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[bookmark: _Toc59479353]INTRODUCTION 
	Academic and employability skills are very important for organisation because they give knowledge and experience to an employee that helps to increase productivity and profitability of organisation. Academic skills are those skills that getting from school education whereas employability skills are skills in which employees use these academic skills practically in their job role. It is very important for organisation success and growth of business because it directly increase productivity and efficiency of employees. This report covers important topics and concept of academic and employability skills that helps to generate organisation profits (Wolff, and Booth,2017).
MAIN BODY
	Academic skills are the skills that gain from school education while students get knowledge. It is very important for students that they apply these skills in every place so that they get success and growth in each and every section. Whereas employability skills are the skills that are required in the organisation success and growth of the business(Rowe,. and Zegwaard,  2017) Actually academic skills influence employability skills, effectiveness of employability skills is depend on quality of academic skills. Some of the important components and topics that should be understand to improve and apply employability skills that are mentioned below:
[bookmark: _Toc59479354]Paraphrasing:
	I found when I was getting practical knowledge in workplace that gives me very important experience and knowledge’s. I analysed that paraphrasing is the rephrasing of statement with the use of new words. It is the activity in which person write the text again with the different use of words. I found that paraphrasing is important in students and employees life. In students life, when I was study in the school then I make many projects that requires rephrasing. Because the meaning of any particular topic can not change then it requires only rephrasing that means use id different words that doesn't change the meaning of that concept. It actually applies in every state and level. Meaning of any topic we can not change so if changes can be done for avoiding plagiarism than I thought paraphrasing is best for reduce plagiarism (Wandhe,  2020)
	In job roles I made many research report in which I rephrasing some definitions. For example, I was writing a definition of primary data that it is very obvious that meaning can not be change so I choose paraphrasing every time. It is best toolkit for writer who write essays and articles. It actually doesn't mean that we can steal someone's idea. It refers to give meaning with use of different words because the meaning can not change. So that's why paraphrasing is important for academic and employability skills. 
[bookmark: _Toc59479355]Summarising:
[bookmark: _GoBack]	I analysed that summarizing is the important topic for students that they should know about it. After study of many books and journals I found the right meaning of summarizing. Summarizing refers to give brief information of particular subject or topic. It gives the overview of topic that gives some important facts and figures that help to understand the whole topic in short way. It should be at half page and depend on the word length of topic. Summarising is very important for the students and employees life (Beas Collado, and García Agustín, 2018). I found that when I was studying in school life then my teachers give some project reports in which the first page is always of summary of the topic. Whereas in employment life I found that it is very important a long essay should be summarize so that employees understand the topic and concept. 
	I also found that summarizing helps to make the difficulty level of research report easy so that every person gets knowledge. Summarizing is the term that takes lots of knowledge of the particular topic and converted in small or short summary. In this topic I found that it is applicable in each state of life. It really helps to understand the meaning with the main points that are covered in the summary. For example, if a person gives 5000 words report that demands summary in which they give the overview of the topic and some important topics and facts. It is very important for the person life so that they can do easily task. In business world, no one read the long prospectus of organisation they consider only summary of report that gives the brief knowledge of whole report. I also analyse that academic and employability skills are very necessary for summarizing any topic. It requires lots of skill and knowledge because it is not easy task that anyone can perform. So, it is very important that every person should get the knowledge and skills that are required in making summary (Kanu, and Otemuyiwa, 2019)
[bookmark: _Toc59479356]Time Management
From the certification of higher education in skills for the work place I learnt that time management is an essential process and there is requirement of time management in every part of life. I learnt the meaning of managing the time like the real precious thing that is available with a person is time. The people who take time for granted face many challenges. Time management is important part in any employee’s life. To work successfully and achieve the goals of the organisation it is important to firstly manage time. By studying the module I came to know about the importance of time management which was previously not clear in my mind. Time management helps the employee to achieve 5the t6ask on time and leads to increase in productivity of the organisation. The organisation also wants punctual employees. There is relationship between punctuality and growth of the employee. As the people who work punctual in the organisation are recognised and needed. I also learnt that by managing time one is able to make balance between personal and professional life that is otherwise not an essay task (Gill, 2018). Employees normally fail to balance both the life and are frustrated. Also that taught me that it is not work burden that is over employees it is there mistake that they are unable to manage the time to do that work. The person who has ability to manage time normally is successful while working. 
