunity to develop myself professionally




Academic skills 
Time management: In order to maintain the quality work in the organization, the first condition is to be punctual. Without managing time properly, it is quite impossible to any employees to ensure the better service to the company. The success of the organization is mostly depending on doing the task on time. The completion of the task within boost up the performance of the company and make the company successful in the true sense. The managers who have good time management skills knows about how handle the company’s matters properly as they know that the task will be completed in time. So the managers can take the proper goals for the company according to the time knowledge. This will help a lot to maintain the company properly (Williams & Reid, 2011).
Team work: Ability to work in a team is considered as a virtue of good student. Team work teaches student to work with different team members which makes them flexible. Team work is essential for students as it enhances the ability of the students to work in different setting and with different people. There are different types of situation that a student may face while working in a team. These critical situation can only be handled by team work experience of individual students. It is also a great medium of learning leadership skills as one member must lead a team and in order to do that, the leader must hold some specific characteristic.
Communication skills: An eligible employee must be able to communicate with the concerned body since communication is one of the key factors that fosters efficiency in an organizational setting. Employers prefer recruits who have higher communication skills because most of the organizational problems occurs due to lack of communication. Operations management of an organization relies on communication because central command of an organization regulates all the activities of field level activities. Employees who are able to perform accordingly and can communicate at the right moment are preferred by the employers.
Specific 
Research skills: Research is one of the most important elements of higher education. as long as higher education is concerned, research plays the most vital role in creating new knowledge and students who are capable of conducting research gets employed in a better position. Research skills enables a student to analyze different social and economic problems and find the best suitable solution for those problems which is one of the main aim of higher education. At the very first stage of conducting a research, student develop their hypothesis and then collect data from a variety of sources. After the completion data collection, students try to analyze the data using different methods and interpret the research findings using different theories developed by previous contributors of the field (Jolley, 2014). 
Effective note taking: it is one kind of method of gathering information from many sorts of sources. The information can be gathered from two main sources like primary and secondary sources. In the time of collecting data from sources the researcher needs to take notes which help them for conducting the report. Effective note taking do the researchers more professional and able to be aware of the things that happening all around him. By passing the time all the information will not being available in the memory so then it is quite difficult to memorize the actual facts or experience which are important to add. That’s why notes taking is the key factors for researcher to conduct the research (Jenks, 2011).
Using the library and the internet: if one wants to be more excellence in knowledge there is no better option than visiting a library or gaining knowledge from technology. As library is full of knowledge and information it helps to develop the individual thinking ability with ensuring many of the scholars’ knowledge. For conducting a research there is very important to go to a library and gaining the worldwide information regarding with the topics. There are lots of research books available and literature and magazines are also available which make the topic easy to research. On the other hand, internet is the big source of information. It is not only a big source but also reliable because there shows lots of genuine information according to the needs. If any matter finds difficult by someone then he or she go to internet and get the easiest information about the topics. So library and using internet is very effective source of collecting information with a view to conduct a research. 

Academic writing-essays, reports-using formal language 
An academic essay writing helps you to acquire skills in personal development, writing and editing. An academic writing is structured to answer to specific questions and show an understanding of a subject. You also have to be aware of your audience and respect the formal nature associated with academic writing.
This will also offer you the possibility to structure clearly your ideas and point of views which is a strong point in the business world.
Moreover those skills will be able to help you in your future employment you may have and a career that you may build.

Referencing and avoidance plagiarism 
Each university is offering the materials to read, make researches and then to use those ideas and informations into your own work and assignments.Preventing plagiarism is therefore extremely important. We should make clear where each idea, citation or information we have used and where they are coming from.Whenever you use an idea from a source, a reference to that source in the bibliography is necessary.
Paraphrasing
A paraphrase is a restatement of textual information in other words. The term itself is derived from Latin paraphrasis and from Greek παράφρασις, that means "another way of expression". 
When you paraphrase, you use your personal words to express thoughts that were written or stated by other person.
Putting it into your own words can clarify the message, make it more relevant to your audience , or provide it with an extra impact.
You might use paraphrased information to enhance your own argument or viewpoint. Or, in case you are putting collectively a report , presentation or speech , you can use paraphrasing to keep a steady style, and to keep away from lengthy quotations from the unique textual content or communication.
Paraphrased information must preserve its original message and sense. 


Summarising
In contrast, a summary is a quick review of a whole discussion or argument. You may summarize a whole information in a single paragraph or with a chain of bullet points, using your personal words.
People frequently summarize when original information is long, or to emphasize key statistics or factors. Summaries leave out element or examples which can distract the reader from the most vital statistics, and they simplify complex arguments, grammar and vocabulary.
Summarising increases time efficiency, enhances the understanding, and provides authority and credibility to your work.
Summarising is very important in academic writing. It allows you to locate the most essential points from a text and rewrite them in your personal words, in a more simplistic form.
Communicating and imparting statistics 
A presentation is a method of verbal exchange which can be tailored to various speaking situations, such as speaking to a group, addressing an audience at events or briefing a team. To be effective, the presentation has to be carefully tailored to the goals and interests of the audience it targets.
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Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

