


[bookmark: _Toc39232387]SECTION 1: EXECUTIVE SUMMARY
The main objective of this report is to analyze my own academic and employability skills to show all the learning I have gained of this module in this term.
I have done a plan of researching and presenting findings for this presentation that present and mention how relevant it is to have communication skills, to enable to have a teamwork and the time manage. This report will help to develop my skills and to provide them in my academic studies and workplace.
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[bookmark: _Toc39232388]SECTION 2: INTRODUCTION
This assignment is a report structured by skills, communication, time management and teamwork. I have decided to write a brief of what I have learned in this module in term 1, making the use of search technologies to support my ideas, knowledge, and learning. 
As we know we use our skills for all kinds of activity or works. And now talk about employability is important as we are looking for a way to grow as students and as new leaders of this century. 
The purpose of this it is to analyze my knowledge which demonstrates the understanding of my academic, employability and other skills like leadership, problem solving and decision making in an update way. Also, I will share in the way I manage my time in doing my routine, explaining what do I do for work and the skills I use in my workplace and in the last point I will show a swot analysis about my weaknesses and strengths. 
[bookmark: _Toc39232389]SECTION 3: SKILLS
[bookmark: _Toc39232390]What is a skill?
The skills are all the qualities that the people got to do something well or the ability to do things. It is important that we know our skills as they help us describe ourselves as a person, and that makes us confident and independent in life. Skills are essential for success, we use them specially in study, at work and in our daily life. I usually develop them and found new skills every day from other people which is interesting because I can use them to grow and improve as a person.
[bookmark: _Toc39232391]What skills are needed in my workplace?
The skills that we need in my workplace are:
· English language 
· Customer and personal service 
· Active listening 
· Coordination 
· Education and health training 
· Team working 
· Good communication

Apart from these skills it is important to show what good things I can bring to the company that I want to work for and what is the special thing that makes me unique. 
We have many types of skills, some of these are:
Hard Skills: These skills can be defined as the specific knowledge and abilities usually we learn it at school or through on the job training. They are quantifiable and teachable such as accounting strategies, computer programming, or plumbing techniques.
Once you acquire a hard skill, it usually stays with you throughout your entire career. (Matthew Kerr, June 6, 2019)
Examples of Hard Skills: Programming languages, computer technology, marketing, design, accounting.  
Technical Skills: are abilities to complete tasks related to a specific science or technology. (2020)
Example of Technical Skills: Data analysis, common operating systems, software proficiency, technical writing, and project management.
Soft Skills: These skills are usually related to your personality; they are natural results of your emotional intelligence and experience. (Matthew Kerr, June 6, 2019) 
Examples of Soft Skills: Self-motivated personality, problem solving and desition making, team working, active listening, ability to manage the time effectively.
Transferable skills needed across all jobs. We use transferable skills to position our experience when we are applying for a new job. (March 23, 2020)
For example, at this point we can include skills such as:
· Adaptability 
· Organization
· Leadership
· Problem solving
· Effective communication
[bookmark: _Toc39232392]SECTION 4: COMMUNICATION 
In all the workplaces is necessary to be able to understand the instructions or information and give the feedback, for example: 
What do we mean by communication? 
Communication means express us and exchanged our opinions or information. 

The communication involves:
-	A sender which is who send the message to the recipient
-	The message which is the information of the message
-	A recipient which is who received the message from de sender
The message sometimes can be affected by the medium used to communicate, culture situation or location.
There are three different categories of communication:
•	Verbal Communication, which can be face-to-face, by telephone, radio or television and other media.
•	Non-Verbal Communication, which can be by body language, gestures, how we dress or act, where we stand, the tone of our voice, moods, and hand signals.
•	Written Communication: which includes letters, e-mails, social media, books, magazines, the Internet, and other media. SkillsYouNeed (2011-2020)
[bookmark: _Toc39232393]Examples of communication in my workplace
In my workplace we usually have well communication between all the staff, even though we are not all the same age and we have different cultures.
The reason can be because my manager has the skills of communication with all of us and that makes us feel confident that we can express ourselves freely and comfortable to say what makes us to feel uncomfortable and to find the best way of solution. 
For example: we usually meet once every two months to meet the new team members and socialize outside of work. We also do meetings to discuss work problems or customer complaints once a month.
[bookmark: _Toc39232394]How is communication relevant to my academic studies?
The communication is relevant to my academic studies because is the best way to learn quickly and easy. And if I have a good communication with my lectures, I will pay more attention than the normal and I will be more interesting about the modules and at what they are explaining. Also, if I have well communication with them and good environment, I will feel confident to ask them for a help or if I have any question or if I misunderstand something. 
On the other hand, it is also important to have a good relationship with most of my classmates is always a good point because we can help each other. Not only with those in my class, they can also be higher grades or have more knowledge than me. I am always open to receive help from anyone who can give me.
[bookmark: _Toc39232395]Analysis of employability skills
For some people working is just a substance of money, for me it is a matter of passion, desire, and drive to succeed. If we work in what you are passionate about it, it can even be fun to do it. The employability is also drawing on a range of skills and attributes that are developed in a whole range of settings.
[bookmark: _Toc39232396]What do I do at work? 
I do many tasks a day, but the main ones are:
· I handle call and enquiries or direct them to the appropriate staff according to their requirements.
· Manage papers or electronic filing systems, recording information, updating paperwork, or maintaining documents.
· Receive payment by cash, cheque, credit cards, vouchers, or direct debits.
· Issue receipts, refunds, credits or change to customers.
· Count money and audit cash drawers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