	Time management is essential but other points should also be considered with managing time to be successful while working. Some people confuse time management with work management but both of them are different as work management is supported by time management but it is not possible and one can not say that by managing the time the work is also managed. Also, one of the key advantages that I take out from the module is that the people who are able to mange time feel less anxiety and remain happy. As they have there fixed schedule and they are able to mange their work. In organisation also they set daily targets with time limit that they can achieve the goals and targets on time (Husam, and Abraham, 2019). Also, it is very important for an organisation to teach time management to its employees to help them to achieve timely targets. The module related to time management was so good that it has helped me to develop and increase my knowledge that will help me in my further life.
[bookmark: _Toc59479357]Curriculum Vitae CV
From the certification of higher education skills, I gained knowledge about CV writing which is essential to get a job with a first impression of my own information. It consists a professional document whether in paper or online format.  In my academic skills, writing a CV is as important as to get a job at first place. Writing a CV is a complex and an essential task as it has to be perfect in all manner. Silly mistakes could lose a person’s impression in front of the interviewer. I leaned that curriculum Vitae contains my personal information such as name of parents, my permanent address, my education and qualification, my past job role and expected salary with post references. I also learned that these information’s should be in a proper format or structure with some basic rules of their listing like for say, educational qualification should have written in a decreasing form of passing year. Along with this, there are some important rules regarding putting expressions and salutation in the CV as they play a big role in showing our gesture towards greeting someone or treating with professional skills. This includes all the past educations, jobs, trainings, events I have attended in my life as it is important to know for the interviewer so that it could define me with my abilities and knowledge and to which job I will be suited the most. An attractive CV will reflect my accuracy and professional knowledge to work in a reputed organisation. It is correctly said that first impression is the last impression. (Gill,  2020).
 So, for that context, it is well said for a professional workplace where a person is judged by its knowledge, way of talking, writing skills, as well as its accuracy to express the things in a well manner. Some people. Apart from this, some people are not aware about its significance while going for an interview and work on it as in easiest way as possible which does not involve the facts and accurate details into the document and without being serious about its presentation. CV is the first thing that an interviewer look at before he/she meet the person and it gives them a sense  of image about person’s knowledge as well as its suitability at workplace. 
CV must contain more of professional language and use of attractive words which defines CV perfect expression of your message about yourself. Its as simple as that the way you treat your facts and information, the way in interviewer would create a lookout over it. Many individuals got reject at first place even without being questioned or possessed with rounds or interviews. It is only because most of the companies prefer perfection among hiring and recruiting individuals at their specified job roles. Sometimes, it varies from company to company, some of them only focus on individual’s knowledge and technical skills which filled their position. I personally wanted to write my CV with all my detailed history relating to my academic and extra curriculum activities which I performed during my graduation. That includes my skills of multiple spoken languages like French, Spanish as well as with good knowledge of mathematics and reasoning in problem solving criteria. It if vital for me to reflect all my extra ordinary aspects so that it would not get unnecessary efforts. A CV is an only thing which describes candidate whole life overview, what is was, now where it is, and how far it desires to go with the company. An interviewer could analyse a person’ s dedication towards working by looking at their CV.   So, I learned a lot about significance of CV in a job recruitment or getting posted to higher education. It worked at both the places where it could show their interests, experiences, qualifications, expectations as well as other personal details followed by contact details (Soe Thu, Saw, and Thandar, 2019.)


CONCLUSION 

	It can be concluded that in an organisation an employee should have skills and knowledge that are required for the job, the basic skills like time management, paraphrasing, summarising are so important for an employee. As by summarising they are able to take out the main points from a paragraph and also there is importance of paraphrasing as it is vital to eliminate plagiarism from the material without changing the meaning and time management is a important process that is followed by the employees and then they are able to achieve success while working. Along with this, writing a CV is must to get a job at first place with full of confidence and intellectual personality. This assessment showed the valuable facts of do’s and don’s of writing which could create much impact on candidate personality and being a cause of their rejection.
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