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Introduction
In this module we were introduced to Academic and Employability Skills, which are essential for your studies, to get or to keep a job and to achieve your goals. Skill is a set of developed talent, ability or experience needed at a workplace or used in everyday tasks. There are many different types of skills that can help you succeed at all aspects of your life whether it is in your career, school or even a sport or hobby. Some of them are emotional intelligence, communication skills, team working or problem solving and decision making. We can learn and develop skills at school, work or even from family and friends.
Skills are what make you feel secure and self-sufficient in life, and they are necessary for success. Almost any skill can be learned or developed with enough determination and practise
Employability and Academic Skills
Employability skills or also called soft skills, they are the core skills and traits needed in every job to make an individual employable and usually employers are often on the lookout for skills and characteristics that they believe are found in the most productive workers. These soft skills, such as the ability to interact effectively in a variety of circumstances, demonstrating initiative, imagination, honesty, and maintaining a positive work attitude, are essential in all industries. These are also considered as transferable skills because you can apply them to any job or industry.
These skills are what they believe will equip the employee to carry out their role to the best of their ability.
We define academic skills or also known as hard skills, as approaches applied to learning. They are usually important for academic achievement, considered essential for successful grades, and useful for learning throughout one's life. Academic skills are made up of fundamental skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice.
Research skills are discrete techniques that can be mastered and applied to any or several fields of study in a limited amount of time. They must be differentiated from techniques that are specific to a particular area of study (for example, music or technology) as well as skills inherent in the student, such as intellect or learning styles.
As a result, we recognise the importance of academic skills not only in achieving results on your programme of study, but also in seeking jobs.
Hard skills are usually teachable, soft skills, on the other hand, are much more difficult to acquire because they are generally personality traits and thus highly useful to employees. For example, if you are a detail-oriented software developer skilled in a computer programming language, you will be able to spot bugs and fix problems in the code you and your team write.
Time Management
Time management is the ability to use your time productively and efficiently. You might also think about it as the art of finding enough time to complete all your tasks without getting rushed. It seems basic, but it is much more difficult in reality.
With effective time management, you can take control of your time and get on top of your to-do list. Individually, time management allows one to grow and become more efficient and happier, so the consequences of good or bad time management in whole organisations are immense.
There are more than 50 time management techniques out there, for all the different personality characters, productivity issues and business needs. Based on research, I will present two effective time managements techniques: 
1) Setting SMART goals, consists in having aspirations and understanding where you want to go in life. The definition is straightforward, any SMART written target should be written according to the following guidelines:
· Specific – clearly defined desired outcome, what you want to achieve.
· Measurable – the actions taken to achieve the goal.
· Achievable – the goal must be real and achievable.
· Relevant – it must fit a bigger picture and you must know why you want to achieve something.
· Time-bound – a clear deadline for when the goal will be achieved.
2) The Eisenhower Method consists of standing out the important/unimportant and urgent/not urgent tasks: 
· Urgent and important (tasks you will do immediately).
· Important, but not urgent (tasks you will schedule to do later).
· Urgent, but not important (tasks you will delegate to someone else).
· Neither urgent nor important (tasks that you will eliminate). Neither urgent nor important (tasks that you will eliminate).
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	These activities usually get done.


crisis, deadlines, problems (answer to emails, phone calls)


	These activities are high impact. Make them a priority. 

relationships, planning, recreation
(exercising, calling family and friends)
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	These activities are deceptive – do not confuse urgent & important. Minimize these. 

interruptions, meetings, activities (booking flights, scheduling interview)










	These activities are usually a waste of time. Avoid them. 


time wasters, pleasant activities (watching television, checking social media)





