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[bookmark: _Hlk39572839][bookmark: _Hlk39572964][bookmark: _Hlk39575278]Introduction 
Employability skills is a term you will hear and see often at workplace and university.  Employability stills is a set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and economy. The purpose of writing this report is to talk about five skills, why are they important in the workplace and university. These skills are very important for any students or employee, without these skills you can’t communication efferently. With these skills you can communication properly with your friends at university, at work with your colleagues and manger at your workplace. The five skills we’re going to look at are: communication skills, decision making skills, time management skills, problem solving skills, and leadership skills. 

SWOT 
The SWOT analysis is an incredibly simple, yet powerful tool to help you develop your business plan, whether you’re building a startup or guiding an existing company. 
SWOT stands for strengths, weaknesses, opportunities, and threats. 
Strengths and weaknesses are internal to your company or university – things that you have some control over and can change.  example include who is on your team, your patents and intellectual property, and your location. 
Opportunities and threats are external – things that are going on outside your company or university. You can take advantage of opportunities and protect against threats, but you can’t change them. examples include competitors, prices of raw materials, and customer shopping trends. 




	[bookmark: _Hlk39573142]STRENGTH

· Listening – I always take the time to listen what the other person is saying and practice active listening. 
· Open – mindedness – I have an open mind and a commitment to understand other people’s points of view. If I disagree with someone when speaking to them, I try to reach an agreement that would benefit us. 
· Empathy – I can understand and share other people’s emotions and I always response appropriate. 
· Patient - I can endure a long wait calmly and I can deal with annoying problems without frustration. 


	WEAKNESS
· Lateness – sometimes I’m late for university or work. I will try and improve it by coming up with an action plan and follow it every time I’m going to work or university and other important meets. 
· Information technology – I’m not good at using the computer, I will find a computer class to attend, to help me improve on this.
· work ethic – I work too much. I take too much responsibilities, I try to be a perfectionist in everything I do, and I do too many things at a time.
· Academics – I struggle to do my coursework most of the time, I’m not good at writing essay and putting in my punctuation marks. 


	OPPORTUNITIES
· Organization support 
· Available external support of mixed learning professional 
· The accessible way of learning regardless of location 
· In line with campus expansion plans and the growing trend towards blending learning adoption 
· Continuous personal development 
· Welcoming and safe workplace

	
THREATS
· Exchange of username and passwords by students to complete assignments for others
· Chat sessions and other distractions 
· Dependency on computers for spellings probably deteriorate their knowledge of the English language. 
· Lower availability external services 
· Decrease of quality and lifetime components 






























1. [bookmark: _Hlk39573280]What is communication and why is it important in workplace and university? 

[image: Top 5 Communication Skills and How to Improve Them]
Communication is the sending and receiving information from one person to another or from one place to another through verbal or nonverbal. The person who is sending the information is the sender and the person who receive the information is the receiver. 
Communication skills are abilities you use when giving and receiving different types of information. Some examples are communication ideas, feelings or what’s happening around you. communication skills are listening, speaking, observing and empathizing. it can also help to understand the differences in how to communication through face-to-face interactions, phone conversations and digital communications, like email and social medica. It is the key to every business function management. it is important in the workplace, because it helps to develop relationship between staffs, so that they can understand each other properly and correct any misunderstanding they might have.  
Communication is significant in university because it helps the student to listen, understand the point of view of tutors in class. After listening and understanding what tutors are speaking about students can ask better questions with confidence and it will help them to gain more knowledge. 














2. [bookmark: _Hlk39575529][bookmark: _Hlk39570998]What is time management and why is it important in workplace and university? 

	[image: Important Time Management Skills For Workplace Success]	

Time management is about using your time productively and efficiently.  Time management is the process of organizing and planning how to divide your time between specific activities.  When you have a well-set time management it allows you to work smarter – not harder – so that you get more in less time, even when time is tight, and burdens are high. If you fail to manage your time it could damage your effectiveness and causes stress. 
These are some benefits of time management: 
· Better productivity and efficiency 
· A better professional reputation 
· Less stress 
· Increased opportunities for advancement 
· Greater opportunities to achieve significant life and career goals. 
If you’re not able to manage your time effectively you will have some very undesirable consequences: 
· You will miss deadlines 
· Your workflow will be inefficient 
· You will have poor work quality 
· You will have a poor professional reputation and delayed career 
· Your stress levels will increase
Time management is significant, because you get a high profit at less cost. Time management in the workplace allows you get a higher output. It helps to decrease workloads, it helps build a healthy and dedicated working environment, and it helps to manage staffs, projects and all the business processes efficiently and effectively.  
Time management is important in university because it make the student time more efficient and allow them to focus on their study. This skill allows them to get high mark. Student achievement in studies depends much on managing time efficiently. Their habits and morals they obtain during school time and home will stick with them throughout the future.
3. [bookmark: _Hlk39575631]What is problem solving and why is it important in workplace and university?

