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1.Introduction

The purpose of this report is to reflect on the skills that are utilised at the workplace and in university. Each skill is used differently by students. Besides, everyone has their own way to learn and practice their skills. In this essay, skills that can be useful both academically and professionally will be presented in detail. Although the skills used in university might be required in the career as well, most of them must be enhanced through practical experience. Furthermore, a career might require additional skills, that are specific to a particular field. The skills that are analysed in this essay are: communication, time management, critical thinking, team working and problem solving.


2.1 Communication

[bookmark: _Hlk38630608]The exchange of information, ideas and feelings, whether by speaking, writing, signals or behaviours means communication. It is additionally a method of changing information, either verbal or non-verbal, inside a business enterprise (Röhner and Schütz, 2012).
At the workplace, the communication is very common.  Any activity carried out involves the communication relationship and the exchange of information but also its processes. It would be difficult to work as a team without being able to communicate with one another. The superior has to listen to those around him and be able to understand the message being transmitted to him and give him feedback. When the employee receives a task, it is important for him to receive explanations as well. The superior must take the time to understand his employee and make him apply his skills in order to achieve the company’s goal. Effective verbal and nonverbal communication skills are valuable in the workplace. To train their employees on how to communicate effectively a lot of companies spend a lot of money. Successful working environment correspondence works as the magic that binds everything. It goes about as an amplifying glass by making things clearer (Giblin, 1963).
To know how to handle conflicts that may appear, for university students, communication is the key. In every group, communication has to be honest and open to make students to respect and trust each other. Conflict has positive effects such as increasing motivation of changing and development of creativity. Also, it improves identification of problems and solutions and it offers the opportunity to acquire knowledge and useful skills.
As far as I am concerned, I have developed the ability to communicate both at work and school. I have to improve my English because sometimes I do not understand some details, which can be problematic when having a conversation.

2.2 Time Management

Time management is the increase of the efficiency or productivity of work, by taking control of the time spent and carrying out specific activities. A set of practices, principles, abilities and systems are used to make that possible.
Establishing a daily routine, setting breaks when exhaustion occurs, taking advantage of energy moments, solving more important problems, may be some of the rules that must be respected to manage time (Armstrong, 1999).
There is no man who has not entered the crisis of time in the workplace. This happens when, at the end of a day at the office, employees realize that they have not completed their tasks on that day at the workplace. This can also lead to a state of stress that can affect anyone from all points of view. To avoid this, time management must be understood (Adair and Allen, 1999).
In order to organize time in an efficient way at the workplace, it is necessary to avoid dividing the tasks from the job into two: important and unimportant. Solving urgent problems generates other emergencies. It is important to allocate time from work for prevention activities. Even if one feels that the office time is running out fast and the impression is that the work tasks will not be performed properly, it is not the case in a hurry. It is known that the rush hurts the job and, therefore, there is a risk of failure and the respective activities are resumed. Factors that make it into the crisis of time are work colleagues. It is often the case that colleagues who stop working to ask for help or even the supervisor to communicate certain project changes. It is not always necessary to respond affirmatively to the demands of co-workers. You must have the power to refuse because otherwise there will always be interruptions to ask for help. Thus, it is possible to make others respect the time at work but also in the personal life. Time management also applies when ordering on the desk. It often happens that an office full of papers and folders, which gives the impression that an employee works hard, consumes so much valuable time. There are times when you look at some urgent bills that were wandering through the pile of papers on the desk, and their search takes time. Therefore, it is necessary to place orders on the desk. It is known that the most efficient people have on their work desk only the strictly necessary (Cole, 1993).
Another reason that can take unnecessary time from work is the lack of judgment. Thus, the ability to decide quickly is necessary. The fact that the state and very much analysed a problem that intervened in a project does not guarantee that an appropriate decision will be taken. In the event of an emergency, someone may be assigned to help with the job duties in a timely manner. but this must be observed because the one who will help us must perform the tasks as well. Thus, if the rules of time management are respected, it does not have to enter the crisis when the tasks in the workplace must be fulfilled. Effective organized time is the key to success in any field. I have to improve this skill because I start several things at once and waste a lot of time trying to finish them all, often not finishing any, or doing them incorrectly.

