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[bookmark: _Toc55772424]INTRODUCTION
Approaches applied to learning are the academic skills that everyone needs to have while pursuing a career or a promotion. These skills are learnt in school during years and they are a statement of the fact that you were involved in studying and you acquired knowledge, theoretical and practical. (Robnolt, Valerie, Rhodes, Joan, 2014).
Employability Skills are the outcome of your projects, studies or previous work in matter of qualities such as communication skills, teamwork skills and so on. Even if the Academic skills are very important in order to be qualified to for a job, the Employability Skills are the ones that helps you to stand out among other candidates for the same role. Most of the employability skills are acquired during time from different experiences and they are mostly soft and transferable skills because you can make use of them and transfer them from a job to another. Because the employability skills are much harder to teach, companies want you to already have them when going to the interview because these are the most important aspects for them. (Skills You Need, (n.d.)).
Employers are seeking for people who has both academic and employability skills because they are capable to face the challenges in work. The Academic skills are empowering the Employability skills by adding value. For example, me as a supervisor, I have my academic skills from the courses and training I had done and they are highlighted by my employability skills such as leadership skills, communication skills, teamwork skills, positive attitude and so on. All the employability skills I have been acquired during time and I transfer them from my previous jobs and life experiences.

[bookmark: _Toc55772425]TIME MANAGEMENT – ORGANISING STUDY 
Dividing the time in order to be able to do many activities is defined as time management skill. This is a very valuable skill because when you need to do something at work or even when you are in University, you need to know how to organize the time in a way that you are able to finish the tasks in time. When time is a pressure you need to think smart and organize you time in order to work smarter and get the best outcome of it. If you develop you time-management skills you will be able to finish tasks in a shorter time which is benefic both for you and for the employer or professor. It may cause stress if the time management is not working well and for sure it is going in the failing direction of the task. The answer of “Why he can do the same things in time and I am not managing it ?” is the god time management skills which makes things easier. People who achieve high things and they are successful use the time management for all this by being effective, not just busy doing things chaotic. Time-management brings many benefits such as:
· Increases the productivity and efficiency
· Reputation is more professional when you manage to do things in time
· Stress level decreases
· There are more chances to advance when you use time-management
· Opportunities to achieve life and career goals increases

