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[bookmark: _Toc39504179]INTRODUCTION

The purpose of this report is to highlight the importance of having academic skills and how it helps us in our daily lives to function well, also that having the ability to use academic skills can prevent us from becoming stressed, frustrated and unwell.
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Having academic skills can help at work and at University, which enables staff and students to work effectively with little or no stress; because they can utilizing these academic skills to help understand whichever process needs to be done. Having the skills to source relevant information using the techniques of relevancy, impartially, creditability and consistency helps to source and validate information found. In particular at work when having to negotiate with Management to allow staff time to train, within the working day to do courses that are not work related.  Having these core skills learnt whilst studying, provides students with the ability to work to a higher academic level, due to their continued ability to problem solve. (Anon., n.d.).  

Using Academic skills ensures that note taking skills can be utilized in researching information, and putting together written pieces of information and statistical information that is found.  Having this skill makes it more likely of a positive outcome due to the research, and statistical information found to validate any proposal that can benefit staff and employer. Academic skills helps when presenting the different sides of the benefits that can be gained, when staff feel valued in that their employer has allowed them the time to learn a different skill whilst at work.
Academic skills helps at work when researching and referencing the current guidelines, outlined in the constantly ever changing Policies of the Department of Works and Pension.  Researching has made it possible to negotiate with Line Managers/Managers when staff have wrongly been marked down, or put on a PIP (Personal Development Plan), without being consulted.  Having the ability to do the research has made it possible to have staff box marks put back up (if lowered), and warnings removed when researched has shown that they have been applied outside the remit of the Department’s Policy - making it invalid. At University Academic skills helps us when researching projects and is the foundation to higher education; teaching us how to study. Applying this skill at work helps to ensure a smooth/timely and productive day can be had, as staff can apply their skills from the start of their day and throughout, when they have the resources to complete their work. 
Using Academic skills at University enables students to learn how to understand wording and the use of language, and how to use academic language and not slang.  How to differentiate between exaggerated and emotive wording; letting your words convey the message; and the difference between formal and informal sentences and not using contraction in formal writing. 
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Good communicating is knowing when to talk and when to listen, speaking clearly and allowing others to speak, and communication skills are a valuable asset in the workplace, when working with colleagues.  Using various types of communication skills can capture different audiences. Sometimes holding a meeting can get your views/concerns/info across, utilizing the other various forms of communication to meet everyone’s needs. Other tools that can be use as effectively is the phone, an information board, desk drops, emails, face to face and morning buzz meetings. Communication skills are crucial in every aspect of life, and it is important that we convey our message well to understand and be understood.

The strength of Communication Skills are staff feel confident to undertake tasks/work as they are fully aware of what is being asked of them.  This will more likely lead to the completion of tasks within the designated turnaround time, leaving more time for staff to train in their desired areas of work/non work.  Good communication skills at work can alleviate stress and promote active and willing participation in team activities, leading to a more cohesive team that compete (friendly) for better out comes. The opportunities of having Communication Skills are far reaching in terms of career moves and bonuses, as these skills can get staff recognised by the powers that be, and also by their peers. These skills are also essential for a team to work effectively, and in a timely manner to meet deadlines.
A weakness of Communication Skills can lead to a failure to complete tasks as the understanding is not made clear, and could lead to stress within the team if left unchecked, due to staff not having the confidence to admit they don’t understand what is required of them.  
Good communication skills are essential at University, as the essence of learning is in itself a skill.  If the tutor does not have good communication skills then the delivery would be lost in translation, equally if students did not have good communication skills they could not expand on whether they understood or did not. Good Communication skills are crucial to students understanding of the various modules they have, and the ability to differentiates and dissect the intricacies of academic learning; especially in later life as mature students.
I have good communication skills and will continue to develop them. 
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Time Management Skills are fundamental in ensuring that out comes, projects, and general attendance enables the smooth running of any organisation. By attending work on time, being available to cover in emergencies and completing work in time, all contributes to the smooth running of the business. Having time Management Skills ensures that staff are in place at the right time to deal with customer/MP/internal/external customers (staff), promptly.  The ability to Manage Time Management Skills, ensures that customers can be dealt with in a speedy manor allowing ample time for any escalations required. Time Management Skills helps staff to manage their stats, without becoming stress due to the lack of time to complete them.

