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Introduction 
This report is written to provide information obtained through SWOT analysis, regarding academic and employability skills. This report will pay particular attention to: team-working skills, time management skills, digital skills and will highlight major strengths and weaknesses while offering some explanation. The report will comment on the academic and employability skills, and make recommendations that would improve self performance.

Team working
Team work is generally understood as the compliance of a collection of individual to interact together to obtain a common aim. A team exists whilst character strengths and talents are mixed with team work, within the search of a common route or purpose, in order to create significant result for the group participants and the organisation. A team collect individual strengths with a mutual obligation to performance. (The Happy Manager, 2007-2019).
Working in a group can increase the duties; each member might have much less work to do which implies individual consideration to the job they need to do. Team members from diverse origins and lifestyle might have range of ideas and studies, if a trouble came about, answers may be smooth determined. 
As already stated above, working in a group it is helpful for every individual. In any case, from time to time is not that easy to control a big group because for some colleagues is hard to be directed by others. What is more, if the group leader does not have the correct initiative experience, the group will bound to fall apart. A few people may give up their position to others to the job role, and so which is making other to feel over solicited and cause the stress to come.
So as to work in groups, communication relational abilities is profoundly essential, it is incredible chance to improve this aptitude just as it constructs a connections between group individuals, thoughts can me shared which can lead to better ideas and new skills to be increased.
As there are a few benefits as working in a group, there are also some disadvantages. A few people may think that is it difficult to speak with others and some wants to not take part in the team. A lot of thoughts can make a strong bit of work, yet in different side, these ideas can lead for a conflict and in final conflicts in the group, if the conflicts happen, the group will turned out to be less inventive and gainful, every one of these variables will influence the group in a negative way. (Cartwright et al, 1996).
The most understandable method to gain teamwork skills is to take part of a group. However, there are many chances for doing this along university and education. Groups can happen for examples in a class presentation or different kind of projects which need to be done in teams. Charity events ruled by university, are done on groups. As well as sports teams, music, drama or different classes, students need to interact with others as a group. Building team work skills in university can increase confidence and teach each individual to manage responsibilities from a young age. 
 Most types of work with more than one worker include individuals filling in as a group. Group working is more difficult than simply taking part in a group of individuals completing things. The contrast between a decent and a bad group is the means by which well they cooperate. 

Collaboration abilities can help everyone at work in a wide range of ways. Maybe you are filling in as a group on a development project where considering the wellbeing and security of yourself and your colleagues is important. Possibly you have to dismantle all together to make a month to month report for a customer to a constricted deadline time. Cooperation likewise helps completes things when arranging a birthday party for some colleague or manager, someone who you interact with. By having teamwork skills will be a good improved experience for everybody. (Youth Employment UK, 2019).

