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Introduction
The purpose of this report is to analyse several academic and employability skills. The skills which will be discussed are: time management, communication, problem solving, leadership and team working. Those skills can be developed by going to study higher education because there everyone can become more professional and it will be easy to succeed in any field. In this report are analysed only a part of the skills but all of them are supporting the development and classification of each individual in society: workplace, university, family, friends etc.

Time management
Time management is the ability of each student or employees to use their time efficiently and productively in order to achieve the best results. Being a student involves undertaking various tasks: from reading to attending lectures, thinking about subject matter, taking exams and created assignments. Successful completion of those tasks requires time, usually a considerable amount of time. Of course, failing to manage the time in a good reason could mean we don't improve ourselves. For students if the time for read is less than normal, missing lectures at university, losing some seminar exercises, all those things are affecting when they need to prepare the assignments or examination time. Some students before exams are forced to sleep less hours during night time because they need to learn and take notes from the internet and this is happening when the time is wasting. (Morgan,2017, p.50)
The time management it is also important for employees. In the workplace, arriving late without inform the staff absences can causes real problems, for example the manager can arrange a disciplinary meeting.  After meeting, the employee can be fired and in consequence he needs to find a new job, but first he needs to improve his time management otherwise it will be repeat the same problem as before. (Morgan, 2017, p. 52)
I have to improve my time management because I have started university and my family don't need to feel the change. It is a huge impact for me but I have to maintain the balance between family, school, friends and this can be done by using a weekly schedule in order to prevent the wasting time.
Communication
Time management it is important in our life but without communication it is impossible to understand and interact with other people. Communication is the act of transferring information from one place to another. This act can be vocally (using voice), written (books, magazines, emails), visually (maps, logos) or non-verbal (using body language, gestures, vocal ton). In practice, it is often a combination of several of these. In university good communication skills can helps each student to understand the lectures and to be understood by others. Poor communication skills (difficulty in listening, problems with speaking or unable to write) can make student life significantly harder. (Skillsyouneed, [Online] Accesed:25 April 2020)
In workplace, employers who invest time and energy into delivering clear lines of communication will rapidly build trust among employees, leading to increases in productivity. As an employee it is also important to build a good relationship based on communication with rest of the team working, in order to achieve best results and to make competition with other people. Poor communication in the workplace will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities and inevitably in the organisation. (Michael Page, [Online] Accessed:25 April 2020)
I have this skill because 2 years ago I used to work in a dental practice as a medical receptionist. In this workplace I have improved my communication because I deal with the patients and is a multitasking job: you have to use a computer and to book appointments, talking with the patients in or over the phone, you need to be able to help them to filling medical forms and to be polite with the patients in stressful circumstances.

Problem solving
Problem solving is the capacity of each person to recognise the problem and to find a good solution in a short time. The ability to solve problems is a basic life skill and it is important in our daily lives: at home, school and work. Everyone solves problems every day without thinking about how they solve them. For example: it is a raining day and a mother need to pick up her daughter. In this case are different types of solutions. The mother can take the umbrella and walk. If the mother doesn't want to get wet maybe she can drive or decide to call a friend for a ride. There is no right way to solve this problem and different people will solve it differently. (Problem-solving, [Online] Accessed:25 April 2020)
In workplace all the employers are recruiting people who can brings a fresh perspective for previous problems or challenges. As a result, for a new employee who has a strong history of problem-solving skills can be the secret for a bright career when is applying for work. All the employees can use the STAR method when they need to focus in solving problems: S(situation), T(task), A(action), R(result). (Problem-solving, [Online] Accessed:26 April 2020)
Especially as a student is necessary to develop the ability to apply problem-solving skills even if is something new to him. There are several tools that can be used to identify the cause of problem: Pareto Chart, brainstorming, Root cause analysis, “5 Why Analysis “or the “Cause and Effect”. Those rules can be used in university, workplace because it will be easier to find what happened, why it happened and fixed the problem. (Problem-solving, [Online] Accesed:26 April 2020)
I have this skill because I'm an active person (mother, wife, student) and this makes me discover new problems. All the time I'm using the rule “Root cause analysis” because is easy to find the root problem and to fixed, otherwise it will repeat again.

Leadership
Leadership is the driving or guiding force from the people in our lives that give us meaning and direction. (Morgan,2017, p.442) Leadership is not about being popular or gaining power, it is a complex skill in reality (workplace, university).A leadership need to create a correct atmosphere when it decided to take the actions and it important to build a strong relationship with his followers in order to achieve the success. The purpose of the leader is to communicate effectively and regularly to his followers, especially when they need to focus on important actions. As a leader the loyalty to the group it is also important because it will be easy to influence the followers in a good way. A good leadership need to be able to solve the conflicts and resolve difficulties. Examples of conflicts are everywhere, let’s think about a team with 4 students who needs to create a project about black week history. Inside the group can be different opinions about the homework and easily the conflicts can start between them. The leader must have the ability to solve the conflicts otherwise the time are wasting and the project can be unsuccessful at school. In workplace, good leaders are the cornerstones of business because they have the power to motivate the employees and the companies for which they work.
Most of the conflicts are happening at work between colleagues, but some problems can put the leader in difficulty. For example, someone might not be attending meetings because they have a part-time job, but the rest of the staff can only attend at that particular time. This is not an easy problem for the leader but it is necessary to find a solution. In this situation the leader can use technology (video conference) and all the colleagues can attend when they cannot be in person at work. (Morgan,2017, p.223-229)
I need to improve my leadership skills because it will be helpful in my daily life and the first way to develop my skill is to work in a team with other and learn for example how the handle and solving the conflicts. A great idea to develop my leadership skills is to take on more responsibility because with responsibility comes more experience. 


Team working
Team working is the capacity to work in a group with others during projects, meetings or collaborations. Working well in a team means: listening the rest of group, accept all the ideas, sharing responsibility and working well to achieve a shared goal. Team working it is very important in education and workplace. As a student it is necessary to have this skill because at school some homework need to create a team: projects, presentations. Most students can join in a sport team, orchestra or theatres. During school students are involved to create charity events and they need to know how to bring people for donations.
Most forms of work with more than one employee assume everyone to work as a team. In a team it is necessary how everything is handled and this can resume if is a good or bad team. For example, a team work in a restaurant need to satisfied each customer and this can happen when the staff are listening one of each other, the communication are in a high level, they are offering help when someone needs and those things will give a good impression for the restaurant and a higher experience for the staff. (Youth Employment, [Online] Accessed:26 April 2020)
I have this skill because I love to work with people, I'm a sociable person with a good communication and my previous experience from the dental practice build my team working skills.


Conclusion
As shown in the report, employability skills are the foundational which allow students or employees to work well with others and to apply all the ability in order to solve the problems. In our days all the employers are recruiting people who are flexible and have the ability of multitasking at work. Academic skills are that skills who motivate the students to learn efficient and provide big value for their degree. Good academic skills increase the confidence, competence for each person and it is useful to improve the knowledge. This academic and employability skills are playing a good role in our life and it is useful for each student or employee to achieve the goal in their careers.
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