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Introduction-
The aim of the report is to analyse academic and employability skills which I have or need to develop for my career. We are living in a modern age where competition is everywhere. In that case we need to have good academic and employability skills. There is strong link between them. If we have very good academic skills but, on the other hand our employability skills are poor, we might face difficulties in our job. 
Academic and Employability skills-
Academic skills mean success in school, college and university. If I have very good marks in my certificate it could be consider as an academic skill. For example, I was very good in Mathematics at college level and I have very good grades in it. This is considered an academic success however employability skills also play a vital role in building a successful career. Being reliable and dependable, motivated to learn things, work under pressure, time management, decision making, problem solving and emotional intelligence etc are all considered employability skills. You may be able to apply for a very good job with your academic skills but if you do not have good employability skills or if you do not improve you may not be able to succeed in your workplace. To become successful in your career it is very important to develop employability skills along with academic skills. ( Skills You Need)
Summarising and Paraphrasing-
It is a short form of text where main idea and main theme would be writing in own word. Generally, to sum up original text in short form and as much as use the less sentence to make and show main idea. It is similar to make note. There are some ways to make it easy for example, highlight the important line, use own word but not own idea, correctly using main text etc. 
Paraphrasing is a form of text where all the key information from original text would be included but obviously changing the use of sentence structure and word. Main priorities on ideas not in words. It is also form of text to rewrite text meaning and idea in own words. Must write whole main idea may be in one or two sentences with deep meaning. Here is some way to write it better- understand the proper meaning of text with reading few times, highlight the main ideas and think it to write in own word, include the idea in a new sentence and finally when we finish the writing have to go back main document to make sure that the meaning of text not changed.
From my class exercise now, I have learnt about summarising and paraphrasing and how can I write it.

Communication Skills-
How we communicate with people is one of the most important aspects of employability skills. Having good communication skills is undoubtedly necessary to build a successful career. For example – if I want a promotion in my job and if I have good communication skills it would be easier for me to get my promotion. In my own experience I was working in a warehouse where clients came from all over the world. In this case my company gave the promotion to people who knew different languages. I learnt French and German when I was in school. That’s why I got the promotion. There are different kinds of communication skills.
Verbal communication: it means to speak with someone, writing letters etc.
Nonverbal communication- it means to communicate with body language, eye contact etc.
Listening- it is a skill that combines verbal and nonverbal communication. For example- when a child learns their first few words, they do not say it properly, but if we listen carefully, we can hear it very well.
Some personals skills help to build communication skills for example, improving your self-esteem, building confidence and managing stress and anger etc all are linked with building a very good communication skillset. (Youth Central, 2019)
Management- 
This is a skill that means I can manage my work in any time in any situation with someone or without someone. Being able to finish a task before a deadline. To organise yourself and consider all factors are very important management skills. Planning and staying calm in stressful situations are also important in improving management skills. For example, I am working in McDonald’s as a shift manager, from planning the hours of staff to controlling the stocks of the store everything is included in my job. Therefore, I had to manage all these things within my working hours. If I do not have good management skills, I would not be able to do the job. Or I would panic all the time. To improve management skills takes time. I can not improve them in a short period of time. There are some ways to improve management skills. For example, I can do an internship, take on new tasks and ask for new responsibilities, become involved with volunteer organisations, trying to have a plan for everything I do, make a to do list where I can mark my priorities. From my own experience I have a notebook where I put all my prioritized work first, all meeting dates, planning of work, etc all are noted in my book. Also, for my studies, time management is very important, if I arrive late in my class, I will miss important lectures and miss some points. Being good at time management is vital for a student, research has shown that “being good” is more than important. (Britton and Tesser, 1991)
 Management skills are endless learning experiences. I must always learn new thing and stay up to date on certain subjects. Then I can gradually improve my management skills.
Teamwork- 
When a group of people work in a place to complete a project or achieve goals it is called teamwork. Good and strong teamwork can make a business or project run very well. Communication and understanding each other are vital for teamwork. Listening to everyone’s ideas, sharing responsibility, helping others in my workplace are also part of teamwork. In my own experience when I was working in McDonalds, I was new to central London. There are always a lot of customer who come from different countries, so obviously their languages are different and some of them do not speak English very well. Sometimes I feel embarrassed, for example one day a customer came, and he was speaking French and I did not understand at all but from behind me, my colleague came and dealt with the situation because he knows French very well. This was a part of teamwork.
We are living in a modern age where good teamwork skills are very important. As we can see competition is now everywhere and without good teamwork, I cannot approach my goals. Teamwork is one of the most challenging skills, because it is not dependant on one person’s ability, but it depends on the whole team. Team working the same feature as groups but with some remarkable and important additions. “Looked at teams which were performing well and those which were performing badly and identified a number of key factors that made the difference between low and high performing teams”. (Katzenbach and Smith, 1993)
Problem solving-
We are facing countless problems in our daily and working lives whether at home or in the office. It is another highly sought-after skill in workplace. To find out the root of the problem, searching for alternative solutions, this is the key point of problem-solving skills. To give suitable solutions and handle the civics situation are also included in problem-solving skills. For example, sometimes we can see in restaurant clients arguing with staff because of the delay in receiving their food or the quality of the food. In this case they look for help from the manager to provide a solution, either offer a good explanation or refund it, it depends on their situation and policy. In this case the manager must be skilled at problem solving. There are many ways to improve your problem solving skills- to see how others solve the problem, to not hesitate to ask question to those who know better than you, learning from previous mistakes, searching for and reading problem solving articles, doing voluntary work etc. and finally using our brain to find out the root of the problem. (Durham University). As Albert Einstein said: “If I had an hour to solve a problem, I’d spend 55 minutes thinking about the problem and 5 minutes thinking about the solution.”

