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1- Introduction

In this report we will talk about skills, time management, communication and team working, we will be going thru definition and some practical examples.
I will pass my point of view and my experience for each definition, I will talk a little bit  of my work environment and how we communicate. 
























2- Skill
2.1- Definition

Are capacities and abilities that we must have execute tasks, and those capacities we can learn and develop in some cases born with and develop.
Skills are unlimited abilities that we can learn and develop with practicing. All the process in life will demand a new skill.
























2.2- Skills that is Needed in the Workplace 

In the workplace situation can change anytime, we need to have the capacity to be flexible have a good ability to adapt when the circumstances changes skills to keep always the situation under control, have a good communication skills and how to deal with time. (skillsyouneed.com, 2018)
We need to be able to understand that some things are not in our circle of concern and be ready for changings anytime, very important aspect is the knowledge to how to deal with people to get the empathy and friendship.
 We can talk about of a lot skills that workplace demands but for be able to do everything right, you need to have the skill for love what you do be passionate with that you will learn a lot of another skills.
 













2.3- [bookmark: _Hlk39526902] Skills Needed for Doing a Job

For be able to do a job you need to know how to respect everyone that doesn’t have the same culture and language, be able to understand the current language and have the skills to improve the ability to complete the tasks you need to be passionate for what you do. (skillsyouneed.com, 2018)
Be communicative, good communication skills, have good initiative and know what you want to achieve, turn one information to action.
Hard Skills is specific skill that we acquire in formal education, for specifics job role and description. (Doyle, 2020)
Soft Skills is a personal skill that we have and learn in our daily routine. (Doyle, 2020)













	





3- [bookmark: _Hlk39527035]Communication

Communication means share in Latin, so communication its sharing or exchange of information between two persons. (Editorial.team, 2019)
Communication is the exchange of information or transfer one information to one place to another. (Editorial.team, 2019)

























3.1 – Communication in My Workplace

Communication is very important everywhere and have communication skills helps a lot in workplace.
In my workplace we use a lot of communication to share a information to give a specific task and explain some rules, for that we use a lot of verbal communication that is a type of communication that we use voices and we always try to use effective communication. (Doyle, 2020)
Effective communication is when the receiver understands the massage without changes the way that the receiver supposed understand.
And with that we avoid a lot of mistakes, we always make shore with the feedback that they understood everything, but always we try to mix verbal and non-verbal communication  to be more precise with the tasks, like that we always have the results that we want. (Doyle, 2020)
In communication we have a lot of factors that can change the meaning of the massage, in my workplace we have a multi-cultural employees some of doesn’t have the domain of the current language so we try always to use non-verbal communication to make shore that they have understood information and tasks. (Doyle, 2020)
Lead by example is the best way to teach and learn that’s the way that we use to be more effective.
We also use written communication to share some rules, rotas, emails to share information and to be more precise we put posters in the wall so they can see every time what is allowed and what is not. (Doyle, 2020)    








[bookmark: _Hlk39527149]3.2 – The relevance of communication in my academic Studies

Is very relevant to help analyse and understand every information, gives us the knowledge to identify types of communication the history of communication the development as well. (skillsyouneed.com, 2018)
In academic studies we work a lot with information so is relevant for us to understand the history and the development of the communication, helps us to be careful with the factors that can change the meaning of the message.
And understand the categories types and factors of communication helps a lot to become more precise in communication the way that you start to see will become more complex and will allowed us to have the effective communication. (skillsyouneed.com, 2018)




















4- Time Management

4.1 – Definition
Time management is the time that you take to organize your plans and to separate then from specific activities.
Is when you organize your tasks the way that your priority tasks can be done first. (team, Non)
























4.2- Importance of Time Management at My Workplace

Good time management helps you to work smarter, helps you to divide the tasks with the time that it should be done. With time management skills you can be able to know what time your priority tasks are done, set your schedules and will permit you to organize your way to work. (team, Non)
Being busy doesn’t mean being productive you need to have a good time management to allow you work focus in our activities. (team, Non)










 












4.3 – importance of Time management in my Academic Studies

Is very relevant and helps a lot with the most important assignments, be on time in each class, have my works organized.
It gives me time to make every work in specific day without lateness, in general it helps me a lot with my academic life.
Have a good time management helps a lot with my productivity and just turn me more effective.























[bookmark: _Hlk39527474]4.4- How I Manage My Time

My time is very well organized in the way that I have always time to rest and relax, I put my priority tasks organized and in the first place.
I put a lot of reminders so in that wat I have everything under control and be on time in every meeting, work, and university classes, am a very organize person so personal is not difficult for me to respect the time.
















5- Team Working 
5.1-Definition 

Is a group of people with the same interesse that together they help each other to get the job and tasks done and achieve the goals.
· Why is needed at work?
I had a experience to work as a team with my university colleges in one group presentation we where very organized the key was the communication so we create a group in one social media so in that way we could be in touch every time. We split the subjects so in that way everyone could do some research and then discuss to everyone be in the same page and then organize the assignment and put everything together.
Was very easy because everyone was in the same page and easy to talk and work it.    















5.2 – Importance of Team Working in My Workplace

Work as a team is always important in every workplace because everyone as a different function so everyone need each other. Support each other is very necessary to help everyone feel comfortable and gain more confidence like that everyone will be in the position to do their work in a high performance.
With that we will achieve our goals the company objectives, because is like a machine, everyone is piece in this machine without one piece the machine don’t going to work properly, so we need that everyone is in the same level of performance in their function like that the machine will work without problems.
Leadership is very important when you have one group have a leader will change in the positive way every aspect since the organization till the problem solving.
With a leader everything will be well monetarizing in the way that everyone is doing what they supposed to do and provide a help when is needed. 









 







6- SWOT Analysis

 
  Threats
· Have week degrees 
· Enough motivation
· Enough financial funding to live in London

Opportunities
· To finish my university course
· Start a new work career
· Learn much as i can 
Weakness
· Distract myself easily
· My english writing 
· Fear of not success
Strengths
· Time working
· Communication
· Patient












	(Martin, 2019)



7 – Personal Development Plan
	
	Short-Term Time Frame
	Mid-Term Frame
	Long-Term Time Frame

	My Goals
	
	· Help my family
· Do some extra courses
	· Apply for a business analyst Job
· finish my university


	Skills and knowledge to be learned
	
	· Start to do some savings
· Time management 
	· Get a good Diploma and degree 
· Self-motivation


	Next Steps 
	
	· Prioritize my outgoings 
· Organize my time
	· Studying more 
· Write my ambitions in a place that I can see every day. 








8 – Academic Skills

Plagiarism is when you use ideas from another person, and you present them as yours.
We can avoid plagiarism using quotes, understand the context, and using citation 
(Academy, 2020)	














9 – Conclusion

We can conclude that communication, team working, and time management are essential to academic and employability skills and understand them you will improve a lot in your workplace and in your academic studies.
And to be more precise we need learn how each one works how and where can we implement in this work you will have the precise idea how it works.
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