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  Introduction:
The main point of this report is to identify my academic and employability skills and for that a SWOT analyze and personal development based on classroom learning, will be conduct. Hopefully, after this report, I will successfully expand my knowledge’s and accumulate more significant information that can be supportively and usefully in my future profession.

1 .COMMUNICATION
Definition:
The most universal and basic sense of communication is mostly an interchange of information. It does not require people to understand or share the same connotation to any of those information because is a simply a conversation between two or more people.
Communication that requires people to understand the information being exchange is called fluent communication and communication in which people don’t understand the information is called miscommunication. According to “Shannon-Weaver model of communication” (1948) the typical dialogue is designed to develop the effective communication between sender and receiver. The model deals various concept like information source, transmitter, noise, channel, message, receiver, information destination, encode and decode. There are many types of communication: 
Spoken or Verbal communication:
This specific form of communication, involve of confrontational, radio, or television and other media dialogues and is composed particularly of speaking words.
Non-verbal communication
This form of communication contains body and sign language. Sometimes people can tell many things with only with sign or gesture.
Written communication:
Which consist of post letters, electronic mail, newspapers, paperwork, publications, the internet and other media. Today, we all can inscribe and distribute our thoughts online, which has directed to an eruption of data and communication opportunities.
At university and workplace communication, in all forms, it plays an important role for students and employees. Is crucial to know how to deal with certain situations and circumstances. Communication it should be one of the best people skill.
  
Communication has become a universal and self-contained concept because everything communicates” (Dragan, 2008).
 It can be many ways to communicate each other’s and is well known that every person it has different personality and character. However, is in our common sense, to find the most suitable method to do so. Communication is an essential skill in our days. 

 2. LEADERSHIP
    Definition:
A humble description is that “leadership” is the skill of stimulating a group of people of to act in the direction of achieving a collective objective. They are the type in the assembly that holds the mixture of temperament and organization skills to make others to follow their direction. 
One of the management abilities that define a good front-runner is honesty. When you are in head off a team or individuals is important to be straightforward. Your company and its members are an image of yourself and if you make straight and moral conduct as a main significance, your group will fallow you. 
However, there are few different styles of leaderships and for every organization or company leaders can choose witch type of management to adopt and to implement at their workplace.
Understanding and help “render war impossible”.
According to Rhodes (1853-1902), public-spirited leadership could be nurtured by identifying young people with “moral force of character and instincts to lead”,               and educating them in contexts (such as collegiate of environment of the University of Oxford) witch further developed such characteristics. International networks of such leaders could help to promote international businesses. 
Leadership is not the best skills for all students or employees because, many of them doesn’t like to give others directions and definitely they are not sympathize too much with the “bossy-attitude”.  Most of the people prefers a friendly leader, with a positive attitude and good managerial abilities. 
Furthermore, he must pay attention to details and listen to his employees needs whenever is necessary and to act consequently to support them.
      
 



[bookmark: _GoBack] 3. TIME MANAGEMENT
 Definition:
Is the procedure of preparation and working out mindful control of time consumed on certain actions, predominantly to growth value, competence and output.
It implicates an operating performance of numerous difficulties upon a person connecting to work, community, life, family, hobbies, personal interest and obligations with the finiteness of time.
The major themes arising from literature on time management include the following:

· Engendering an situation beneficial to effectiveness
· Setting of urgencies
· The correlated process of decrease of time consumed on non-priorities
· Application of objectives
Consequently are few procedures that can help you to save time and energy:

80/20 Rule
A code of the 80-20 rule, is to classify an entity’s best assets and use them professionally to produce supreme value. 
On the qualified obverse, appearance for the 20% of tasks that are super important and transporting 80% of the outcomes. It will help you line up responsibilities better.

RAC Method
Record-analyze-change

Eisenhower Method
What are “URGENT” and “IMPORTANT” activities?
-Urgent actions, request instant consideration and are typically related with accomplishing someone else’s objectives. They are frequently the ones we focus on and they request attention for the reason that the concerns of not dealing with them are instant.
-Important events have a consequence that primes to us completing our aims, whether these are professional or personal delicate subjects.
 Procrastination
Is the deliberate and unnecessary delay of a planned action. However what it means is there something you want to do (planned action) and you choose not to do it right now for no good motivation.

 “Eat the Elephant”
-Do the bigger task first
-Stay focus
-Avoid distraction

 “Eat the Frog”
Do first the things that you don’t like. It will help you to move forward and to do the other tasks with a different “taste”.
Time management is a skill that many students and employees has to improve it, because in so many occasions, time goes so fast and their projects or others objectives are not finished in a planned period. 
RAC Method is a simple and suitable method and in the future students and employees should be more focused to improve their time management skill by using this technique.  

“You get to decide where your time goes. You can either spend it moving forward, or you can spend it putting out fires. You decide. 
And if you don’t decide, others will decide for you”. (Morgan, 2017)

               4.  PROBLEM SOLVING
Definition:
Problem solving is the performance of defining a problem; defining the cause of the problem; identifying, arranging and choosing alternatives for a solution; and applying a solution. Problem solving requires thinking skills, attention to details and judiciously implementation of the solution.
For a good perspective of a problem solving, is absolutely necessary to combine skills such as creating perspectives, research, communication and decision-making.
For students and employees problem-solving is important to avoid any unnecessary contradictions with staff and management and to develop themselves the capacity of finding the best resolution to any issue that may occur .
According to Albert Einstein much problem solving goes on unconsciously, and the person must then figure out and formulate consciously what the midbrain has already solved. He believed this was the process in formulating the theory of relativity: “The creator of the problem possesses the solution”. Einstein said that he did mostly in images. “The words or the language, as they are written or spoken, do not seems to play any role in my mechanism of thought”. The psychical entities which seems to serve as elements in thought are certain signs and more or less clear images witch can be “voluntarily” reproduced and combined.

  5. TEAMWORK
Teamwork is mostly assumed as the predisposition of a group of persons to work organized to accomplish a collective purpose. For example we regularly use the expression: “he or she is a good team player”. This means somebody has the benefits of the crew at heart, working for the good of the group. A teamwork environment stimulates an atmosphere that promotes friendship and devotion. These close-knit associations stimulate workers in parallel and bring them into route to work harder, collaborate and be supportive of one another. People own varied talents, weaknesses, communication abilities, strong point, and behaviors. More regularly than not, effective teamwork is constructed on the following characteristics:
Clear direction, good communication skills, trust, and honesty.  
Without a clear sense of what a team needs to accomplish and how a successful outcome will be defined, it is impossible to assemble the right group of people to get
There (Spoon, 2013). Use the clear direction for your team and select the start and end point.

Team work it has to be one of the best strengths for employees. When they are involved in a team activity is possible, not only to achieve common goals, but also to consolidate long friendships based on team activities workplace subjects.
To have a good group, there is no definite formula for triumph. A mixture of compact management, communication and admission to decent resources subsidize to creative teamwork, however it all arises down to having individuals who understand each other and labor fine together.
              “I hear, I forget. I see, I remember. I do, I understand”. (Confucius, 500 BC)
SWOT ANNALIZE
Strengths- communication, team-work, problem-solving
Weakness- time management, leadership
 
Personal development plan
In the future, I am planning to improve my weaknesses by learning how to be more organized with my time and to listening more my managers when it comes to leadership skill. Also I am scheduling to make most effective ways of research, read more academic books and articles and to watch more videos related with personal and professional development, which can help me in my future career.  
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