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    INTRODUCTION
This report aims to analyze various academic and employability skills. Basic knowledge of English language is needed by all students especially high school students. Academic skills are necessary when pursuing postsecondary education without remediation; the measure that is often considered as college readiness by many people. 
Deficiencies in basic academic knowledge are often listed by employers and these are often seen among employees when they try to write memos, letters and general reports, this report therefore shows the various skills that are needed to make a person employable and how some of these skills could be improved.
In addition, some employability skills have been highlighted by employers as the most useful skills necessary to survive in the workplace in the 21st-century economy. Some highlighted skills include critical thinking, adaptability to various problems and situations, problem solving skills, oral and written communications, collaboration with colleagues and other companies, teamwork, creativity, responsibility, ethics, and use of basic technology like computers in carrying out day to day activities. A lot of research have been carried out with many leaders in the world of business and industry to identify the various and most important skills necessary for an employee to succeed, and one of these was carried out  in 1990 on the U.S. Department of Labor Secretary's Commission and it was centered om achieving the necessary skills  which yielded the report "What Work Requires of Schools: A SCANS Report for America 2000," and recently, groups such as the Partnership for 21st Century Skills and the Society for Human Resource Management (SHRM) have also been considered.










                                                
SWOT ANALYSIS
SWOT analysis talks about a strategic planning technique used to help a person or a business identify its strengths, weaknesses, opportunities and threats in order to maintain a healthy business competition or to plan a project. 
My strengths in academic skills include communication, time management skills. Employability skills include: leadership skills, team working and critical thinking.
My general weaknesses include pronunciation, research, digital and paraphrasing skills.
COMMUNICATION SKILLS
Communication skills are useful when sending and/or receiving information and it deals with how we decode a message and give feedback to the person we are speaking with. Examples of this skill can be seen when trying to communicate our feelings or ideas or what is happening around us generally. When we talk about communication, we talk about empathizing, sympathizing, listening, observing and speaking. The differences in the ways different people communicate must also be understood as people from different walks of life have different ways of expressing ideas through facial interactions or expressions, conversations on the telephone and digital communications and communications which all can be verbal or non-verbal.
This skill is very necessary in the workplace and at the university as it boosts confidence, friendliness and increases respect. It also helps to understand nonverbal cues such as body language and eye contact and these cues are necessary especially when dealing with people from different ethnic backgrounds and a better understanding of this skill would promote friendship and respect among colleagues both at school and at the workplace. Effective communication is a very important tool in our daily life as it helps us when we are trying to do the necessary things in order to get the job done, build trust or increase the output of a group of people be they employees or colleagues. (Baker, T. (no date)) The usefulness of good communication cannot be overemphasized in achieving good output and maintaining good working relationships at all levels of business.
I possess this skill as i am able to communicate in a clear and concise manner, keep eye-contact when necessary and listen intently to other people which has been something that has helped me a lot in my job over the years as a social worker.

TIME MANAGEMENT SKILLS
“Time management” explains how one organizes or plans and divides time between specific activities and tasks based on the various factors such as deadlines and when the importance of the task. A Good knowledge of time management helps one work smarter and not necessarily harder so that one gets more done in less time which can be explained as minimizing time and maximizing output even when there really isn’t any time and pressures are high. Failure to manage time effectively damages your effectiveness and may cause unnecessary stress.
It is a very important skill in the workplace and university as it enhances problem solving, decision-making, multitasking and goal setting. At the university for example, tasks will always be presented that need proper management of time and this way, proper multitasking is required as the student has to manage time in order not to miss out on other courses or subjects. Considering the Pareto rule which states that 20 percent of your efforts at any given time end up producing 80 percent of your results or output. This is on of the reasons why it is very important to manage time in a way that draws ones attention to the principal efforts that in turn produce a wide range of results.
I possess this skill as I am able to prioritize, multitask, set goals and solve problems quickly and efficiently. The pareto principle, even though I had not heard about it in the past has been what has been guiding me in every part of my life directly or indirectly as I believe that for a person to be effective in life, the person’s time needs to be well planned and the little time invested into anything (good or bad) yields great results (positive or negative). 


