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Introduction
The purpose of this report is to analyse four of my academic and employability skills which are communication, listening, time management, and negotiation skills. The analysis for each skill will start with the definition of the skill, evaluation of the importance of the skill at my workplace and at the university, personal evaluation of my ability to demonstrate this skill using the SWOT analysis technique and a personal development plan where required.  Each of the skills analysed will be a personal evaluation of whether the skill is a strength or a weakness.

Analysis of four academic and employability skills
Communication skills
The Oxford dictionary defines communication as the ability to convey or share ideas and feelings effectively. According to Indeed Career Guide, communication skills are abilities that I use when giving and receiving different kinds of information. It also enables me to understand the differences in how to communicate through face-to-face interactions, phone conversations and digital communications, like email and social media. Communication skills involve listening, speaking, writing, observing and empathizing. Examples of communication skills are active listening, friendliness, adapting my communication style to the audience, friendliness, confidence, giving and receiving feedback, clarity, empathy, respect, understanding non-verbal cues, and responsiveness. (Indeed Career Guide, 2020)

Communication is important at the university or workplace because it is an essential skill for interaction with other people. I have to use this skill because I have to interact with my lecturers and other students at university, and also interact with colleagues at the workplace. For instance, at my workplace, being clear and concise makes my message easy to understand, thereby reducing the chance of being misunderstood by colleagues, and consequently increasing productivity. Also, body language is a key part of communications in the workplace, by paying close attention to the messages people are sending with their facial expressions and movements. At the same time, I should also pay close attention to the way I might be communicating (intentionally or not), with my own body language. (SkillsYouNeed, 2020). Being proficient in verbal and written communication is a skill that is in reasonably high demand. (Indeed Career Guide, 2020). At the university, my written skills are required to enable me write essays to the required standards and verbal communication is important for interactions with staff and students. 

I need to improve on my communication skills because it helps me to communicate more effectively with others whether at University and at work, thereby ensuring academic and career success. Therefore, I have developed a plan to help me improve my communication skills. The main actions for the development of my communication skills are seeking out resources that aid in my understanding of emotional intelligence, get better at understanding non-verbal communication, record myself communicating and continuously improve my active listening skills. 

Listening skills
Listening can be defined as the ability to accurately receive and interpret messages in the communication process. (Oxford Dictionary). Listening is key to all effective communication. Without the ability to listen effectively, messages are easily misunderstood. (SkillsYouNeed, 2020)

Effective listening is a skill that is at the core of all successful human relationships. It is an important skill for the workplace because it enables me understand what is required of me and ultimately deliver the required standard of work. At the university, I can gain a better understanding of the content the teacher presents and can identify the fundamental concepts by listening effectively. (Roche, S 2006)
Listening, rather than just hearing allows me to demonstrate that I am paying attention to the thoughts, feelings and behaviours of the other person. This is crucial to maintaining productive relationships in the workplace, for business, and at the University; and sometimes the only way to establish communication. Without listening, no organisation can operate effectively, nor ultimately survive. Effective listening provides the information that is required to enable organisations to adapt to meet the changing needs of customers and keep up with market trends. (Roche, S 2006). 

Unfortunately, my listening skill requires improvement at the present time. In retrospect, my work relationships and personal relationships could have been much better than it was if I had good listening skills. Going forward, my personal development plan for this skill is to learn and practice active listening as a way of life. 
Active listening involves being tuned in to the speaker’s non-verbal behaviour and emotions, taking note of the deeper meanings of what they say. This will in turn promote mutual understanding and successful outcomes. Active listening also involves being non-judgmental, with an emphasis on listening and not immediately solving the issue or problem. Active listeners do not jump ahead to think about solutions while the speaker is still speaking. They also refrain from getting defensive. Active listening is a structured way of listening and responding such that the speaker knows you are truly interested in their ideas, concerns, and opinions. It involves giving the speaker your undivided attention, withholding judgment, and being mindful of your facial expressions and body language to show your respect for the speaker. (Willis, J 2018).
 
Time Management skills
Time Management can be defined as the ability to manage time effectively so that the right time is allocated to the right activity. According to MindTools.Com, “Time management” is the process of organizing and planning how to divide your time between specific activities. 

