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Introduction 
The purpose of this report is to analyze personal skills and weaknesses. Every individual must be aware of their personal strengths and flaws, as it can help them to succeed in personal development and being aware of weaknesses can help to avoid different situations. Furthermore, acknowledging  personal skills, gives the opportunity to improve them and achieve success in academic and professional plan.
I have chosen to analyse skills like communication, time management, listening, team working and critical thinking.


























Communication

        Communication is the ability to express, share ideas and thoughts through words , communication is an important part of people’s lives as we keep in touch, solve problems ,take decisions , avoid conflicts and learn new things.
Communication is important since it leads to clarity of thoughts and also leads to clarity of ideas and notions

        Communication at University is a key factor as students learn new things, lectures  and keep a conversation with  colleagues and the teachers. In class the students asks and answer questions, express their thoughts and debate problems. 
While communication at workplace is essential to keep a smooth relationship between the employees, solve problems and keep the company running.
        Effective group communication improves companies overall performance. (Study.com, 2003-2020) Is the element that holds a society together. Communication can be verbal ,non-verbal written, symbols , signs, images etc. Good communication within the workplace is important to keep employees’  morale up. 
         At my workplace ,most of the bus drivers communicate through radio system with the route controllers which help them to keep a good service on a specific route.
There are two kinds of service, one is low-frequency and one  high-frequency. Both of them have a different way of communication. Low frequency routes communicate through radio, where the controllers send voice messages directly to the driver. High frequency routes communicate through images and text messages and voice messages as well, where the drivers have a device called MDT and can see the headway and keep the specific distance between him and the bus front. 

I have this ability because every day I am in constant interaction with people from different countries and I have to make myself understood to everyone and I have to make sure that they get the right information/message. 
I have still to improve this skill as sometime I get lost into languages (Romanian ,Greek and English) and I cannot sometimes find the words and start to stutter.



Time management

        Time management is the capacity to allocate enough time for vital duties as well for personal life and pleasure/relaxing. Is the way we utilize our time so to maximize our productiveness and spend much less time on unimportant tasks, focus our time for accomplishing certain long-term goals. 

        Time management is important at university for students as to be on time for lectures as they can miss important information and it can result in not understanding the rest of the lecture. 
For teachers is important to be on time for lectures as they will not have enough time to explain to the students the subject. It helps them accomplish more, make better decisions and work more efficiently (Claxon CTP printers and publishers LTD, 2020).
        Not being on time often for lecture or work is going to have a negative effect on the students popularity of not being serious and no longer actually care about the lecture, on the other hand showing up before to expected time you permit yourself some more time to think through your argument and relax and you look more confident and in control, managing the time ,at work makes employee that have this skill more efficiently more productive and they are more likely to meet the deadline.

        At workplace is important to be on time as in my case as a bus driver it can disrupt      the whole system of buses running on a specific route and the miles that have been lost, falls on the driver not being able to come to work on time. Not being able to come to work on time it will result as well  in the management not rely anymore on that specific driver and the driver loosing his credibility.(Time Management Success, 2009). 

      I do have the ability to manage my time but not entirely, as for me to be on time at a specific place I have to postpone other things in order to be able to do that. 
I could improve my time management skills by using one of the methods shown in class and the one that I think it will work for me is Eisenhower method by learning how to prioritize my tasks and put them in first line. (In class exercise, 18th March 2020). I will prioritize my tasks and complete the foremost important one by one ,in an order that makes sense. 










Listening skills

        Listening is the ability to pay attention and understand what the other person is saying,  having an active and deep interest in what we are told. 

        At college is essential for students to have the capability to pay attention as is an important ability to retain informations and understand the lecture. Listening has a big influence on developing communication skills as it develops other ability/skills like leadership and problem solving. Not being able to listen is going to result in not in not understanding the lecture and being preoccupied with other things in the lecture room which is rude  for the teacher and the other colleagues. Students need good listening skills to interpret what people are saying in various academic situations, they have to be ready to understand the content material of a lecture. Students needs the capability to listen to interact with colleagues and lecturers. 
        At workplace the ability to concentrate and listen carefully allows workers better understand assignments they are given. They are able to understand what is expected of them by their management. At my workplace listening is a vital part of the job as being in constant interaction with people I have to listen them carefully to  understand each and every one of them despite the accents and backgrounds, in order to provide them correct information. Listening to instruction given by the  controllers over the radio is a part of the job too, but sometimes is hard to understand and have to pay more attention to understand what they are saying.
        I have the skill of listening as I think I developed it over the time of struggling with people at work from different countries and with different accents.
        I still have to improve the quality of listening at university as sometimes  I cannot fully concentrate. I can improve that by making eyes contact, which is going to keep me more concentrated, not interrupt the lecturer and ask questions. By asking questions is going to provide me clarification  and make me understand better the subject. (Oxford Learning, 2017)









Team working

       Team working is the ability and quality of someone to work/collaborate with others in order to achieve a goal together. 
       At university team working is important for students to collaborate to do their assignments, projects and presentations. Students working in teams give them the possibility to explore their ideas , question and remarks from the others colleagues and see problems from different views and benefit from analysis, allows students to growth general talents such as organisation, communication, co-operation and leadership. (Oxbridge Editing, 2019)
       Team working at workplace permits workers to split tough tasks into less complicated ones, then work together to entire them faster. In a team the work is divided for each member which permits them to focus on the ability they have and think they can take care of it and do it properly. Working in a group develop creativity, new ideas and they create more effective solutions to solve problems. (BrightHR, 2015)

       At my workplace team working is not really a part of the job because being a driver most of the time a driver works alone. 
       I think I do have the ability to work in a team as for a few years I have worked in a supermarket where working in a team it was a vital part of the job ,where working alone it was very difficult and making important orders for the supermarket I had to consult with the superiors before to do any major purchasing. 





Critical thinking

       Critical thinking is the capability understand the logical connection between ideas, to think clearly and rationally about what to believe or what to do in a situation where it requires a decision to be taken. (Mendes, 2017)
       At university students should have the skill of critical thinking to analyse the information used in their work and ask the right questions in class or when reading others work. The students must show in writing that are capable to compare different arguments and perspectives and form their own opinion ideas and theories. Critical thinking help students to interpret evidence, analyse information and see the problem from a different angle. 
       Critical thinking within the workplace is vital because it helps individuals and teams work more effectively ,diagnose problems and identify possible solutions that are not entirely obvious initially. Additionally, critical thinking can help resolve conflicts within the workplace.
        At my workplace being able to critical think is an important aspect, as everyday as a bus driver we encounter different problems and situations with the passengers and on the road where it requires right and fast action at the right time. 
       I think I do have the skill to critical think as I developed it over the time when I was in different situations when it was needed to analyse the problem and take an important decision that it changes the whole perspective. I still need to work on this skill as I want to be able to think more critically and because sometimes I do get stuck at taking a decision. 











Conclusion 
In this module I learned that communication is a key skill that helps individuals to advance in their career and to develop other personal skills. I learned that listening and hearing are two totally different things, that many people hear the words but do not understand the message. I learned how to improve my listening by asking questions stay focused, recap key facts, and take notes. I learned how to paraphrase and how to write academically, skills that I was not aware of them before. I am aware now how important time management it is and how to make use of time more efficiently using one of the methods shown in class like RAC method, Eisenhower method or 80-20 rule, and that positively managing personal time result in having many positive benefits. I have knowledge about how to create different kind of sentences like simple sentences, compound or complex sentences.
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