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  Academic and Employability Skills
                         Introduction:
 Skills play an important role in our daily life specially in academic (university) and workplace. It can be defined as: An ability and capacity acquired through deliberate systematic and sustained effort to smoothly and adaptively carryout complex activities or job functions involving ideas (cognitive), things (technical) and/or people (interpersonal skills).
Reference: Business Dictionary
   It also defined as: It is ability to carry out a task with determined results often within a given amount of time, energy.
Reference: Wikipedia
   Examples of good skills are Communication, teamwork, problem solving skills, time management, interpersonal, leadership, IT skills.
   Aim of this report is to analyse several academic and employability skills. The skills which will be Analyse are Communication, Time Management, Problem Solving, Decision making and Writing. 

              Communication Skills
It is the ability to convey or share ideas and feelings effectively.   
  It defines as the ability to send message that are properly an entirely received and understood by the target audience.
Reference: My Accounting Course

Types of Communication: It consists of five types.
1.  Verbal
2.  Nonverbal
3.  Written 
4.  Formal and Informal.
5. Visual.

   Verbal also known as oral communication, simply any communication that happens orally between people is known as verbal communication.
  Purpose of this communication is to ensure that message deliver to a person or large audience effectively.
   Nonverbal communication is more subtle and includes physical postures and gestures, tones, the pace of voice and the attitude with which we communicate. 
  Written Communication means person write his/her message which is clear to the reader and expressible.
   Formal and Informal: It is exchange of official information that flows in different levels of organisation and prescribe professional rules. 
Informal is one where there is nothing official. Information exchange between one or more person without confirming the prescribed rules.
   Visual Communication is delivering of information in the form that can be seen. Examples are video presentation and media posts.
 Reference: Marketing91
  It is Useful at University and Workplace: It is very important in university and workplace to help classmates and colleagues by exchanging the views in different topics and also helps to solve issues in university and workplace effectively and efficiently. Good Communication helps to achieve goals and objectives in groups and target audience.

     I have Communication Skills in university and workplace because I can help my classmates by communicating with them in groups and individually to solve their problems  in different topics and assignments and also better communication in workplace to solve my colleagues problems and issues and help them to achieve target and goals in workplace more effectively and efficiently.

             Time Management Skills
  It is one of the most important skill in your life to achieve your objectives on time. It is Define as:  The process of organizing and planning how to divide your time between specific activities.
Reference: MindTools.com 
In another Definition:  The ability to prioritize tasks and activities, and then allocate the right amount of time to the right activity. 
Reference: CLEVERISM
It is Useful In University And Workplace: This skill is important in university and workplace to achieve objectives in limited time period. It is very important in university and workplace to set goals correctly, prioritize wisely, organize yourself by having good planning to achieve the target in set time. Time management helps to stay organize, helps in better planning for goal setting to achieve our objectives in university and workplace while working individually or in groups.
      I can improve my time management skills by organizing and prioritizing myself with better planning and eliminating nonessential tasks to start achieving my targets in available time period. Improving my time management skills helps me to achieve my targets in time and also help my classmates and work colleagues to achieve the goals in limited time period with available resources while working in groups in workplace or in university.
                
                Problem Solving Skills
 It is an unpleasant situation which prevents from achieving what we want to achieve. This skill helps you to determine the source of a problem and find an effective solution. It can be defined as: It refers to our ability to solve problems in an effective and timely manner without any impediments.
Reference: CLEVERISM
  It also Defined as: There are the skill set consisting of several interrelated abilities, including analytical skills, collaboration, communication, creativity, decision making and research skills.
Reference: ZETY
Problem solving Skills Are Useful In university And Workplace: It play a vital role in university and work place, this skills helps to identify the problem of classmate and your colleague at work place. This skill is useful to analyse the situation and after analysing will help in effective solution. Problem solving skill is useful to make decision about how to solve a problem that arise, it also useful in university and workplace to know how to communicate  with your classmates and colleagues in solving problem, the more communicative we are in groups then it takes less time to solve the problem. Most problems are solved by the input of other people, so this skill bring people closer to each other and people work will in a team and find solution quicker and in less time. Problem Solving skills is useful in making strategies and planning to solve the problem and hence also helps in improving your brainstorming.
   I have problem solving skill and I can solve my class mate problems and also at workplace by communicating with them, have good planning and structure the problem in my mind and then looking for best solutions to solve the problem. I can make good decision while communicating with my colleagues to solve problem in less time. I can implement my ideas and monitor them until problem is resolve, and ask team members for the feedback for the solution of chosen problem.

