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Introduction:
During the last year whilst studying at this university, I have learnt new ways of managing my time, studying and putting things in perspectives with work and family life. Since undertaking this course, I have come to understand employability and academic skills better and the usefulness of this skills in the workplace. 
I have learnt more about communication skills, employability skills, time management skills, effective planning and decision-making skills and how they are instrumental in the workplace. I will explain these points in my analysis and how helpful it has been in my personal and career life.










Communication Skills:
Communication is the act of transmitting verbal and non-verbal messages, it involves a sender, a receiver and various mediums of communications. Essentially, communication requires a total understanding of behaviours associated with the sender, recipient and the likely barriers that may exist, (Munodawafa, 2008).
Communication is a vital skill to have in the workplace, it enhances productivity, harmony, better understanding and a relaxed working atmosphere. There are two ways of communication; verbal and nonverbal.
Verbal communication is the use of sounds, written words and speaking to articulate a message or information to another person or a group.
Nonverbal communication is when people interact through visual cues like gestures, facial expressions, body languages and any other way without speaking.
It is important to have good verbal communication skills as this represents a clear method of communication. It is important to listen attentively so as to grasp the full message been communicated, trying not to speak at the same time as others otherwise the point will be lost. Good communication skills fosters understanding, helps with delegation and its vital to running a smooth operation. A good communicator must have good listening skills, be non-judgemental and good with resolving conflicts. For example, when working in a big organisation like the NHS, a good communicator will need the above skills because they will be working in an environment with people from diverse cultural backgrounds, varying social and economic characteristics and different ethnicity. It is incumbent on them to have good people skills and a very deft non-judgemental skills as invariably there are bound to be some conflicts and misunderstanding in a workplace with people of different characteristics.

On a personal note, I pride myself as having good communication skills, verbal and non-verbal. I regard myself as quite articulate with good listening skills. I listen attentively and express my opinions carefully without prejudice whilst making my points known. I am conscious of what I say and appreciate that there are others with a different mindset. I take pride in the fact that I know how to navigate cultural and social diversities without causing harm to anyone while expressing my views.
I have learnt and polished my communication skills during my first year studying at university and feel prepared to utilize these skills in the workplace. Verbal communication is especially important as there is less scope of misinterpretations, for instance, writing letters and emails, conveys a message that the writer is trying to send to the recipient without misunderstanding. Face to face conversations is also a good medium of interaction as it sends a clear and concise message with words, tone and body language without ambiguity or misinterpretation to the recipient. It conveys a clear and precise message to the receiver.


Employability:
Employability is a set of achievement, skills, understanding and personal attribute that make a person more likely to gain employment (graduates) and be more successful in their chosen occupation which benefits themselves, the workforce, the community and the economy, (Yorke, 2004).

Skills:
Skill is defined as the ability and capacity acquired through systematic and sustained efforts to smoothly carryout complex activities or job functions involving ideas (cognitive skills), things (technical skills) and/or people (interpersonal skills), (Anon., n.d.)
There are two types of skills, hard skills and soft skills. Hard skills are skills that are teachable and measurable abilities, like writing, reading and sport activities etc.
Soft skills are the special abilities that some people have that helps them navigate their daily routine and survival skill such as communication, interpersonal skills, emotional intelligence, leadership qualities, team skills and stress management etc, (Seth, 2013).
Employability skill is a set of skill that is important in the workforce to enable growth and advancement in a chosen profession. As explain above, these skills are vital. Communication skills is very important as well in the workforce, as it is essential to be able to relay good information to colleagues and the general workforce to achieve productivity, meet deadlines, devise new strategies and improve the overall machinations of an organisation.



Time Management:
The concept of time management refers to the way you organise and plan how long you spend on a specific activity, it enhances greater productivity and efficiency, better professional reputation, less stress, increased opportunities for development and better opportunities to achieve important life and career goals, (Anon., n.d.).
Time management skills are very pivotal in employment, it enables an individual to plan and organise their time so as to achieve and complete any given task methodically and efficiently to attain their goals. There are some fundamental points that are vital in good time management skills. These are effective planning, having deadlines, setting goals and objectives and delegation of responsibilities. During my second semester, we studied the Eisenhower principles of objectives setting. This principle is known as SMART objectives which mean’s: specific, measurable, achievable, realistic and timed.
I have incorporated the Eisenhower principle into my time management skill set and it has been very useful with my planning and setting targets and has aided me in achieving my goals and objectives. I now make a schedule of my daily activities and plan each one according to the Eisenhower principle and there has been a big improvement in my time management skills. 