‘The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
tising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,” said Acting Secretary of Education Ted Sanders. ‘But
‘when you take earnings into account, debt should not be a hardship for most
graduates.”
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with 10 years ago but, when they graduate, their loan
are taking up a smaller percentage of their salaries.
A half of all graduates borrow some money, according to figures from the-
US Dept. of Education, up from 34% in 1977.
‘The government has been deliberately shifting the emphasis from grants.
to loans, and more students have been forced to take out loans because of
fising fees.

b) Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977.
‘The govemment has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

©) More money is being borrowed by students to finance college education
Half borrow some money, compared with 34% in 1977, according to
US Dept. of education figures. The govemment has emphasised loans:
rather than grants and rising fees have forced students to take out the.
former. However, when eamings are taken into account, the debs should
not be a hardship for the majority of graduates.

(d) More students (50%) are taking out loans to finance college education
than in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Govemnment policy. However, the proportion of
eamings needed to repay the money is smaller.





image6.jpeg
$33)snJj Jo pseoq

au) Aq panosdde Aj¥ainb sem juawpedap ay) peay o} Juapisaid ay} Aq pPjEUILUOU SEM Oym LBWOMY G
z€61 Aq saium Aq

Sme USHE) 313M SBI0B UOI[|IL 06 ‘1881 Ul PAUMO SUBDLIBLIY BAIEN JBY) PUE) JO S2I08 LOJIIW 8E| W0 ¥
Jajem eipx@

10 Ajddns e Aued sSABMIE pjnoYs 3U0 JBy) Smouy Uasag anefoyy ay) ubnoiy) UBALP JBAS SEY OuM auohuy ¢

(4

3A81|2q O} J|NIYIP PUNOJ BUS YDIUM 'LWIY PayIENE pey Jeaq e ey} june siy p|o} Auuoy

mou op Aay) se

puE SJ3J|ays SSajEWOY Y| jou op ajdoad ssafRLIOY |[B JO %S. 1BYl SWieR Jadedsmau |B20] v

:seouejuas Buimol|o} ayy 10) asesydesed umo inok ajuum

swa|goJd Jiay) INOGe 2j1m Ued SIU3DSAIOPE 1eY) SHUILY BULEW P
uepodw) BuIYAWOS 3jLm O) SI SJUSDSB|OPE SOW JO LWeaJp aul 1ey) Sana12q BUPEW 2
ajlymyuom s swajqoid Juaosajope inoge Bulum iey) sjas) eypep
swajqosd Jiay) JNOqe 3jum 0} ax|| SIUSOS3|OPE JY) SYUILL BUyUEw
1noge a1m o] juepoduwi S| Swajqosd JUBDS3|OPE JO ANSS! AU} 1BY) SYUIL) BULB G
peas aJowW S)|NPE S aSNQE 3JeJa|0l 3sNTE (BuIBjew INoge Ajisa) oum sSSP
Jlay) aSNQE 0} A|aX)| 210W AJB UBIPIUO S8 PASNQE 313 OLM USWOM

JBIP|IYD

san@sway) asnge
ayi| asow aJe BuNoA asam Aayl USYM SIBUIOW JIdY] JO asNqe 8y} Paniasqo oym UaWom %
q 0} Aj@¥1| 3J0W B8 SUSB) S JAUIOW Jidy) JO ISNQE BU| PISSBUIM OUM UBWOM
10U pIP OYM
\qe 21eJai0] ABLU BSNQE [BUIBJEW Passaulm oym spib jey) 1sabBns elep yoieasay  p
Ja121 s,26pnl ay) pawodjem Ainf ay P
121pIaA JUBLIWW ue Jo Padsoid ay) pawodam abpnl ay Q
1IpJan e je anue o} Anl ay) payse abpnl ay | q
panaijes sem abpnl ayj ‘ipsan i) pasunouue Anf ayj usya e
Jan S}l @dUnouue 0 Apeas Ajjeul sem Ani au) usym panaija) sem abpnl ayy
J DU} SB YINL SE 3%0p UMO SUBDLBLWY JO

)

L 153y
| A|Uo J0 SpUBY 3] Ul S| Yieam s,Ajunod ayi Jo

ylieam s A5unod ayj JO %0p UmO LU0oS
31 18 maB 0] S8nuiuod 100d pue you uaamiaq deb au) J
)y JO 1582 au) se Ayjjeam se sawi Oy 2/ %) IS8yol aul
Of UMD SUBDUBLLY JO Jua2sad UO 1SaYDdL 3U) 1BY) papodal usaq sey )| 'z

)

20S910P. JO %GZ P

ejosapenby o
Aepyuig

° ¢

4Mmo|jeq sedusjues oAy 8yj 0} Bujueaw U 3SeS0| aJe SPIUBIUBS YIIUM

m uieBe jueuBaid awooaq sIBYIOW
yuIq sanib siayjow Juaoss)

uny'Bujsesydesed)se /mpe Aund Aell'qamy/:diy woyy paydepe

ses|osax3 Buisesydesed