CV Writing
What is the use of a CV and why is so important? CV is an abbreviation from Curriculum Vitae, a Latin word which means ‘’course of life’’. It is a one or two pages document providing information about a person’s academic, professional history and highlighting the best qualities for employment. 
Employers read hundreds of CVs, so it is essential to only include information that is relevant to the job you apply for, keep it brief and make sure it is easy to read. The main purpose of a CV is that the next step after the reading it, is to arrange an interview for the job desired.
There are some basic elements that are needed to be included to make good a Curriculum Vitae:
· Personal contact details – Your full name, home address, phone number, and email address should all be included.
· Personal statement – A personal CV profile is a brief declaration that highlights your core skills and differs you from the competition. Should be placed at the beginning of the CV briefly describing some relevant achievements and skills, while expressing your career aims. It should not be longer than three lines or two or three sentences.
· Educations and qualifications – It is essential to list all previous studies and qualifications in reverse chronological order. Mentioning the title of qualifications, starting with the most recent qualifications first and include the dates (month/year, start/end) and then the grades.
· Work experience - List your work experience in reverse date order. Include your job title, the name of the company, how long you have been there and main duties. You need to show the relevant skills and understanding gained from these activities.
· Hobbies and interests - This section gives you an opportunity to provide a more complete picture about who you are, however, including this will say a lot about your talents.
· References - At this stage, you do not need to include the names of your referees. You can say 'References are available upon request’. If asked for references, they should not be from a relative, personal friend, another student or someone who does not know you well.
It is important to consider that the person reading your CV might take only 10-15 seconds to decide on your chances of giving you an interview. For this reason, it is necessary to ensure you give only main details about yourself.


Cover Letter Writing
Sometimes a cover letter is requested to support your CV. It is an opportunity to amplify skills and experiences from your CV and really show employers why you are a great match for the job. The employer will learn more about you, your personality, understand why you are suitable for the job and what you can do for the company. 
The structure of a cover letter is divided into the following sections:
· First paragraph: Begin telling the employer the reason you apply for the job, the position you are applying for, where you saw the advertise and when you are available to start.
· Second paragraph: Explain how your previous job experience and skills match the requirements of the position. Summarize how these meet the company’s needs.
· Third paragraph: This is an opportunity to show your knowledge about the company. Cover why you are qualified for the role and why you are interested in working with the company. 
· Last paragraph: Or also called ‘’call to action’’, is where you can confidently confirm your interest in the company and express your desire for a face-to-face interview. Thank them for spending the time to read your email/letter.   

Applications should always include a cover letter unless the job advert instructs you differently.
Analytical and Critical Thinking
Critical and Analytical thinking skills are important for any organisation. It is about being creative and solving problems that benefit a company’s outcomes and incomes.
Analytical thinking is the ability that allows you to collect key information from data, to arrange, visualise, and assimilate data. They allow you to see trends, draw conclusions, and find ways to improve employee morale and company's bottom-line performance.
There are different behavioural indicators of analytical thinking:
1. Collects information and data.
2. Extracts relevant data in order to identify possible causes for the problem.
3. Explores problems critically by splitting them down into manageable sections.
4. Analyses data to assess and identify the problem's most possible cause.
5. Determines the rational, objective results based on the collected evidence, facts, and evaluations.
6. Identifies a course of action to prevent the issue from reoccurring in part or in whole.
It is important to develop your analytical skills o that finding solutions to everyday issues becomes easier. It helps you in determining the next steps you can take. This way of thinking will make you become more effective at work and contribute to the company's success.
Critical thinking is the capacity of taking conclusion by oneself. It is about not believing or accepting what you read or hear something without certain of being true, but always questioning the information, ideas and arguments you find in your studies. Is being capable of creating an opinion by yourself. 
Critical thinking is a cognitive activity, associated with using the mind. Learning to think objectively and evaluatively requires the use of conceptual mechanisms such as concentration, categorization, selection, and judgement.
Robert Ennis (1987), an American philosopher, identified a range of dispositions and abilities associated with critical thinking. These focused on:
· The ability to reflect sceptical
· The ability to think in a reasoned way
Examining the basis of our own views and logic is crucial because these are the key vantage points from which we can begin every critical research.
Conclusion
Skills are acquired by training and can be applied to a variety of tasks. They are critical in all aspects of life, can be extremely diverse, and are used in a wide range of contexts. Practicing skills will make you more confident in your workplace and taking chances in daily life.
There will certainly be a vast variety of skills that employers will find useful. – Each of us has our own set of talents, and as a result, we will each contribute something special to every organisation. It is important to understand how to recognise and apply your abilities. 
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