Time Management Skill

Time Management is the way toward sorting out and arranging how to share your time between explicit activities. Good time administration empowers you to work wiser with the goal that you accomplish more in less time, in any event, when time is tight and stresses are high. Neglecting to deal with your time harms your competence and causes pressure. (Mind Tools, 1996-2019).
Managing time well empowers a person to make the best choice at the suitable time. This skill takes a vital role in every person’s life, from private life to professional life. One of the advantages of owning time management skill is that the individual becomes more responsible and organised. Effective time management increases the morals of every person and gives confidence. 
The time management action is not what requires additional aptitudes. The main essential is of some information with respect to how to and be committed to actualize an agenda. What's more, it's significantly progressively fundamental to adjust everyday events for better outcome and even achievement. An intelligent scheduling choice is difficult and leads to self-control as there are a lot of advantages of punctuality.
The decrease in feeling of anxiety is the principle reason of time management. On the off chance that you follow time management appropriately, at that point you will show signs of improvement result. Indeed, even you can loosen up yourself while making the most of your work. (Wisestep, 2019)
A significant weakness of poor time management is its consequences for feelings of anxiety. It prompts the disappointment of not having tried sincerely and sat around idly. Besides, individuals with deficient time management abilities can't make adequate time to go through with family and kids. An endless loop is set: an unpleasant family and a distressing proficient life feed on one another. Putting things off, professing to work better under tension, absence of inspiration and missing deadlines are foreboding indications of hesitation. Since people are worked to look for moment satisfaction, it takes quality and assurance to defeat the inclination to delay. A significant weakness of procrastinating at work is that individuals carry their office home with them to compensate for some recent holdups. As an outcome, there is inadequate connections between relatives who are unreasonably occupied for the minor, yet fundamental, enjoyments of family life. (Leaf Group, 2019). 
Some opportunities having time management skill is that planning takes into consideration the individual to comprehend when a responsibility should be finished and the measure of time it should take to complete the activity. This timetable likewise takes into account time not to be spent thinking which assignment ought to be finished and furthermore agreements aren't overlooked. By planning out different daily activities, procrastination can be stayed away in order to individuals be less influenced to put off assignments when they are written down. Individuals can see how much free time they have just scheduling. Therefore making a schedule can make people aware of how much time they spend on doing different daily routines or tasks.
One of the most important opportunities having this skill is because it helps people to be stress free about what it needs to be achieved. Realizing that there is sufficient opportunity to finish every obligation and marking things which were already done as projects are finished will help comfort tension pretty much about what should be finished. At the point when time management is used, there is nothing to be surprised by what should be finished. There is additionally less possibility that individuals will be working right up to tight deadlines. Less hurrying enables individuals to be more calm and thoughtful.
At the point when time isn't managed, there is a higher threat. For example a missed arrangement, ignored deadline, or ignored commitment. Absence of time management can prompt expanded issues throughout person's life, which can prompt more pressure. At the point when an individual is always focused on it can negatively affect the wellbeing and prosperity of the individual. Stress help may apparently be the best advantage of time management. (TimeCenter, 2019). 
Another threat of lack of time management is professionalism. Lateness and missed deadlines brought about by poor time the management signal an absence of experience for a worker and will without a doubt affect their profession. They will likewise go about as a lack of inspiration inside the group - particularly if the guilty party is their line director or manager. What's more, on a more extensive scale, this unprofessionalism can stain the name of the organization if customers or colleagues are irritated with problematic conduct. (Activia, 2019).
In the workplace the primary thing a representative ought to do toward the beginning of the day is to write down what all activities he have to do in a day against the schedule slot gave to each assignment. Setting up a Task Plan directly toward the beginning of the day consistently helps and gives you an ability to know east from west at work. A "TO DO" List recommends you route forward. Mark down finished assignments. Ensure you finish tasks inside the given deadline. 
Time management skill is for sure vital in a student life there are a few important steps which by following them is easier to achieve student life’s tasks. First, set an objective for yourself. Comprehend what you need to accomplish throughout everyday life. Make sure to write down where is need to see yourself quite a while from now. Setting a goal for yourself provides you a feeling of guidance.
Compose your investigation space. Organise books and revision material appropriately at their individual places. Adding that planning your investigations is a must. Comprehend what all subjects are significant and should be done first. Examine the list carefully. Discover the weightage of each topic and set up a Task plan likewise. Writing down what all subjects you think must be covered in a specific day against explicit time slots. Ensure you spread significant points first and afterward come to reasonably simpler ones. Starting the day with something that is not that significant is a total waste of time. (Management Study Guide, 2019). 
Digital skills
Digital skills are characterized as a scope of capacities to utilize advanced gadgets, correspondence applications, and systems to get to and oversee data. They empower individuals to make and share advanced content, report and cooperate, and take care of issues for possible and original self-satisfaction throughout everyday life, learning, work, and social events on the loose. (UNESCO, 2019) 
One strength of having digital skills is that, customers presently invest more energy in digital channels and there is popularity for an improved online encounter. Organizations need to react to growing expectations, drawing in with their clients and building connections through a different scope of channels - these could incorporate email, social media life, mobile applications and that's only the tip of the iceberg. It's essential that workers have the correct abilities and 'netiquette' to guarantee the online client experience is a positive one. (Seetec, 2019) 
Despite the fact that there are numerous advantages of digital skills also on the other hand there are disadvantages as well. There have been opinions regarding whether the PC is what is doing basically everything and not the students. Since data can be gotten too rapidly and showed through various mediums there are concerns that students probably won't recollect data since they would now be able to find it somewhere else. There are likewise people who argue that students are losing essential information and perusing abilities in light of their utilization of digital technology. 
There are opinions that as a result of all the new innovation that there is lost communication and the capacity for individuals to communicate with one another. Since a genuinely huge measure of the new innovation is made for an independent uses there are substantial worries about the loss of relational and participation that students usually improve in a classroom location. (Bauerlein, Mark, 2009).
Nowadays at workplace digital skills is a must that every employee should know at least the basic grounds of digital technology. Me, as a receptionist, my work relies on my digital skills. So whenever there are new reservations or check-ins for hotel, I need to store the information into the computer. Receiving concerns from guests also come as emails. 
University’s assignments need to be done through digital technology. Receiving emails from university or teachers as well as uploading the final assignments online. Almost everything nowadays is paperless, which is good for environment. 

Conclusion
This report analysed the following several academic and employability skills: teamwork skills, time management skills and digital skills. The report was analysed through SWOT analysis and paying particular attention where the mentioned skills are used in workplace and as in universities.
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