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Introduction 

 

The objective of the report is to analyses of my own academic and employability skills to provide 

breakdown and the importance of this skill. Employability Skills are the basic abilities, individual 

characteristics and qualities that empowers me to do my best in any work environment. These include sound 

communication, team management, teamwork skills etc. I will need various businesses skills to thrive in the 

21st century. Therefore, I must learn and employ these methods in my day to day operation. I will continue 

to learn in the forever changing industry and while many skills can become obsolete, therefore learning a 

wide range of skills culture for myself will enhance my employment prospects. If I wish to go into business 

this will enable to adapt to the business’s needs. I have acquired myself with a set of skills that can be used 

over a variety of roles will add value to times ahead. 

 

1. 

 

Academic Skills / Time Management 

 

Definition of Time Management (What is Time Management for Me?) 

 

My Time Management allows me to achieve more in very less time, which will allow me more extra time, 

this lets me learn more opportunities and skills and helps me concentrate more on the work in hand. By me 

managing my time effectively helps me grow I different ways, such as, more closing of jobs, extra training, 

helping others and sometimes spending more time with my family. 

 

Why is it good to have this Time Management as a Skill? 

 

This skill allows me to plan my day and how much time to spend on each activity. It’s very important for me 

to slot time to learning about the job in hand. This method will allow me to be productive and efficient, for 

career planning and of course greater opportunities for me to achieve important life and career goals. It goes 

without saying that I must manage my time accordingly, failing this will have severe consequences, missed 

deadlines, inefficient workflow, poor work quality, a poor professional reputation and a stalled career. 

 

I must continue to train and help myself on skills which will have great impact on my day to day running of 

operation, business or whatever I will be involved in. 

 

Why do I have Time Management Skills?  

 

It allows me to plan my day, prepare a list of things to do and make a note of the most important tasks that 

need to be complete. I have to say no to some work and tasks so so that I can complete my one tasks.  

 

I must priorities my tasks as per the deadlines and their importance. I have the skill to tell the difference 

between important and routine work and for me to identify which tasks should be done as a priority.   

I must improve my skills of doing the correct tasks at the right time and failure to complete will result in 

revenue loss.  

 

2.  

 

Employability Skills / Communication 

 

Definition of Communication Skills 

 

The ability for me to communicate to other individuals, teams or organizations effectively and within the 

correct channels with the right people. My effective communication skills can help sharing of information 

between my team members, staff or people within a company for its commercial or personal benefit.  
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Why is it good to have good Communications Skills? 

 

My Personal development skills will help me in achieving full potential both at work and in business. This 

will further allow me to continue learning and develop in areas that need most improvement. This will allow 

me to help and train other people too, it will allow me to further explore new ways of doing things. This is 

what will help me be more productive in all aspects of my employment or in my own business. 

 

Why do I need to have good Communication Skills? 

 

My skills will help me when providing different kinds of information, ome of the examples include 

communicating ideas and feelings. This has also helped me to understand the differences in how to 

communicate through face-to-face interactions, telephone conversations and digital communications, like 

email and social media. 

 

There are various communication skills I can learn and practice to help myself and my team members to 

become better and enhanced communicators. I can utilize many of these skills together. 

 

My listening skills means giving more attention to the colleague who is speaking to me. By me being 

providing feedback to my colleague. This skill helps me to understand what is being said t me and able to 

understand what questions I need to ask for clarification. 

 

I am a good listener by concentrating on what is being said, minimizing distractions like phones, and by me 

preparing questions, comments or ideas to thoughtfully respond. 

 

Adjusting my communication style to my audience / team, my styles of communication are appropriate in 

different situations. To make the best use of my communication skills, it’s important for me to consider 

quality of audience and the most effective format to communicate with them. 

For example, if I am speaking with a potential employer, it’s easier for me to send an email or call them, 

depending on the situation. 

 

In work, my skills such as attention to details and the team often creates trust and understanding between me 

and my team. The same skills are important in personal relationships with friends and family. When I am 

working with others, I see my staff, colleagues and team with a positive attitude, keeping an open mind and 

asking questions to help me understand where they’re coming from. Small gestures such as asking someone 

how they’re doing, smiling as they speak or offering praise for their work, a simple well done can help me 

develop productive relationships with both colleagues and managers. 

