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Introduction

The purpose of this report is to analise my own academic and employability, decision making, critical thinking, communication, problem solving and creativity, digital, research methods, paraphrasing and summarising skills which I have required while studying.

Time management

Time management is when a people or group of people planning or organising them own time – especially at work in a proper manner   and during this time they can work in a higher intensity and efficiently.  It is good to have this skill for many reason such as: the time in general is limited ( 24 hours a day) to rise through the ladder , to be more effective, people have to acknowledge the importance of manage the time. Achieve more with less effort controlling the time can make student to be more focused and decision- making ability can be improved by time management. Save students to flow with the world allow individuals to take control over them own life. Allow individual to estimate how many times it need to complete a task. Time management ability help in discipline, because will no space for procrastination.                                                                                                                                                                  One of the most common time saving technic is the SMART. S – Specific ( what is the requirement , what the individual want ), M – Measurable ( measure the progress ), A – Achievable ( it is achievable ? ), R – Realistic ( is realistic what the individual want ? ), T – Time related ( in how many time can be achieve ). The technics of time management is helpful, to see how people can use the time and what they must do, to help them own company be more successful through efficiency. (Singhvi 1993). Consequently, is very important to set priorities for most important tasks and start with the most difficult, hardest things, get the life under control and not forget, small things multiplies and are direct way to procrastination (Nan 2019). The most easy and effective way to avoid procrastination or postponing things is to start doing the things right now, avoid distraction, avoid time waster things. There are several studies in regard with time management efficiency , but one of the most interesting is the (Tannogen & Iskan 2009) in which they highlight the relationship between a successful student and his time management and proportional to an unsuccessful student and his poor time management. The conclusion of this study is that the student university result is proportional with the student time management skill. I have this skill because this is one of the module what I studied in the first term, and during this time I had two in class exercises and the lecturer has given examples and through this activities I can understand the importance of time management. 

 Decision making

Decision making is that act when an individual must choose between two or more possibility to resolve a problem. According to Maund , et al. (2017) day by day peoples have to make decisions , some of them are not require too much energy or time ,because the result of this decisions is not too significant , however some of them require more time, energy and a lack of skills too, to be able to make a proper decision, especially when is required to solve a problem.   Some of the decisions what are important can change the life, however decision making it can be improved viewing from a different way, critically thinking about the problem, while making consideration evidences and more options to be able to anticipate the result of decision. Those decisions what require to solve a problem is necessary to make time to think. First is good understand the method of decision making   the factors what can influence it, the way how decision has been done to be able to solve creatively the problem and to think critically. Everybody has faced with problems each day   and those problems has been solved with success. Is good to have this skill because is helpful in life to be able to make successful decisions and especially in management, when a worst decision can make different and complex consequences. I need to improve this skill because as student I have required during my studies.
  
Critical thinking
 
Critical thinking is a method that emphasise the logical basis what the individual belief and ensure norms and proceedings for assaying and evaluating the individual belief (Rudinow & Barry, 1994). Is good to have this skill especially when a negative problem rise and need a proper decision that will be helpful and successful. To be able to make a successful decision by critical thinking is necessary to assay and apply the information. Thinking critically involve knowledge, and one of the advantages what university can give is helping to learn how to think. This skill will help the students in assignments, presentations and so on. University education is about to generate ability of critical thinking and this is the reason why employers prefer to work with university educated employees (Morgan 2017).  I need to improve this skill as I do not learn about and not needed to think critically before and because in a future during my study it will be essential to use this skill.
 
 Communication

Communication is an important skill through peoples share with each other thought and information what it can be verbal, nonverbal, writing and visual. Is good to have this skill because it help students to understand each other during a conversation, during the study, it help to understand the lecturers and is a helpful skill, when a student can achieve a job in management it will need to communicate with employees or to give a presentation. Sometimes communication have barriers such as language, different social background, the time, the place what could interfere the success. However, some of the barriers it could be prevent. I have this skill because I had opportunity to study and understand the complexity of effective communication. There was a lack of in class exercises, analysis and activities what helped me to determine the importance of effective communication. According to Kinnick & Parton (2005) a company, group and a personal outcome foundation is the communication skills. I have this skill because during the first term I had opportunity to study communication, and during this time I done in class exercises and I analysed different types of communications.