After this academic year I plan to continue with my studies, I would like to go in the business world and specialize in international business. I have other plans in my life, the most important are while I am studying find a job related to what I want to study like banks and offices. While I gain experience and get a good reference, I could start with my plan to create my own company. 
I have a few options in which type of company I would like to open, my first option is to open a company to buy old houses, remodel them and sell them, my second option is to import protein shakes for the best gyms and open a company.
I still do not know if I will do it in London or in another city since I do not plan to stay here for my whole life, but I would love to because I think London is a city full of opportunities. If I had to move my options would be the United States or come back to South America. 
[bookmark: _Hlk39232596]To achieve my goals and fulfill my plans, firstly I must be patient and concentrated myself in my studies and take every opportunity I would have to approached to my plans. It is also always good to have a relationship with people who have a good vision and want to excel. Nor do I rule out working too hard to achieve and desire it.
[bookmark: _Toc39232397]SECTION 5: TIME MANAGEMENT
[bookmark: _Toc39232398]What is the time management?
Time management is in what we invest or lost our time in other words can be what we do with our time, the importance that we give to things and in what order of importance they are because time is something we cannot recovered. Good time management allows to work smarter and not harder because I do the most important things during the day and keeping focus on specific activities that I must get done. 
[bookmark: _Toc39232399]How is it important at work and in my academic studies the time management?
In this point is important use the skills to manage the time in my academic studies and work because I can organize myself easily if I have my time managed. If I have my time managed, it shows that I am an organized person who has priorities and I organize myself according to the list of my priorities. 
In my academic studies I learned to be organized because in my free time I can be more productive, and I can complete the rest of my task that are not the most important. 
And at work they do not want a worker who does not meet their expectations so I shows that I am organized person and I can manage my time well and this is what they want to see.
[bookmark: _Toc39232400]How do I manage my time?
The way I manage my time is look at the most important things that they cannot be missing during my day, so they are my priorities and they must be done in the of the day. After that I make another list to do things that are not too important so I can do it later, but I must do it anyway.

I will give an example of what my list of things to do during a common week looks like:

	IMPORTANT THINGS I HAVE TO DO 
	UNIMPORTANT THINGS I HAVE TO DO 

	· Go to Uni
· Go to work
· Go to the gym 
· Practice my English 
· Do my homework
	· Do shopping for a week
· Clean my room
· Do my washing
· Read a book 



My list of things I do on weekends looks like:

	IMPORTANT THINGS I HAVE TO DO
	UNIMPORTANT THINGS I HAVE TO DO

	· Go to the gym
· Spend time with my family
· Go to the beauty shop
· Do my homework
· Create my plan for the next week
	· Clean my room 
· Do my washing 
· See my friends 
· Go for a walk 
· Read a book



[bookmark: _Toc39232401]SECTION 6: TEAM WORKING
[bookmark: _Toc39232402]Why is it needed at work?
Having a team working is needed at work because It makes many things easier when work is complicated, and you can compare your work and ask for opinions or exchange ideas. If I have a team working, we can divide the work between everyone and that will facilitate everything. 
[bookmark: _Toc39232403]Have you done any teamwork in your academic modules? Mention other skills like leadership, problem solving etc.
I have had the opportunity to have a teamwork in my academic modules in this year at University. 
I have learned other skills from my teamwork, and I have had the chance to develop those skills and use them more in my daily life.
I will mention other skills that we have as a group:
· Empathy 
· Cooperation
· Active listening 
· Team building activities 
· Patience
· Trust
· Participation
· Motivation
· Resolving problems
· Good leadership
· Positive attitude 
· Good planners
· Organizing
[bookmark: _Toc39232404]SECTION 7: SWOT ANALYSIS AND COMMENT ON MY STRENGTHS AND WEAKNESSES


[bookmark: _Toc39232405]SECTION 8: CONCLUSION
The report has focused on the different types of skills mentioned and how important it is to recognize and develop them, it has also demonstrated how significant it is to have the skills needed in workplaces and academic studies
The goal of this report, it is to fulfill my plans mentioned that are improve as a person a use the skills to get it.
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SWOT Analysis


STRENGTHS:
- Education and training  
- Problem solving and desition making
- Active learning
- Good leader and planner
- Organized and punctual person




WEAKNESSES:
- Good listening
-  English language
- Patience 
- Limited technical knowledge
- Negotation








OPPORTUNITIES:
- Using skills in different ways
- Improve my weaknesses and develop my skills 
- Search and get out of all the doubts 
-Enhancing my Education


THREATS: 
- Controlled and limited time
- High competitors 
- English it is my second languaje
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