2.3 Critical thinking

Thinking clearly and rationally or understanding the logical connection between ideas is the critical thinking ability. It is the skill to reflect and differentiate (Polya, 1957).
Critical thinking means using the ability to be heard. It consists of active thinking instead of just being a passive information container. People who have critical thinking question ideas instead of governing them as they will know us. They also try to change whether their ideas, to solve and justify for the general public, and to understand, to find information to expand them (Facione, 2007).
The Spanish education system is far behind other European countries. The art of teaching in the classroom is part of a passive absorption of knowledge that may or may not be eventful in the future.
One of the political goals that can be maintained in education is to question as much as possible. It is fundamental to the students adult life to learn to question things, not to simply love everything, or to believe everything, whether it be reading, seeing or hearing, from authority figures, communication media, friends or family relationships (Water and Wenzl, 2015). I have to improve this ability because sometimes I only learn new theories and do not question them or compare them to alternatives learned before. It is essential for someone who wants to have new ideas to be aware of his own biases. As a consequence, I try to look at things from a different perspective each time I get the opportunity. This will also impact the decisions I make in my career and the way I look at solutions for a problem. 

2.4 Team working 

Teamwork is the collaborative effort of two or more people to achieve a goal or to work on a task effectively and efficiently (Buzzotta and Montebello, 1993).
Working in a team context means to have a personal task, to control the work processes yourself and to solve them for the result. Teams usually work together over time. The degree of self-government may include that of his. Good teams deal differently in partnership, equal relationships with their own and ongoing team spirit and feelings of togetherness. 
The term team is used in permissions to group work more in production management. Groups can be an integral part of the work and management organization in a corporate area, e.g. customer-oriented working groups in an insurance company to manage all types of insurance. In ergonomics, they are referred to as semi-autonomous working groups. Teams are often defined as temporary groups in a project, e.g. exists in the development department, but work can also be losing work groups, without direct and close cooperation, such as with sales teams. Virtual teams work together across several people or companies with the help of information and communication technologies (Badura et al., 2009). I think I have this ability because I can listen to those around me and cooperate in a team. I still have a lot to learn about this skill in order to gain a better understanding of what it means to lead a team.

2.5 Problem-solving

[bookmark: _GoBack]The capacity to take care of issues is a fundamental ability and is basic to our everyday lives, at the workplace at university, and grinding away.  There is no correct method to take care of this issue and various individuals will fathom it in an unexpected way. Solving problem is a skill and a process that people can practice getting better at it. Learning and using different problem-solving strategies increase students and employees confidence, helping them to choose the best solution and identify the problem (Mayer, 1992).
Problem-solving tasks are differentiated from routine tasks in that they require more attention and focus. A barrier prevents problematic tasks immediate solution, it takes several steps to find a solution, e.g. an analysis of the task, restructuring, several steps of the synthesis. The ability to solve math problems requires knowledge of the relevant terms, sentences and procedures ahead, but also requires the willingness to be independent to deal with a problem, to organize his own knowledge, with search for heuristic rules for solutions and your own solution steps control and display (Polya, 1957). I must improve this skill because every time I have a task, I ask those around me, my colleagues, teacher or my managers.

3. Conclusion

In conclusion communication is a key factor in every area, which one further develops trough experience. On the other hand, time management is a strength that can be utilised as an opportunity as well. Since many people can accomplish tasks, but not everyone can do that in a timely manner, it is essential to enhance time management skills. All in all, an ideal employee must be motivated to acquire new skills, as well as further develop existing ones. Swot Analysis is an efficient tool to ascertain abilities including strength and weaknesses for employability. This can help when looking for advantages as a job candidate or competing with other colleagues. Although skills can be improved over time, it is essential to be aware of your own ability and never give up on learning new ones.
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