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                                   Academic and Employability skills


Introduction 
     A skill is the ability to do something well. Skill usually requires determined situations to evaluate the level of skill being shown and used. The purpose of this report is the 5 skills witch I am good at or need to be improved. Those skills are the following: problem solving, communication, managing, decision making, time managing. Every of this contains a definition, if the specific skill is useful at University or a workplace and it is been finished with examples from my private life and how I am going to improve the skill. In the first part is about communication, in the second part it about time managing, third part about managing, the fourth part with decision making and the fifth part which is the last one it is about decision making.

Ref: Claartje L.ter Hoeven, Ward van Zoonen (7 January 2020) Helping Others and Feeling Engaged in the Context of Workplace Flexibility: The Importance of Communication Control
Joseph Sung-Yul Park (1 February 2020) Applied Linguistics, Volume 41 
Communication
     Communication is receiving and giving information’s between each other. The different categories of communication include verbal communication, non-verbal communication and written communication.
     This skill is useful at University between colleagues and between    teachers to students and other way. People are changing opinions and opening minds which are useful to develop the future. As nobody is the same, everyone comes with different culture. Same situation at the workplace. For work using communication technologies can evolve into different direction of use with positive or negative consequence.  Communication control typically increase effectiveness at work by, for example, facilitating coordination of work with colleagues over a geographical distance while helping employees continue their nonwork time.
     I need to improve this skill because I am a shy person and get nervous very quickly talking in front of the people. When I first started University, communications were on wishing list, but after the first term struggling day by day and giving 100%, I am so close to kill this fear for ever. How Oliver Sacks wrote in his book names Seeing Voices published in 1989 “We speak not only to tell people what we think, but to tell ourselves what we think. Speech is a part of thought” people should spend more time with themselves to hear the voice from the head. Since childhood this fear wasn’t stoppable, but with the will and many exercises talking in front of the mirror, at University trying to make conversations with teachers and students and at the workplace with the team or with the customers the palpitations are going and the heart stop beating like crazy and the mind is taking over the control over the body. As been mentioned before working for communication is in progress at around 75% let’s say, so close enough to the end. 

Ref: Vaggelis Giannikas (2013) Managing your time, vol.20 
Time management
     Time management is the ability to use the time productively or effectively, especially at the workplace. It can describe a person how organised is it and how easy can life be.
     This skill is useful at University, at work and in every day of life. At University the student’s job is to do not be late, to do the assessment and if nobody knows how to manage the time, there is the place to learn. In the other hand life is giving a lesson to learn from mistakes and everyone should appreciate the free trail before the old age. Since people are born life is a book with different chapters and learning from every paragraph of the life how to manage any moment.
     I know the fact that I do have this skill as I love to be organised, I am never late, and I even make notes if I can’t organise in my head everything. Since childhood my mom was on top of the problems giving me tips and showing me how to be a powerful woman. There are so many tricks in the world to learn how to manage the time. To-do lists and prioritization can be a bit too obvious, but it is one of the basic things should be a system for. As people who enjoy computing, for sure they can find the right software that can help writing down what need to be done and when. People should find a system and make sure that can help at least catch the plan and the tasks. Old-style notepads and diaries can do the job too. A simple Google search will give so many results with websites full of points on how to successfully manage the time. The only way to make them work is to actually do them! Make a choose, try it, adopt it and make use of them in every single day of the life.