While there are benefits for the time-management, there are some disadvantages that the lack of time-management brings:
· Missing deadlines which makes you unprofessional
· Inefficiency 
· Quality of work is not so good
· Bad reputation
· Stress level is higher because of the chaos
             (Mind Tools, (n.d.)).
In order to increase the level of time-management skills you may do the following things to make it easier:
Delegating Tasks will help you with time-management because by giving to the team members things to do in order to accomplish the target, the needed time will be shorter so the work will be more effective and the members will be like a puzzle, competing each other for the main purpose.
Work prioritizing is the most efficient time-management tool. The purpose it’s to do a list with thing that need immediate attention so you can focus further on them. It is wrong to do irrelevant things just because they are less stressful, in fact they are just time-consuming with no good outcome. 
Schedule is vital in time-management process because as organized you are, more positive outcomes you will have. It is important to know when and what you have to do in order to be more efficient and motivated.
Deadlines keep you focused, motivated and also help you managing the tasks and the time.
Multitasking is needed to be avoided in order not to suffocate, so take every task step by step in the order you consider them important.
Start Early in order to have time for all your things in your schedule.
(Kukreja, 2020).
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Referencing means acknowledging the source you have inspired from. This applies hen you write something you have read from a book, article, website and so on. The referencing process in made in text – named in text citation and then it is linked in the Referencing list with more details about the paragraph cited. (U. of Kent, (n.d.)).
References are cited in order to give credit to the author for his work, to add credibility for the arguments used in the assessment, let the reader see from where you inspired your work, to avoid plagiarism and to demonstrate that you did research for the assessment. The referencing process has do be done in a correct way by students, otherwise their assessments will be downgraded. There are many types of references which can be used by students in the style asked by the lecturer such as Harvard style, APA (American Psychological Association), Chicago and Vancouver styles. In order to do a correct referencing, you must:
· Give the author’s name followed by initials
· Include the year of publication
· The title written in italics
· Information about the publisher
· Number of the page
· Date of access and the URL in case it is a website
(Skills You Need, (n.d.)).
Example of Harvard Referencing:
Basic- in text: Jones, (2019, p.98) or (Jones, 2019, p.98)
Two or three authors: Jones, Williams, Giant, (2019, p.98) or (Jones, Williams, Giant, 2019, p.98).
Four or more authors: Jones et al (2019, p.98) or (Jones et al, 2019, p.98).
No author: (Source of the citation, 2019, p.98).
No date: Jones, (n.d., p.98) or (Jones, n.d., p.98).
(Mendeley, n.d.).
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The public speaking and presentation skills have the purpose to give efficiency for presentations but also, they are mirroring the interest you have towards the project you did or you need to present. People who use to have these skills are easy to communicate with, they are open and confident about their selves and these are leading for an effective communication, while on the other hand, for someone introvert with poor communication skills there will be harder to acquire the public speaking and presentation skills.
Establishing a purpose is very important when deciding to speak in public or give a presentation of a certain thing or project and this is the set up for accomplishing something. The purposes may be general which can be meant to inform about something that is not so relevant for you or to help someone to acquire a new skill, to persuade, when you want to change an opinion of someone about a certain thing, to entertain someone or a group of people in order to have a good time. On the other hand there is another type of purpose, the specific purpose which means seeing the way to the target a journey and the target, the destination. The specific purpose has in it’s base three questions:
· Who or what I want to impact?
· What they need to do or what I want in exchange?
· When, where and how I want them to do it?
(Hit Bulls Eye, (n.d.)).
For example:
I want to give a presentation about increasing the quality of the products in my company and I want my team to be more motivated.
Who I want to impact?
Answer: My team 
What the need to do?
Answer: They need to research and pay more attention to details.
When, where and how I want them to do it?
Answer: Everyday, in the workplace by doing the proper research in order to develop our products.
A person with good presentation skills will have a plan in order to make it professional and follow accomplishing the target:
· Prioritizing and writing the first three more important goals is vital for any presentation in order to be able to be understood by the audience. 
· Clarify and see who exactly is the audience so you can adapt your presentation for the required level of education, to be sure the presentation will include points that they will easily understand.
· The major points must be listed in a way that at the end the audience to understand exactly what you want to transmit.
· The opening of the presentation must clarify what is this about, the benefits of the presentation and explains which is the main subject and purpose of the presentation.
· Be sure you will engage with the audience in order to pay attention and catch their looks on it and make them interested about it.
(Management Help, 2020).

[bookmark: _Toc55772428]CONCLUSION
The Academic and employability skills are some key factors in assuring a good job and further, advancing in the career. They help you to develop your knowledge and if you put some effort in studying everything is going on the right path. However, having only academic skills and professional certificates it is not enough for the employers who are seeking for employability skills, or transferable skills such as communication skills, teamwork skills, time-management skills and so on. I have learnt that I might focus on the transferable soft skills in order to add value to my academic skills and employers want to hire me. As I analyzed the time management skills, I may say that this one is the most important in order to be able to really make something significant during studies or in the workplace, for example to get a promotion. When searching for a job, employers are very focused on how you can make yourself understandable, how you can interact with your teammates and how you are organizing your time.  In order to accomplish you academic studies, the referencing is one of the most utilized skill after making an assessment or report and it helps you to give credit for the author or authors which inspired you in the making. Professors use to be very strict when analyzing the references and they may grow up a grade or decade it. Another important skills while academic studies or while at work are the public speaking skills and presentation skills which make your speech or presentation effectiveness. If people understand what you want to transmit then your mission is accomplished. All in all, all these three skills will add value in your CV, make you feel appreciated during University and they may be decisional factors in the hiring process.
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