Problem solving and creativity

Searching and finding the way or focus to solve a structured or complex difficulty, require the problem-solving skill. Is good to have this skill because, each day will rise problems what a student will need to solve. Not every problems are the same, it could be familiar, personal, physical, emotional or workplace, school problems, the problem it could be standing short time or long time, and it could be from unpleasant, annoying, through to cardinal or even fatal. To be able to cope with situations or circumstances such as mentioned before, is good to understand the structure and the cause of the problems by approaching logically and recognise the place, time and  with whom are fall out the problems, or not fall out ( Kepner & Tregoe, 2013). When a student can see a problem in a new shape or can perceive new opportunities that can relay anything in him environment in any way is creativity. There is a personal quality what allow to reform thoughts. When a student solves a difficulty or a problem what other students cannot it mean that the first student formulates the issue in another way, appear with solutions that the rest of the students are not perform (Morgan 2017). Is good to have this skill because during the daily life always will be problems what it must be solve, and it is good to know that the problem solving and creativity skill will help to identify the problems source and help to find new, better solutions to solve it. I have my own problem-solving skills but is not academic however I must improve it to be able to achieve the academic level and to be able to fulfil the academic requirement.

Paraphrasing

Paraphrasing is an academic skill, example when a student trying to tell or write a sentence or a story in his own words. Each student mast to learn this skill who are related with academical study at university or college, to be able to avoid plagiarism or in another words unfair practice. Those students who commit plagiarism will be sentenced by the university, because in fact is theft, fraud and cheating. Is theft because the student takes idea from an author and shown up like them own. It is fraud and cheating because is not them own work. This skill is good because it helps the students, how to make a proper academical assignment, it helps to understand the importance of hard working in academical environment. I have this skill because I had opportunity to study it and to done in class exercises but due that is not an easy skill, I must practice it, to be able to achieve this academical skill. 

Summarising

Summarising is an academic writing skill too, example when a student have to summarise a text or a story is necessary to make bullet points about the text or story main ideas or key points, to put them in chronological order for a better understanding and it must be shorter than the main text or story. It is good, example before to read a book, to read the summary to know the book story in a few words.  It is best when the summary has six sentences and each sentence holds six words and is good to use own words, of course if is longer it does not reduce the value of the work. It is good to have this skill because during the academic study always will need to use it. Probably everybody uses this skill when trying to tell a story to somebody else just not realise that they summarise. I have this skill because during my first term I learned, how to summarise a text and I had opportunity to exercise in class.

Digital skills and research methods

Digital skill it means using computer including word, excel, power point, different programs, internet, emails, storage, cloud as well like marketing, advertising. Research methods it could be from social media by exploration of a topic subject to understand why and how, investigating. The research can be primary when asking our self for an information or secondary when the research is by others and a student is just use others information. The question is why is important this skill? There are many answers, but the main purpose is that almost everything it is digitalised and in most of the jobs is requirement to have digital skill. However, it is an important skill for students too because academic study requires to digital knowledge, example how they can send an assignment, how they can research for a topic, how they can check emails and so on. It is good to have this skill because the digital and technical world is changing so quick, so is good to have a digital skill because it is helpful at academical study, at the workplace and in a daily basis. I have this skill because I used before at home, but now how I had opportunity to study it and I became more confident regarding to digital skills. Regarding with research methods I have this skill too, now I know which sources are credible about academical study, what are those sources what is good to forget.




Conclusion

This report analyses several academical skills what is need studying at university. Each skill supplies the knowledge and is adequate for students to be able to reach the proper academical level. However, this is just the beginning, to became more experienced it need to practice, practice and practice. 
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