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Introduction 
Employability skills are very crucial for every individual to have. The skills allow them to ensure success in the future at any field (Pinto and Ramalheira, 2017). Therefore, employers of any sort of organisations seek these skills in the candidate so that they can hire the best talent for their organisation in order to achieve goals. Thus, the development of academic and employability skills becomes very significant so that effective performance of the individual can be ensured. Furthermore, several skills like communication, team working and time management and so on will also be discussed.
[bookmark: _emyqifm6oeaf]
Analyse:
Academic Skills

Definition: 
[bookmark: _Hlk26217369]Academic skills refer to a collection of study habits, learning strategies and other tools which helps and supports the students to generate and retain the knowledge that they learn from school and college. For some individuals learning is so much more than just getting an access to the information (Rowe and Zegwaard, 2017). Therefore, it allows the individuals to get masters in a specific concept and study. It helps in the future development of the people so that they can ascertain success in the near future. 

Employability skills

Definition: 
[bookmark: _dh2eixwbuh39][bookmark: _Toc25938147]Employability skills refer as transferable skills which are required by every individual in order to make them employable. It is a set of skills which are highly desirable and transferable which helps in turning an individual into a very attractive employee. It ensures the growth and success of the employees in their given field (Sumanasiri et al, 2015). Therefore, the skills are highly appreciated by the employers in order to hire an employee as it helps them to achieve their predetermined goals and objectives. 

The academic and employability skills which will be analysed are: 
Communication, Time management, Problem solving, Team working and Leadership.


Communication 

It is the most crucial skill which is required to be developed as it ensures them to easily convey their ideas to others (Matsouka and Mihail, 2016). It is the ability of the individuals to utilise while giving as well as receiving several in formations. It allows the individuals to convey their ideas, thoughts and important information to the receiver so that the work can be done smoothly. It ensures stability and sustainability in the workforce. Therefore, effective communication eliminates the room for misunderstanding, confusion and chaos among the people. 
The skills involve speaking, listening, analysing, observing, as well as empathising. It is also crucial to understand the differences between different forms of communications that is face-to-face interactions, digital communications, and formal communications, written communications and so on. It is beneficial in removing the conflicts within the workplace and also enhancing the overall performance of the team as good and effective communication ensures coordination. 
[bookmark: _Hlk26881800]This ability is important at the university, because students have to communicate daily with their classmates and their lecturer because the ability is a prerequisite of the process of building interpersonal relationships and social integration. Communication is essential in all aspects of life, but it is especially important at university. By communicating, you can easily avoid or solve any problem between student and lecturer and the learning environment is more harmonious.
[bookmark: _Toc25938150][bookmark: _GoBack]I consider I have the communicatione abilities because of the reality I impart as it ought to be with a broad assortment of individuals while keeping up top notch eye association, listening effectively and whit regard for other people so the messages hear into beneficiaries and my point of view depends absolutely on work environment input.



Time management 

It is refers as a process which involves planning and organising on the basis of time in order to perform specific activities and operations. Therefore, it ensures the individuals to work smartly so that the productivity and efficiency can be enhanced (Ruge and McCormack, 2017). It enables them to perform more work in a lesser time even with time pressure. Therefore, failure in the time management leads in the effectiveness and also it may cause stress. It avail a range of opportunities to the individuals to achieve significant life goals in the future. It also helps in ensuring good professional image and reputation of the individual in the market. 
[bookmark: _Toc25938153][bookmark: _Hlk26217019]In this way, time the board is an essential expertise which managers look for in the people. Time the board begins with dealing with one's very own individual, the fundamental driver of disappointment being simply the need discipline. A positive part of time the board is the way that these abilities can be scholarly. By putting a brief period and exertion in obtaining these aptitudes, you will end up being an increasingly powerful and gainful individual, expertly, yet additionally in regular day to day existence. 
In the work environment, time the board is impacted by close to home productivity, which is the reason time the board is basic for execution in a main position. Acing these abilities encourages you arrive at your objectives, set needs, make an outline of your undertakings, convey better, delegate, build up your innovativeness, better adjust to change, take advantage of it of time. that you have to improve the personal satisfaction and work associates. 
I have to improve time the board skills regardless I have to take a shot at them, it is vital to define limits at work, avoiding interruptions and addressing on if work are not accomplished inside the stipulated time ( Goetsch et al, 2014). It is additionally basic to avoid comfort at work and finishing the significant undertakings first.