Time management is important at University and the workplace because effective time management skills can have a positive impact on work, academics and life in general. “Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress”. (MindTools, 2020). The benefits of time management are greater productivity, efficiency, less stress and achievement of life goals. Lack of time management skills can lead to missed deadlines, poor work quality and high stress levels. (MindTools, 2020)

Time management encompasses organisational and planning skills. Planning skills can be defined as the ability to think about and successfully manage activities, with the help of any available resources in order to achieve specific goals. Planning is basically a roadmap that guides me on how to complete a task before attempting to begin it. "Organising is the process of identifying and grouping the work to be performed, defining and delegating responsibility and authority and establishing relationships for the purpose of enabling people to work most effectively together in accomplishing objectives." (MindTools, 2020)
Planning and organising (organisational) skills help me manage time, tools and resources to reach a goal. They help me work out what I need to do to achieve my aims. (Morgan, P 2017). Planning is vital at all levels in the workplace and also for academic work. Planning my course work and assignments allows me to prioritise my daily activities thereby delivering quality work and submitting on time. 

I need to improve my time management skills because I tend to procrastinate a lot and this results in a stressful lifestyle. When I learn to take control of my time on a daily basis, I will improve my ability to get things done, make better decisions and most importantly, gain ultimate control of my key priorities. My personal development plan is to adapt the RAC method and the Eisenhower method.
The RAC method which is an acronym for record, analyse and change is comprised of three steps. The first step is writing down on a clean sheet of paper all activities of the day including the non-essential things. The second step is to analyse how much time I spend on these activities and when this is done, calculate the time I must allocate appropriate to each activity. The third step is to change my doing list to a to-do-list. (Morgan, P. 2017)
The Eisenhower method is a matrix that is used to organise responsibilities and tasks in order to figure out priorities.
Eisenhower’s strategy for taking action and organising tasks is simple. By using the decision matrix, I can separate my actions based on four possibilities: Urgent and important (tasks I will do immediately e.g. completing my coursework); important, but not urgent (tasks I will schedule to do later e.g. exercise); urgent, but not important (tasks I will delegate to someone else e.g. preparing a meal), neither urgent nor important (tasks that I will eliminate e.g. watching television). (Morgan, P. 2017)

Negotiation skills
Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute. In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps an organisation they represent). (SkillsYouNeed, 2020).
Negotiation skills are qualities that allow two or more parties to reach a compromise. These are often soft skills and include abilities such as communication, persuasion, planning, strategizing and cooperating. Understanding these skills is the first step to becoming a stronger negotiator. (Indeed Career Guide, 2020)

Negotiation encompasses the ability to analyse a problem by taking into account the interest of each party. Identifying the problems of both sides can help in finding a solution. Negotiators have the skill to listen attentively to the other party during a discussion. This involves verbal communication and also reading body language. Active listening is very important to find areas of compromise. It is extremely important for a negotiator to keep his emotions in control during a negotiation, otherwise it can lead to emotional outbursts and jeopardise relations. Negotiators must have the ability to communicate clearly during the negotiation or else it can lead to misunderstandings. A skilled negotiator must be able to state his reasoning and the desired outcome. Effective negotiators must have the skill to work together as a team in collaboration with each other so as to reach an acceptable solution. Effective negotiators have strong social skills to maintain a good relationship with all those who are involved in the negotiation. This helps in maintaining a positive atmosphere during a negotiation. (Strenthscape.com n.d)

At my workplace and at university, negotiation skills are important in both informal day-to-day interactions and formal transactions such as negotiating legal contracts, compensations and project timelines. Good negotiations contribute significantly to business, career and academic success, as they help me build better relationships. Acquiring good negotiation skills is not only useful in my work and studies, but is also helpful in my daily life style. Negotiation skills teach me to be patient and understand other people’s needs and opinions, while giving importance to my own and finding a solution that benefits all. Negotiation skills are considered as highly essential for effective teamwork, decision making and managing conflicts. (Strengthscape.com n.d).
In order to develop my negotiation skills, the Indeed Career Guide has recommended the following tips: identify the final goal, practice building rapport, be willing to compromise, consider imposing time restrictions, take the multiple offer approach, exercise confidence, don’t take “no” personally, understand your weaknesses, practice with a trusted friend or colleague.( Indeed, 2020)

Conclusion
The importance of communication, listening, time management and negotiation skills cannot be overemphasized. They are skills that employers look for in the workplace; and at the university, they enhance academic success. Good communication skills are essential for daily interaction with other people whether at home, at school, or at work. Effective listening is crucial to maintaining productive relationships in the workplace, for business, and at the University; and sometimes the only way to establish communication. Time management is the ability to prioritise tasks so that the right time is allocated to the right activity, thereby working smarter and being more productive. Good negotiation skills contribute significantly to business, career and academic success, as they help to build better relationships and achieve successful outcomes. After performing a personal SWOT analysis on each skill, I am of the honest opinion that there is room for improvement. I have developed my personal development plan for each skill, and I will be pursuing the goals set by using the same skills daily with periodic self-assessment to check my progress.
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