LEADERSHIP SKILLS
Leadership skills which includes the ability to “lead” or guide other people, teams or entire organizations, it includes patience, empathy, positivity, dependability and active listening.
It is an important skill in the workplace as it requires you to motivate others to carry out their tasks and this is usually according to the programmed timetable. At the university sometimes, group tasks might be presented that requires many people to work together and in cases like this, everyone cannot be in charge so being a good leader at the university also helps as you can co-ordinate your fellow group members. Leadership is an important function when managing people or an organization and it helps in maximizing the efficiency and achieving organizational goals. This also means giving instructions to those under you on how they have to carry out their tasks efficiently.
I have got this skill because I like to consider myself as a good motivator, communicator and positive minded. The constant changes in the workplace and at school means a leader has to be ready at all times and very flexible and I consider myself to have these qualities that makes a good leader.
TEAM WORKING
Teamwork is the collaborative effort of a group of people who aim to achieve a common goal or to carry out a task in the best way possible. It can also be explained as a way of jobs that involve people who used to work in different teams or squads can be organized thereby making them carry out different tasks.
Team working skills include Organizational and planning skills, problem-solving, conflict resolution and rapport-building and it is necessary both at the university and at school as it helps different people be able to work effectively as part of a team. Collaboration within a group can go a long way in solving difficult problems which a company might be facing. Brainstorming is also an opportunity for team members to share ideas and arrive at ways to carry out tasks. By working together at school or in the workplace, teams can find the best solutions for every task. It is also important for creating healthy competition and promoting strong working relationships.
Personally, I am able to stay focused throughout presentations by avoiding irrelevant and unnecessary detail from team members which takes a high level of discipline and tolerance. Working with teams has also helped me grow in every aspect and it is something I always encourage everyone to do (be part of a team). I am a person who also loves a health competition because it helps me grow mentally and opens up my mind to a lot of possibilities.
CRITICAL THINKING
It includes rational and unbiased analysis of facts. It also means carefully examining something whether it is a problem, a set of data or a text, analyzing it and finding a solution. It includes observation, interpretation, evaluation and explanation. Employers also place the serious pressures on employee in order to test how they adapt and how they think critically. HR professionals and employees have often said that being able to adapt or being flexible as well as being able to think critically are of great importance now in the business world compared with many years ago.
This skill is very important both at the workplace and at the university because we are all faced with problems in our daily lives and problems never ends. Leaving the house on a daily basis means we are going to have to face situations where this skill will be needed and it helps to have it as it would improve our chances of being on the right track in everything we do. Critical thinking is important as it helps people and groups working together as teams to critically analyze problems and point out possible solutions that were not obvious at the initial stage. Furthermore, critical thinking helps resolve problems among colleagues or disputes between workers and clients.
Although i find it very easy to solve complex problems in the workplace by approaching them in a consistent and systematic way, I need to improve this skill so as to be able to detect inconsistencies and correct common mistakes in reasoning, also to be able to think open-mindedly.
PERSONAL DEVELOPMENT PLAN
PRONUNCIATION
It is a very important skill at the university and in the workplace because not pronouncing words perfectly can cause confusions in any context. I would personally love to improve my pronunciations by repeating tongue twisters, singing songs, reading aloud, doing fluency exercises and listening to podcasts in English which will expose me to the different accents out there and considering the fact that I already live in a country where English is spoken as a first language, I tend to improve on a daily basis.  
RESEARCH SKILLS
These are our ability to find an answer to a question or a solution to a problem, they include the ability to gather, analyze and interpret information about a particular topic. It is very important at the university and in the workplace because there will always be new information to be discovered and I intend to improve this skill by facing difficult and different tasks, providing solutions and handing them in to someone who possesses these skills for correction. I also intend to take online courses on Research and Development.