Problem solving 

The problem solving skills refers to the abilities of the individuals to undertake the process to performing through the details and information of the issues and problems in order to reach potential solution (Luger, 2005). Therefore the skill may comprise systematic operations and the critical thinking ability of the individual. Therefore, there are four step methods which are used to solve a given problem. It is a comprehensive process. 
[bookmark: _w90crvsuzi07][bookmark: _Toc25938155][bookmark: _Hlk26217626]Therefore, the individual is first required to identify the issue which they are facing. Therefore, analysing the situation and generating the relevant information which would allow them to come up with a potential solution to the issue is critical. Thus, the problem solving abilities of the individual ensures smooth flow of work within the organisation and eliminating the conflicts. 
Problem solving skills refer to the abilities of individuals to undertake the process of performing through the details and information of problems and problems to reach a potential solution (Luger, 2005). Thus, there are four step methods that are used to solve a given problem. It is a comprehensive process. Therefore, analysing the situation and generating relevant information that would allow them to come up with a potential solution to the problem is essential. Thus, the problem solving abilities of the individual ensure a smooth flow of work within the organization and eliminating conflicts.
This skill is important in the workplace as well as in the university because any problem arises if you have this ability you can solve it easily and at the same time you can jump to the help of colleagues and lecturers and both the environment at work and at university would be more pleasant and with less stress. 
[bookmark: _Toc25938148][bookmark: _Hlk26217463]I think I have this ability, because in the workplace it was a big problem, like: a client was not satisfied with the services of a colleague and then I offered her my free services so as not to make complaints and bad publicity for the salon.





Team working  

Individuals in the workplace within an organisation perform teamwork when employees combine their skills, talents and competencies to achieve a common goal (Tymon and Batistic, 2016). The team working skills allows individuals to effectively cooperate and combine their athletes with other people so that it benefits the overall team to achieve a set and predetermined goals. It leads in the total progress of the people. Therefore, it will allow the individual to improve their skills in a team the personal development of the individual can also be possible. 
The capacity to work in a group is fundamentally identified with the capacity to perceive the aptitudes of others. Somebody who is unsure will feel compromised by the estimation of their teammates and will attempt to undermine their power and characteristics. Confidence is consequently a significant state of the capacity to fill in as a group. 
Above all else, the colleagues circulate their destinations as per what every one does. Furthermore, they appreciate genuine self-rule and control, so they can settle on the vital choices in regards to the accomplishment of the goals without soliciting the authorization from another administration authority 
Correspondence, exchange and the capacity to collaborate adequately, to react operationally to the requests of others, to have the option to innovatively process thoughts in the group and to give simultaneously, without egotistical help to others are the principle prerequisites, yet in addition characteristics of a decent cooperative person. Persistence and resilience are an extraordinary quality for the individuals who work in a group. 
This capacity is significant in the work environment since it has numerous focal points, the first and most evident being those identified with the positive full of feeling atmosphere that should fabricate a group. The individuals from a group know each other well indeed, cooperating to defeat the present troubles. The group implies direct and up close and personal correspondence, driving them to always accept accountability for their very own undertaking, in light of the fact that their inability to do so is quickly authorized by the gathering. 
I trust I have great group working capacity since I like to work with individuals, share the experience and thoughts, gain from others. I am great cooperative person, patients and appreciate fathoming the errands as the piece of the group.

Leadership

[bookmark: _Toc25938154][bookmark: _Hlk26216927]Leadership skills refer to the skills and abilities of the people from which they monitor the processes, take the initiative and motivate and inspire their employees to achieve the set goals of the organization. It is an essential component that managers and directors need to ensure careful decision making regarding the mission and vision of the organization. They ensure the proper allocation of resources to meet the directives. 
Therefore, effective and successful leadership skills involve the skills to successfully inspire, communicate, delegate, so that the organization can provide the option for greater success. Therefore, other leadership traits include trust, honesty, commitment, as well as creativity.
This skill is important in the workplace because those people with this skill have the ability to analyse the bigger picture so that greater growth and development can be ensured. Therefore, having leadership skills means having visions so that success can be established.
I think I do not have the leadership skill. I believe that I still have to work to attribute my leadership ability, because it would help me in what I want to do in the professional future.
[bookmark: _Toc25938157]

Conclusion 

[bookmark: _Toc25938158]From this study it can be concluded that employability as well as academic skills are very crucial for individuals. Therefore, it ensures the personal growth and development of the individual, so that they can become potential employees, so that they can achieve their goals. Thus, therefore, there are different skills under the employing skills, which is leadership and teamwork. Thus, skills under academic competencies include communication, time management, problem solving and helping individuals to be successful. Employers are also looking for these skills in their employees and candidates so that the company can opt for success.
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Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shacked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The

chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence s as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
The boss _cnneunces) Xt

P

2) He doesn't write to me as frequently as | wanted
Twish a0 wenly = £

Hhere wsitl Loonses o in the office.

wigcle &

3) We were concerned about her health
We had some _raechicc€ teshs fi(r

4) You
i

eren't careful

50 you made so many mistakes. (had)

shaf ueo o) net

50 many mistakes.

5) The council cut funding so we could not provide free parking.
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6) His proposal was a failure as it was t0o theoretical. (relied)
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7) It was Mary who stole money.
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8) He seems well-educated. However, he's not very bright. (although)
sed
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9) Universities place the burden of understanding plagiarism and attribution conventions on
students X

The responsibility for

10) 33% of adolescents who have one baby,
baby's birth. (third)
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