 

My ability to work in the workplace, will make people more likely to respond to my instructions and help 

fulfil these with confidence. There are many ways for me to appear confident, including by making eye 

contact when I am addressing someone, sitting up straight with my shoulders open and preparing ahead of 

time so that my work is of high quality. My skills in communication comes in handy not just on the job but 

during the job interview process as well. By me being a strong communicator enables me to accept critical 

feedback and provide constructive input to others. For me to provide feedback and take feedback will allow 

me to answer questions, provide solutions to help strengthen the project or topic at hand. 

 

When I am speaking, it’s important for me to be clear and concise. Adjusting my speaking style / voice so I 

can be heard in a variety of settings is a skill and it’s ideal for me to communicate effectively. I have to be 

careful not to speak too loudly which may be disrespectful or awkward with people. 

  

My empathy skills mean that I can understand and share the emotions of others and with others. This 

communication skill is very important to me both in team and on one to one settings. In both cases, I will 

need to understand other people’s emotions and offer a required response. For example, if someone is 
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expressing anger or frustration, this skill of mine can help me acknowledge and know their emotions. At the 

same time, being able to understand when someone is feeling positive and enthusiastic can help me get 

support for my ideas and projects. 

 

Another skill I have is respecting others, knowing when to speak without interruption others is very 

important skill and respectfully communicating with others also means using my time with someone by 

getting value for time. 

 

 Lots of communication happens through various options such as body language, facial expressions and eye 

contact. When I am listening to someone, I have to pay attention to what they’re saying. By the same 

measure, I should be conscious of my own body language when I am communicating. 

Whether I am returning a phone call or sending a reply to an email, fast communicators are viewed as more 

effective than those who are slow to respond. One method is to consider how long my response will take, is 

this a request or question which I need to answer or follow.  If so, it may be a good idea for me to address it 

as soon as I see it.  

 

With experience, practice and time, I can learn and improve on these skills. I can by start understanding my 

skills and then develop those areas of weaknesses. By practice improving communication habits, many of 

my communication skills are habits which I have developed over a period. I can improve these skills by 

practicing new ways to be a better communicator. 

  

I must seek opportunities to improve my communication. This will be for me to seek out opportunities both 

on and off the job that require me to use communication skills. This will help me keep good skills fresh 

while also allowing me the opportunity to practice and learn new skills. 

 

I must be very clear and ensuring my message is easy to understand as possible and minimise the chances of 

confusion, this will speed up my completion and helps others to understand my goals. 

 

3. 

 

Conclusion 

 

During my career I have acquired many skills which have assisted me in my daily tasks both at home and at 

work. This has had a positive impact on my career, by having these skills it has allowed me to execute my 

task productively and effectively. 

 

These are some of the skills I have learned which has helped me to be a better person and a better employee.  

Prioritization, Goal setting, Communication, Planning, Delegating, Crisis Management. 

 

With this Level 4 course and my previous learnt skills, I can combine the both and start my own business in 

my expertise of work, this will allow me to manage my work and business productively and effectively. 

 

I have also learnt how I can pass on my learning to friends, colleagues, staff etc, this will not only help me 

but help others too. 

 

Procrastination is one of the key issue for anyone that will affect productivity. It can result in wasting 

essential time and energy. I have learnt that tasks to hand must be completed on time and with perfection, if 

I have to delay something there has to be a very good reason and I must complete another task in order to 

manage my time as opposed to wasting time. 

 

These skills that I have learnt during this course are very vital and will assist me in my day to day operation 

of my daily job. I can effectively teach these skills to my juniors. This course has further provided me with 

the skill to make training plans and templates on Academic and Employability Skills which will be a record 
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to be kept after training. This training package will teach and demonstrate to the trainees that benefits of 

effective time management and communication. 

 

There have been may occasions at work and at home where incidents have taken place which have resulted 

in great losses and major disruption to other people or businesses. In such circumstances these vital skills 

can add value in cushioning the impact. By having these skills and being part of the set procedures in 

company policies to be implemented during operational crisis and this will have the ability to minimse 

impact. 
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