DIGITAL SKILLS
This is one of the most important skills in the job market today and it includes the use of computers or software like Microsoft office in solving problems. It is very important at the university and the workplace because everything is going or has gone digital and we have to work with computers every day of our lives. I intend to improve this skill by thinking about basic digital skills that all employees must have and concentrating on them. I will also reflect on how these basic skills tie in with my organizational goals and objectives because without digital skills, an employee is almost unemployable in this modern era.
PARAPHRASING SKILLS
Paraphrasing involves taking a passage – either spoken or written and rewording it. It means trying to use your own language using to express someone’s thoughts or messages. When we talk about a paraphrase, it is necessary to note that the idea and meaning of the original message must be communicated and this means that the main ideas must be expressed but the words must be your personal words. I will improve this skill by reading texts over and over to in order to understand it, write down my ideas or thoughts about the text while changing the order of the words in the sentence before comparing with the original.

This report was helpful as it has opened up my mind to understanding the necessary academic and employability skills needed for an individual or a student to survive in the workplace or the university.
[image: ]
It can be seen from the above job offer that this recruitment agency or employer requires a person with almost all of the skills above in this report for this particular job and not just this offer, there are several other offers just like this and some of them even require more skills than the ones listed above, this only goes to show that the skills considered in this report are useful for everyone.
Lastly, at the beginning of term, I had no idea how important many things I have learnt in this course would be, but now, at the end of term I have come to realize that skills are very important and this course is very useful for anyone as evidence has shown it that what employers and recruitment agencies need today is a mixture of everything and my interests towards the improvements mentioned in my personal development plan has really increased as I will definitely improve my skills where they might be found wanting.



CONCLUSION
Sometimes, pupils may not possess the required academic or employability skills when they are still in high school which is supposed to allow them be ready for their respective carriers without further education and training. More knowledge and idea in various skills considered in this report is often needed either immediately after high school or in the future and this usually depends on the career choices of the student in question.
Regardless of an individual’s path towards the future, knowledge in academic and employability skills is necessary for that individual to be ready for a career and face everyday situations among friends or in the workplace. 21st century high schools need to concentrate more on providing all students with a strong base in all areas so they can prepared for whatever live may bring their way because if students are ready from high school, they would not be surprised with the labor market when they are out there looking for a job.
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A fantastic opportunity has arisen to join a great company for 2.
Finance Assctant.

Postad by

Due o further expansion ofthe business, e are looking foran erge Recrufiment:

AT studier o inance graduate o o a busy Finance tazm i o

this job s Finance Assistantfocuing purely on the bolesale

(Tour Oparator)dvision of the business. re sobs fom
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development and enjoy 3 low turover of staf.

Conscious, an the ball, sdventurous and dynamic applizants sre
required for an amszing and lucrative career.

Set i an open plan offce and vibrant culture.

The purpose of the ol i to suppart the Senior Finance Anlyst, ensuring the sczuracy of inancial
information and that all desdlines ars met.

Duties and responsibilities:

The Seior Financial Analyst will manage, supervise and sllocate the oloving duties and
responsibiltes:-

“To ensure that all bookings are paid on time.
~Sending out and monitoring Statements for key accounts.

“Posting of payments to ledgers fo ratail and uholesale business.

“Ability to work to deadlines and under pressure is 3 key requirement of the role.

~General ad hoc accounts work within the Department. Good level of accuracy and attention to
detail.

oo knovladge of icrozoft Excal, Word and Outlook Email.
“Any knovledge of Sage 200 vl also be an advantage.

7o be = taam playar and sso be sble o ork on your o ntiative.
“Abilty to do overtime =2 and vhen recuired.

7o be vl groomed and dressad inthe ok place.

“To have a happy, enthusiastic and organised approach to your work, uhich can be demanding, but
revarding, during peak periods of the season.

A basic sslary of £16,000 per annum commensurate vith sxperisnce will be offerad and ravieued
‘annually in Decembar (commencing i 2015) with 3 one month notice period. Hours are 9,00 am to
5.30pm.




