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[bookmark: _Toc17264634]Summary:

This report details about various employability skills and academic skills. Both are equivalent to each other, academic skills teach us the basic things for our life through school, college, university and give us a little -ideas about employability.  Where in employability skills, we just reflect the ideas of academic skills along with our skills.


[bookmark: _Toc17264635]Introduction:

The purpose of this report is to scrutinize the employability skills and academic skills, how both are connected. This part delivers this connection, by focusing on the skills that you will grow during your studies, but which will have important application to the workplace. Universities degrees may help you in future workplace but the importance here will be on allowing to behave in a way that also helps you succeed in your workplace. however, every workplace is dissimilar, and the skills mandatory for performance is different.

Thus, in this part, this report is going to cover many interpersonal skills: effective communication skills, teamworking skills, time management skills and two academic skills: those are paraphrasing and summarising.


[bookmark: _Toc17264636]Communication skills:

Communication is the process of transporting material from one place to another, one person to another person. Every communication involves one sender, a message and a receiver. This looks very simply, but it is a complex subject. The communication starts with an idea and then encodes the idea in an effective way like a form of words, pictures or languages. Then the receiver will receive the messages. Meaningful communication takes place when the receiver gets the message and act appropriately.
Communication skills are foundational for an individual, team, and organizational success (Kinnick & parton,2005). Good communication plays a very important role in getting efficiency and maintaining strong relationships at all levels of organisations. Employers who deliver clear communication will continuously grow a strong relationship with employees, leading the company to its higher level and achieve success in the workplace. Meanwhile. There are many ways of communication. These can be various modes of communication, among which verbal and written communication are the most important ones (Hart,2018). The three main communications are verbal communication, written communication, and non-verbal communication. By these three tools of communication, you can communicate effectively and strongly in your workplace.  
Workplace communication is a process of exchanging ideas, methods to one to another within an organization. An organization have so many people coming from different background, cultures, that’s effects on communication in the workplace. Effective communication can help the organization to grow in its limits. To achieve the goal of the organization, the manager and the low- class labour need to be communicated in a very clear method, through verbal and non-verbal communication. Communication helps in connecting the officials with the subordinates, explaining the goals and objectives, understanding the needs and expectations of the employees as well as in collaborating or venturing in other organization (Viachopoulos.et.al,2016). 

[bookmark: _Hlk17806806][bookmark: _Hlk16120286]There can be some common barriers of actual communication in the workplace. Those are physical barriers, emotional barriers, cultural barriers language barriers, and perception barriers. Communication is also important in interviewing process of junior or entry-level graduates’ schemes by group discussions, activities, sharing thoughts. Which candidates will show the effective communication, can be the right employee for the organization? So, practising about effective communication from school and college will lead a person to get a better job in future.  Communication skills not only used for giving a speech, now a day’s communication plays a vital role in interviewing process of juniors or entry-in clear voice, listen to your colleagues carefully and effectively and then acts an appropriately. 

Effective communication not only helps in career building, but it also helps in personal life. Delivering strong communication helps to build up a strong relationship in society among people. As a student, meeting with new people every day in life, these all communications will help to go further in future.


[bookmark: _Toc17264637]Teamworking skills:

The teamwork is the way of working together in a group to attain a goal. Teamwork is a very important part of a business organization, as colleagues need to work together, using their skills and giving constructive ideas to hit the target in the workplace. Individuals who affiliate with groups and learn to cooperate with others increase their chances of solving shared problems and meeting personal needs (Qin, Johnson and Johnson, 1995).

Teamwork is very important in any workplace. Teamwork can create an efficient work culture, hard work can divide into a group, then give it to a specialized person to fulfil the target the goals. 

In a team every person has the same responsibility, a team can able to recognize the ability of each person, to motivate them to help them improve. Teammates observe and depend on the quality of each other’s work. Trust is necessary for effective team functioning (Lencioni,2002).

when few people are working together, many innovative ideas are coming up from each mind to solve any problems and go further.  From the teamwork, each person can learn from each other, share their idea, and create a healthy competition among them.

Teamwork helps to make a strong working relationship between them, a trust will be built up between colleagues, this is only possible by communicating with each other clearly, helping each other, support and motivates each other’s, work together to hit the target.


[bookmark: _Toc17264638]Time management skills:

Time management is the process of establishing and scheduling your works accordingly your schedule, if u manage your time accordingly your plans then you can finish your work smartly, it’s not been hard as well. Failing to manage your time, can cause stress and it could be damage time of effectiveness.