Effective Planning:
When devising a plan, it is important to arrange your tasks according to their priorities, make a list of your tasks and place the most pertinent ones at the top of your to do list and work your way down to the least important. It is vital that you allocate a strict workable amount of time on a given task and avoid dwelling on one particular task for longer than planned, that way you don’t get overwhelmed or side-tracked when delivering your objectives. This gives you the opportunity to solve the most pressing issues promptly and on time thus completing your aims and objectives.
This is one skill I am proud to say I have and use daily. I like to plan my task meticulously before undertaking it, weighing all the variations and planning how to reach my goals and with a better understanding. While studying it in my academic course, I have been able to gather more understanding and improved my knowledge of the concept of effective planning.   



Having Deadlines:
Having deadlines enables you to set a time frame that is achievable and sometimes surpassed. Make a timetable devoting a set amount of time on each task, it is important that you set realistic time frames, dedications and hard work to be able to accomplish your goals, avoid distractions and aim to meet your deadlines.

Setting Goals and Objectives:
It is important to have a road map as to what goals and objectives you aim to achieve when undertaking any task, make a plan, outline your aims and what you hope to accomplish and set a target of where you wish to be at a certain time and work consistently to reach that goal. With a clear and concise directive, your goals and objectives are achievable.

Delegation of Responsibilities:
Understand that you are not able to complete everything on your own, some responsibilities should be shared amongst the workforce with clear instructions on the most urgent tasks and separate the ones which you can afford more time to complete. Effective delegation enables an organisation to run smoothly and efficiently.         



Decision Making Skills:
Decision making skill is the act of choosing between two or more courses of actions to be able to solve a problem or a solution. Decisions can be made through two distinctive formula’s, either by intuition or reasoned processes or a combination of both, (Anon., 2011-2020)
Intuition can be described as a combination of past experiences and personal values. Intuition is important in the decision making processes as it mirrors your personal learning of life, perceptions and realities, many of which may have been garnered from childhood through to adulthood. Some of these intuitions may not be suitable in making mature decisions. Therefore, it is essential to examine your gut feelings thoroughly to see if the course of action you are undertaking is justifiable and also if it can solve the solution.

Reasoning is using facts and figures to make an informed decision to solving a problem or solution. It is primarily based on facts and reality and removing the emotional and personal aspect as to how a decision is implemented.
In my personal life, I use this methodology in making my life decisions, I find it easy and relatable. I try to make my decisions without involving emotions and personal feelings. I look at the pros and cons and weigh them against the facts and figures to achieve a suitable solution.
When I embarked on my studies at this university, I was conflicted between studying and continuing my business ventures, but after proper considerations and looking at the benefits of having a degree in health and social care to add to my resume, particularly looking towards the future of where I want to be career wise, I came to the conclusions that studying would enhance my future career prospects. 
I can safely say that the decisions I took was very well informed and I have gained a better knowledge and understanding whilst learning about employability and academics skills and its usefulness in the work force. I feel that upon concluding my studies, I will be well equipped to enter the work force with my improved knowledge.     


Conclusion:
I have understood the effectiveness of communication skills, employability skills, time management skills, effective planning and decision-making skills and their usefulness in the workforce. When I started this course, I was not good at paraphrasing and referencing, I had a vague understanding of both those skills but didn’t know what they entailed regarding plagiarism, I found that difficult initially but as I progressed through the course and a better knowledge, I will say on reflection, it has been a very good eyeopener for me. Upon starting this course, my initial impressions were that I already have these skills and thought it was going to be easy because most of these skills I use in my daily life like writing skills-using formal languages in writing sentences/paragraphs/essays and reports, but after studying it and understanding the intricate complexities involved, I came to appreciate the usefulness of having these skills through the academic process. Without properly understanding these skills and using them effectively, it can create a major impact for any individual to operate smoothly in the workforce and fundamentally have a crucial role in managing and running of an organisation.
[bookmark: _GoBack]Some of these skills will get better with experience but I feel I have accomplished a lot more through my studies in the last year and my employability skills has been enhanced during this time. Upon completion of my academic programme, I feel I will be better equipped in my professional and career goals and stand a better chance of a comprehensive employment prospect.
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