These attributes get you recognised as a Team player, and someone who is conscientious and reliable, but equally sometimes people can use this skill to their advantage and not show up at the allotted time, because they are aware that you have these skills and will be available.

I am good at managing my time and find it helps to mitigate the daily stresses whilst at work.  Doing a to–do-list and listing the most important (and sometimes other options if that fails- back up) enables me to get the best outcomes, whilst maximizing my output with little or no stress during the working day. Before knowing about the Eisenhower method I was actually working with that principle of focusing on the tasks ahead, minimizing interruptions and avoiding procrastinating.  . 
Time Management Skills are crucial when attending University, especially as a mature student who has not been in study for a few years. This skill helps student to prepare how to balance their work-life-balance, which now incorporates studying and working, whilst still looking after the family. Having Time Management Skills helps student to prepare to drop children off in the mornings, to school/minders/go into work and get to University on time in spite of travel disruptions/delays.

This skill enables students to plan their day effectively and priortorize which course work should take priority for completion, when there are numerous assignments to be done. Having Time Management at University helps students to keep a Record Analysis, so that students have the ability to record everything they do throughout their day, and write it up for future reference. A past United States president stated, that time was like money, and we should value it like we value and save money to enable us to have a good work life balance. (Williams, n.d.)
I have good time management skills.
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Leadership skills are a valuable skill that can inspire a team to work to its fullest potential, and getting the best from a team that feels it has been invested in.  Delegating at work is also a way of optimising the skills of others, and encouraging them to step out of their comfort zone, identifying their strengths/weaknesses. This can only be done if staff communicate effectively with each other, and the Leader shows clarity in their request.	
Having the strength of leadership skills has helped at work to manage a team effectively. If a Team Leader does not have these skills it would be detrimental for their team. The opportunities of leadership skills are that the world is your oyster and the sky’s the limit.  Because of these qualities staff are more likely to get top box markings, bonuses, better projects and head hunted/promotion. The threats of leadership skills are being unable to compete with other performing offices, inevitably being put on a surplus to requirement list, lower box markings, pressure, stress and disciplines at work. Staff not wanting to be managed by someone without leadership skills.
Having Leadership skills at University helps you to voice your concerns for the rest of the students, when an issue arises.  More importantly; it allows students the confidence to voice their concerns when other students are rudely interrupting the class talking, when most of the students want to hear - and ask them to shut up.
I have leadership skills and will continue to build on this in my personal development plan, because I believe only a fool knows it all.
What highlights leadership skills from other skills is that you are showing someone how to work more effectively, and selflessly giving for the improvement of your team. (Anon., 2020)
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Doing research is essentially gathering knowledge, finding facts, and statistics that can substantiate work/study.  Researching can point staff to other tools to help with fact finding and information gathering. The strength of research is that it opens up a wealth of knowledge and information, putting staff in a stronger position/advantage to succeed; and be fully informed with their knowledge base and giving staff the ability to put their case across.  (Anon., n.d.)
The weakness of not doing research is staff have no credible source of information to reference, putting staff at a distinct disadvantage and under extreme pressure to complete tasks/assignments and would yield work that had no validity.
The opportunities of doing research, is that staff are at a distinct advantage because staff are prepared, and have done your ground work.  This can open doors as staff can compete in the areas that they have researched, making them an ideal candidate for the chosen field. Staff will source staff for information/knowledge, and revere in their areas of expertise.
The threat of not researching is no one will want to do business with staff, as they have built up no credible source base, potentially looking like a failure in any competitive field.
Having research skills at University cover every area of work students do, as researching underpins what students do – source information, check sources, reference and research. Research skills can help students to ensure that any work submitted cannot be marked down through Plagiarizing, as they can research and quotes sources of reference to avoid this.   Students need research skills, to undertake assignments and complete essays, which require research knowledge to know exactly what to do. Having the skills to source relevant information using the techniques of relevancy, impartially, creditability, consistency and relevance helps to source and validate information found.
I analyse my research skills when approaching projects.
I analyse time Management to be better able to complete my tasks
I analyse my communication skills to understand and be understood
I analyse my Academic skill which underpins all of the above, and makes them employable skills.
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Having academic skills that allow us to cope with information, that cover everything we need to function well in our day to day lives; can be beneficial once Higher Education has been completed. Providing us with better skills to communicate effectively at home and work, are essential in our working well together and can also help our work life balance. (Anon., n.d.)
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