Time management skills are very important in everyday life if you maintain the time properly then this will help you give your best in the workplace and life. For a student, research has shown that ‘being good’ is more than important (Britton and Tesser,1991).  Effective time management means you tick your priority first so that u don’t need to be rush so that the work should be done nicely. Once you did it properly, you need to make sure that the work should be presented in the proper exact time that has given to you, otherwise you can lose your impression at work. Numerous articles and books, such as Lake in’s (1973) How to Get Control of Your Time and Your Life, have been written on time management, but the advice on managing time seems quite consistent across the various authors Effective time management skills can  improve your efficiency and productivity, that means it helps you for less mental stress and completing your task in a quicker way. When people are in a rush, it’s natural to do a mistake but if you are a good time manager, you should take care of the time and will allow extra time to make any better decision. Better time management skills can reduce your anxiety, stress so that you can concentrate on your work and can balance successfully on your workplace and in your personal life. Several a priori hypotheses from the stress literature that portrays time management to lower stress and gain greater efficiency, satisfaction, and health (Schuler, 1979). By these skills you can create a fair workplace and make a healthy work competition at your workplace. Being a more productive employee, time management can give you enough time to complete your tasks, and deliver in proper time, that makes you an example in your workplace, that helps to boost your self-confidence and make you succeed in your life.
 
Paraphrasing:

Paraphrasing is very important skills in academy. Paraphrasing is presenting the research you do, in your own words, so that you could demonstrate your content to the audience whatever you understand and able to convey your message in your way and language. It is very important to follow some rules to do paraphrasing, it’s not only to change the few words, its means you need to read the contents properly and change it in your own words. It’s about translating others idea in reduced form. 

Paraphrasing is important in the academy because it helps you to understand the whole things and make you bring it in your own words. In an academic essay, it is not acceptable to copy and paste so it is very useful to use your research material with referenced quoting in your own words. You need to use a variety of direct quotes (referenced), indirect quotes or paraphrase (referenced), and your comments. 

In my in-class exercise, I understood the meaning of paraphrasing, read an article on it, after that, I can able to do the paraphrasing in my own words. here I am going to attach my exercise in an appendix.


Summarising:  

Summarising is a short and conscience image of the significant thoughts of the source material, in your own words.summary is a shorter form of your research which took only the main points in your own words. summarising is not the meaning of taking out the original meaning of the context and write it in your words.to summarise correctly, you will only use the keywords but keeping the main ideas of the contents. Summarising also needs to be referenced just like paraphrasing and quoting. The ability to summarising contents is one of the most critical thinking skills, you can develop. Getting a big content, read to understand it, then write it in a short version in own words by keeping the main ideas and on hand for easy reference without having to memorise a long passage or complex statistics. 

A summary is very important in the academy. Its helps the students to read the whole paragraph very carefully and allows them to keep the main meaning of the paragraph and make a shorter version of the contents. Its helps the students to understand the contents so that they can read the things with patience and deliver the key things in their own words. 
In-class exercise I have given the idea by my professor, then I understood the main things of summarising.
 
[bookmark: _Hlk17358881]After that, I have given in-class exercise that I have done it efficently. Here I am going to add it to my appendix.     

Next, I am going to evaluate my skills using SWOT analysis

	Strength

I have good verbal and non-verbal communication skills. I can communicate well with my colleagues, leader and in my personal life. Its helps in improving my team working skills. I have good written communication skills.


	Weakness

I have weak time management skills, that’s why sometimes I get stressed and feel anxiety. I have not get any idea about paraphrasing.


	Opportunity

I have started my college after a long ten years so that I can improve my academic skills. I am learning about paraphrasing and summarising in class with details.
	Threats

time management skill is threating for me and I need to adjust between my personal life with two kids with college and workplace. I am struggling to sit with my assignment.











[bookmark: _Toc17264639]Action plan: 

After analysing my skills, I need to progress my time management skills, so that I can start planning from morning what I need to do for the whole day, that will reduce my stress and anxiety. By starting college, I can improve my communication skills by talking with friends, teachers and its helps to improve my team working skills as there are so many people who are coming from different background, culture. For academic skills improvement, I need to learn paraphrasing and summarising through reading articles journals.
[bookmark: _Toc17264642]
Conclusion:
It could be believed that this report has been reached to its importance of employability skills and academic skills. Here we discussed the most important employability skills and the academic skills that are important in any person’s life. Academic skills help us to get basic skills for our life and employability skills help us to apply the academic skills along with personal skills according to our employers to get success in our life.
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