[image: Five key problem solving skills for professionals - Transport ...]
Anyone can benefit from having good problem-solving skills as well all encounter problems on a day-to-day basis. Some of these problems are clearly more severe or complex than others. 
Problem solving is about finding solutions to difficult or complex matters. problem solving is what people do every day in their workplace. Problem solving is solving a problem for a customer (internal or external), supporting anyone who are solving problems, or learning new problems to solve, the problems could be big or small, simple or complex, and easy or hard.  
[bookmark: _Hlk39568769]Problem – solving skills help you determine the source of a problem and find an effective solution. Though problem – solving is frequently identified as its own separate skill, there are other linked skills that contribute to this ability. 
Some important problem – solving skills include: 
· Active listening 
· Analysis 
· Research 
· Creativity 
· Communication 
· Dependability 
· Decision making 
· Team – building 
[bookmark: _Hlk39568819]Problem solving is significant, because it allows you to solve the correct problems. Problem solving is significant in the workplace, because it allows the manager in finding a way to solve any problem that comes up. so, if you’re a good problem solver your business will be very fruitful. Most of this achievement comes from, having a good process to use when approaching a problem. With this, the business can solve problems quickly and effectively. without out problem-solving process, a company solution may be unsuccessful, or you’ll get stuck and do nothing, with painful consequences. 
[bookmark: _GoBack]It is important to university because student need it to develop the ability to apply problem – solving skills when faced with issues or problem that are new to them. The devolvement and use of problem – solving sills also improves learning. According to Rossman (1993) advises that when students use problem – solving skills, the role of the student changes from a passive receiver of information to a participant in the creation of understanding. The problem should captivate student’s attention, be meaningful, and allow a wide range of individual responses. 

[bookmark: _Hlk39575703]What is decision making and why is it important in workplace and university?

[image: How To Improve Decision Making Skills | Decision Making Process ...]

[bookmark: _Hlk39568917]Decision – making involves choosing between possible solutions to a problem. decisions can be made through either an intuitive or reasoned process, or a combination of the two. Decision making is the process of choosing a reasonable choice from the available options. Before you decide, you must consider the positive and negatives of each option and consider all the alternatives. For a well-organized decision making, you must be able to forecast the outcome of each option as well, and based them on these items, determine which option is best for that specific situation.
Decision making is significant if you want your business to be fruitful. Directors in the workplace must generate a safe and sure environment for customers and employees. to achieve this, directors need to be good decision makers and understand the importance of decision – making in business. 
When university have a good decision – making skills it brings value. in every university decision making is an important skill. It is significant to student because it improves their decision – making skills, they will increase their value in their future jobs, families and communities. 















[bookmark: _Hlk39575762]Leadership skills and why is it important in workplace and university?

[image: ]
[bookmark: _Hlk39568986]Leadership skills are an important component in positioning managers to make thoughtful decisions about a business’s mission and goals, and properly allocate resources to achieve those directives. Valued leadership skills contain the ability to delegate, inspire and communicate effectively. 
Leadership skills is important in the workplace because it documented; respectable leaders are the foundations of business, capable of inspiring and very best from their staffs and businesses for which they work. The life of a business owner or director is often fraught with surprises and challenges. A good leader, then must be able to overcome all difficulties to retain balance, productivity, and a strong culture for those that work along with them.  
Leadership plays a very significant part in students’ life. To develop their career students, go through a lot of stages where they need leadership skills. Leadership skills motivate them to learning and acquiring career development skills. When student uses leadership skills they will improve their ways, learning, performance, entertainment and use of time. 














[bookmark: _Toc39156474]
[bookmark: _Hlk39575796]Conclusion 

[bookmark: _Toc39156475]Based on the above information, employability is important if workplace and student wants to develop. SWOT analysis is very important if a business or a student was developing a plan. Communication skills is what you use when giving and receiving different types of information. Time management is significant, because you get a high profit at less cost. Problem solving is significant, because it allows you to solve the correct problems. For a efficient decision making, you must be able to forecast the result of each option as well, and based them on these items, determine which option is best for that specific situation. Valued leadership skills contain the ability to delegate, inspire and communicate effectively. So, employability depends on your knowledge, skills and attitudes, and how you use those assets. Employability will allow individuals and businesses to adapt as needed. Employment skills are more service oriented making information increasingly significant. Students and workplace will need different types of skills to flourish. 
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