                      Decision Making Skills 
    
 This skill is regarded as the cognitive process resulting in the selection of a belief or a course of action among several alternative possibilities. It is the process of identifying and choosing alternatives based on the values, preferences and beliefs of the decision maker.
Reference: Wikipedia
  It can be defined as: It is the ability to select between two or more alternatives to achieve the best outcome in the short time.
Reference: ZETY
 In Decision making skills first identify the problem and go for possible solutions, evaluating the benefits of solutions and selecting the best one among each solution, after selecting the solution then implement it.
 Decision Making Skills Is Useful In University and Workplace: These skills are very important and plays a vital role in university and workplace. This skill is useful to set objectives in a group, it also helps to save time and make better use of resources, decision making skills also useful for all class mates and colleagues to contribute their ideas more effectively and it also helps to improve communication in between members when participating to solve a problem. In workplace professionalism development enhances by this skill because everyone learns and improves in his/her ability and formulate relevant information. Decision making skills is useful in workplace because it enhances team members satisfaction and engagement also will improve when they communicate each other. Decision making skills is useful in workplace because it gives team member stronger sense of ownership when everyone is participating in solving a problem and giving their ideas for solution.
    
     I have decision making skills and I help my class mates and colleagues in decision making by giving them better potential solutions and evaluate them, sometimes what we are deciding have some risk, so understand the risk is also important and give better choice by eliminating risk, having good communication with them and making good environment to give confidence in team members, check my decision and implement it to solve the problem. I can help my university fellows by communicating with them giving them best solutions by identifying the problem and implement better solution to solve the problem. 
     
                               Writing Skills
   This skill is important part of communication. 
 It allows to communicate message clearly to group of people or larger audience. In this skill writer write down their thought/ideas that must be clear and simple to the reader. This skill needs to have good vocabulary, coherent showing clear picture.
This skill of communication allows person to express ideas and feeling on paper to convey message clearly to another person.

Writing Skills useful at university and workplace: It play a vital role in university and workplace to communicate each other. In writing we can refine our ideas and explain them to other in a better way and communicate message in group. In workplace communication in writing is very important when your colleague is not with you and you can communicate with your colleague in form of email and express your ideas with him/her remotely. In University it is helpful to communicate message clearly to classmate via text message, emails.
  
    I have writing skills and use writing skills in workplace and in university by writing my ideas to my classmates/colleagues and explain them clearly and coherently by use of good vocabulary to convey my message to them to solve the problem. I can write my message clearly and precisely with ease phrases that explain idea to everyone. I write message in simple words so it is easily understandable in groups. In writing you are reflecting your personality to others so message must be clear and simple to each and every person and to different culture. 
                     
                       Conclusion
        In this report focused five academic and   employability skills. At the start of the report discuss skills and defined as a type of work which requires special training and knowledge. Examples are communication skills, IT Skills, problem solving and decision making. After defining focus on different skills and one of them is communication skills and its types and it defined as the ability to deliver or share ideas and feelings effectively to a person or group of persons. Types are verbal, nonverbal, written, formal and informal and visual communication. After types focus how this skill is useful in workplace and I have this skill to help my colleagues in achieving the goals by communicating with them. After communication skills focus on time management skills and defined as a variety of skill that help to manage time well. Is also very important in workplace and university to set goals and organising yourself with good planning to achieve target in set time. I can improve my time management skills with better planning and organising to achieve goals in available time. After time management focus on problem solving skills and how to solve problems effectively and timely. This skill is also useful in workplace/university with better communication with group members. I have this skill and I can help my colleagues by solving their problem with better communication and give them alternate solution to achieve their target.
  After problem solving focus on decision making skills and define as selection of one or more alternative to achieve result in a short time. This is also useful in university and workplace to achieve objectives from one or two solutions in a given time. I have this skill and I can help my colleagues by giving them potential solution and avoiding risks to solve problem. After this focus on writing skills and define as to conveying your message in writing and express your ideas in a better way to another person. Writing skills also useful in workplace to convey your message in better way through emails and texts. I have writing skills and I can write my message and better communicate with my colleagues in foam of emails to achieve goals and objectives.
  In last we conclude that skills are very important in our life in achieving goals and objectives in our daily life. Having good skills can help to achieve goals in less time. 
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