[bookmark: _Hlk17808569]Decision making-
This is a skill for which I must think carefully and wisely. In all kinds of jobs or businesses, whether it is small or big you need to make decisions. Selecting which employees to hire, which plans and policies to implement in order to improve the business. Taking risks to achieve goals are all included in decision making skills. That is why it is also highly sought after in all kinds of jobs and businesses.

Planning and organising- 
This is the ability to make plans and prioritize in order to complete a job or achieve a goal. Having a successful plan is the first element of any business or project.
“being able to articulate your abilities to an employer- not in a beautiful 
way but by giving evidence of what you have done- is a key skill”. (Gilliard)
Almost all employers want employees to have planning and organising skills. For example, when I was interviewed for a position at a property development company, the recruiter asked me to show him a small plan for his company. Then I replied and gave them the idea to re-build their old property and to give the development to the local news paper etc. 
To become a good planer and organiser I must have a clear vision of what I want to achieve at the end, making schedules, alerts for deadlines, communicating with others if necessary. To achieve your goals, you need some organisational skills. For example, continue researching, prioritising, identifying and having the ability to do a few tasks at same time etc. All of these elements are very important.
Technology use-
Now days we can see that the job market is changing and there is competition everywhere. In this situation it is necessary to learn to use technology and to stay up to date with it. The development of new technology continues in the workplace and it is endless because every day new technology is being invented. That’s why employers need to take training and keep up to date with new technology. For example, we can see in Tesco there are many self-service machines which did not exist before. Suppose one employee who works in Tesco for 20 years, he is generally not used to working with this machine. In this case he needs to take a training course to use this machine. According to the “state of America jobs” survey 87% of employees are looking to gain new skills which help them to remain competitive in the workplace. Therefore, the ability to use technology competently is the most important skill for the modern job market. (Forbes, 2019)
Academic competence in reading and math: 
All employability skills are linked with education. You might not need a good level of numeric literacy, but you must have a minimum calculation capacity at any level of work. In this way you also must have the ability to read and write. For example, if you work in a restaurant you must have the capacity to make customers’ bills and for this you must be able to do basic calculations.
[bookmark: _Hlk17808790]Perseverance and motivation-
This is the key to all success, and it is obvious that the demand of these skills is very high. All recruiters look for these skills in their employees. To be successful in your own field it is necessary to have these skills, for example if you work in a bank as a customer service assistant and you want to become a manager you need to work hard for this. You must have this to show your progress, perseverance and motivation to show to your employer that you can achieve this goal. You must sacrifice so much time and work hard for this.

As Abdul Kalam once said: "Never stop fighting until you arrive at your destined place - that is, the unique you. Have an aim in life, continuously acquire knowledge, work hard, and have perseverance to realise the great life. " 
Conclusion-
 Finally, we can conclude that employability skills are not a small skillset. It is the combination of so many valuable skills. Constant learning, to be up to date with new changes, perseverance is mandatory for these skills.
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