Ref: Evans, G. Edward; Greenwell, Stacey (2020) Management basics for information professionals, 4th edition
Management
     Management is the power of having executive control or authority, a huge responsibility and an experience which is getting on time. One of the shortest definition of management is one allocate to Mary Parker Follett (1941): “management is the art of getting things done through people”.
     In the workplace management is important as every business need to have a leader, a person to manage the team. A person which can talk open with the people around, an organised and peaceful mind, an open heart and an amazing smile. Of course, for some people need time to get the experience but some of us are luckier and are born with this. However, nobody is perfect and day by day the level of experience can rich the maximum. There is no place in the world with the “perfect manager” as everyone is different and as people we express in so many different ways, but we have to accept the reality and always give everything for the workplace if there is an amazing future and is opening many doors in life because sometimes can be the only chance which is changing the life.
     I am good at this because from just a team member I succeeded being a manager in a restaurant with so many staff members and my goals are too high to stop here. Everyone is making problems and at work as in life those should be constructive and make from weak people strong people with high level of dreams and ambitious. A manager needs to be an example for the team members, but the idea is that “Good management is the art of making problems so interesting and their solutions so constructive that everyone wants to get to work and deal with them “as Paul Hawken said. A good example at work is myself, because in the beginning most of the time the problems were caused by me but never giving up and learning from them and from other people mistakes now this level is finished.

Ref: Gerardus Blokdyk (2020) Dynamic Decision Making a complete Guide. 2020 Edition
Decision making
     Decision making is the process of making choices and taking the responsibility for it even if it’s a good decision or a bad decision. As in life every bad decision is coming back to make sure it will don’t happen again, life is giving the chance to change the decision.
     In the workplace, at University as in the private life, making a decision is important as mistakes are learning from the bad decisions. At my workplace as a manager working, are always decisions to make and if there are any problems and the decision which been taken is not good can be any consequences. As well as in life, the future is stays in the decisions. Everything in life is a decision.
     I need to improve this skill as I am scared of mistakes, I can say that sometimes I get the easy way making a decision but because life is not that easy, I have to make big decisions as well. I will improve this skill following few methods. The first idea is being involved in activities that will require taking decisions because the more a skill is being use, the more is honed. At the workplace is the perfect way to improve this skill and taking after the consequences. The second method is to don’t hide it. Being shy is one of the reasons why a skill is usually left forgotten in a corner. If this skill needs to be improved, then need to come out from the closet and use it whenever needed. In addition, the last method from my personal list is taking the criticisms constructively. Receiving not so positive comments regarding the abilities, do not need to be taken personally. Instead, taking them as constructive criticisms that can help objectively evaluate the level and using them as a motivation to improve. Following all those steps day by day this fear can be finalized with success. Obviously, working hard on it.   

Ref: Neetu Nair (March 2020) NeuroImage. Volume 208
Problem solving
     Problem solving skill refers to an ability to solve problems in on effective and timely manner without any inconvenience.
     This skill is useful at workplace as every organisation has problems. For this reason, the person which is running the business has the ability to solve the problems being born within or getting on time. As example I can use my general manager which is running the restaurant where I’m working as a manager for more than 10 years. He is an inspiration for all the staff, and we are so proud having him in the company. Obviously, to manage the problems is a hard work because without any handlines can go to depression or anxiety. As my general manager said “Everything has a solution “and that is true because it doesn’t matter in how long a problem it is solved it does matter to work hard founding a solution. 
     I have this skill because as I mentioned before I do have an amazing general manager with experience and his hard work is an example for everyone. Showing his interest for the company and for us making the staff being loved and rewarding him with our hard work and an amazing customer service. He is the person who changed me and teaching me this skill with a bit of bless as well.

Conclusion
     The point of this report was the 5 skills such as: communication is the ability to exchange information’s by speaking, writing or with other methods and is useful in every moment of the life no matter in which way. Time managing skill is one of the important ones from our lives and being organised is a big thing in these days, because the teenagers are not working life for their picture. Management skill is the difficult and the special one because just the lucky people which are born within are doing the amazing job the rest is just about learning in time. Decision making is everyone problem as nobody is born perfect and taking the wrong decision is not a bad thing if learning something from there and trying the best to not repeat. However, life is giving you the second chance and even more till the oldness to learn taking decisions. The last skill from this report is the problem solving which can be the sister of taking decisions. Is the perfect skill using in primary school and at work because there are the most problems which life is facing. 
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