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Introduction
The purpose of this report is to analyze my own and some of the skills that all people have and the usage of the skills in the daily routine. There are two types of skills academic skills that help to learn and understand better the subject at school, university or any other institute for learning and employability skills that we use while we are working and are helping to develop better results at the workplace. The skills that will be analyzed are decision making, problem-solving, teamwork, time management, punctuality.


Decision making
Decision making is a process where a person makes a choice which is the best alternative for something. Based on what information there is about the subject and how many options there are. The person which have to decide which is the best possible option needs some information and not a lot of people to share their point of view because this can confuse and change the mind of the person who makes the decision. Even though this person is part of the decision, there should not be emotional attachments, because the person will not make an adequate decision and at the same time this person should put himself in the position of the other which is very difficult for most people. (Skills you need, 2011-2019)
 
Decision making is a really important skill especially when it comes to the workplace: bosses, managers or team leaders at the workplace it is quite often necessary to make decisions that involve other people and affect their lives. The person who is in charge has to decide which one of the following is the best in different situations for everyone.
Decision making is important at learning as well, the first decision is being made is to go to the university or at school to earn more knowledge. From then on is all about prioritizing which is more important but still, it is decision making. Some options allow you to choose which subjects could be learned during the learning time, this will affect your future career, that’s why it is really important to make the right decision.
In my career I could say that I am a good decision maker, this is because I am trying to “get out of my skin”, as we say back home and to make the best that could be made. My previous job was a team leader and often I had to make important choices that were affecting other people which is not something difficult when your mind is clear, but when a person is under stress it is not easy to make the right decision.

 
 
Problem-solving
 Problem-solving skills are one of the most important skills that every human individual has, but not everyone has fully developed them. Every day, people are faced with different problems and are looking for their solution, a human’s whole life would be exactly like a puzzle that has to be sorted out. To be good at identifying the problem, the responsible person must make sure that the real problem is discovered and is not misled by the consequences. There are few steps to solve the problem that must be followed before deciding how to proceed: the need to determine the nature of the problem, must be aware of the alternatives there are, choose which solution is most appropriate in that case, and let's move on to solving the problem. Problem-solving skills are strongly linked to decision-making skills, if a human being is good at one of those skills it will be easy for this individual to grow the knowledge that already has (Mind Tools, 1996-2019).
 
Problem-solving is a skill that is essential if it is about work responsibilities and each person has job responsibilities at the workplace. Most of all, if it is about managers or a team leader, those people must be good at solving problems because those people are having the responsibility everything to run smoothly and nice and this could not happen if there is a problem.

Problem-solving is a skill that is important in both school and kindergarten. Much depends on parenting and whether the individual's mother or teachers helped develop problem-solving through a variety of games and entertainments. This skill could be built at an early age and every individual must have it.
In my life and career, I am trying to be optimistic and careful when it is about problem-solving. In my early years, I was often attracted to games that develop this skill and I think I have built good problem-solving skills. My parents have always left me responsible for my decisions and I think that has helped me a lot to become good at this skill.



Teamwork
Teamwork is an important skill if you work in groups or with someone else. To work well in a team, the people involved should have many other skills such as good communication skills, to understand well how people are feeling and if they can aim the goal that is set; listening skills, to create better relationship with someone there have to be understanding between both sides which will come up with sharing information if there are no good listening skills this could not happen; honesty, to make people believe in yourself and knowing that they can trust one to another and work better; responsibility, everyone needs to be responsible for the specific tasks so the team will work effectively and many more. (indeed career guide, 2019)
Teamwork is one of the main skills required for job seekers. Most companies put people to work in pairs or groups and people must have it because of not ruin the whole team at the workplace. To have a good and united team of employees, the employees should always enjoy the work and the team. Which should be pleasant in a vibrant atmosphere to contribute to the success of the team.
 
Teamwork at school to be more effective in and to develop the child as an individual, it is good for the children to have teamwork assignments. In this way, it helps the child’s development to work as a team, to communicate with others and to help one another in a common goal, which will be advantageous when the child grows up.
 
I have the skills to work in a team, but I can work on them to improve and become better. I believe that every individual can develop and improve these skills. There is always something to learn one from another. Becoming better in working in teams is something that I learned from my previous team leader, and I believe everyone can learn it. 
 
 
 
Time management 
Time management is important for everyone but why some people are having enough time and others do not have enough? All people on the planet are given the same time each day, but not all of them have the time to distribute their tasks and complete them. This happens because not everyone manages to properly manage the available time. Time management is an important skill for us to be successful and complete the important tasks before the rest. To be good at managing time, people need to know which of the tasks are with priority and which not. To be successful a person has to determine what is urgent and what is important (Skills You Need, 2011-2019). 
 
Managing time at work is very important for a successful career. To be a good employee it is crucial how this person handles the available time and whether manage to use it effectively. Also, nobody wants an employee that is just going around and doing nothing while there is a really important cause to be sorted out.
 
Time management at school is something that parents try to create in their children by giving them responsibility through the homework that teachers gave the child to write and other responsible tasks. Children must recognize their responsibilities and the time they have to fulfill them so that they can develop a time management skill.

In my own life sometimes I cannot manage to do all the tasks that I have, but this is because sometimes I am postponing them and in the plan, there is a lot to do at the same time. I am always trying to avoid this to happen but sometimes it is not possible. I think that I have to work out on my time management skills to become better and to develop better results on time.
 
 
 
Punctuality
Being punctual is not difficult, but not everyone can do it. Some people are not on time for work or school, just because of the daily routine to drink coffee or the makeup that all ladies put on. Sometimes it's not because of the person, but because of the traffic on the street, however, everyone knows how long it takes to get to work and there is always a way to anticipate the traffic and leave early just because being on time matters and makes opinion about yourself in others (Torrent Goal, 2019).
 
Punctuality is a skill that matters in the workplace. Everyone in the company needs to be punctual when it comes to the team and the tasks they have to accomplish. If a person is always late and does not take things responsibly, this person can lose the job. Being not punctual shows that there is no interest and could ruin the reputation of someone.
 
Punctuality in school and even in kindergarten is something parents build in their children. If the parent is always late, this gives such an example to his child, and the kid may miss even important material in the subject on which is late.
 
I am always on time and punctual when I have an appointment with someone. I feel a huge shame if something happens and I fail to arrive at the time of the appointment, this is why I prefer to even get there earlier. In my opinion, matters if you are punctual and I am strict with that.
 
 
 
Conclusion
This report focused on five academic and employability skills that are important for everyone who wants to make a good impression of himself. Decision-making is a skill that helps to guide the life of an individual properly. Problem-solving is a skill that helps people live an idea more peacefully and act boldly. Teamwork is a skill that will help people to build good relationships with them and will teach people that teamwork develops better results. Time management skills can help accomplish tasks and resolve them when a group is working as a team and not only. Punctual skills help with the responsibility individuals take and the first impression people make about themselves. They all are related and important to develop good results at school or in the workplace. To keep on learning and becoming better people can always work on the skills they do not have or they are not that good at. No one was born scientific and even if someone’s parents have forgotten to teach this person, humans can change and evolve, but first one must understand exactly where are the gaps in the upbringing that his parents have given himself.
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