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[bookmark: _Toc39621940]Introduction - 
To achieve professional success, it is necessary for people to be qualified according to the demands of the job. Such qualification is a mix of formal education and specific skills and attributes present in the individual. The skills are sometimes as or even more important than academic degrees because it helps to climb fast in the career. Such skills are varied. It does not mean the subject knowledge but also the behavioural and other professional qualities necessary for a person to rise in his or her career. Even body language is sometimes part of this.  Ins short, employability skills can be based on a combination of personal traits and professional knowledge that will help the person at every stage of their career. It is taking into consideration the fact that market conditions remain normal and not too much out of control. That apart, regular academic qualifications also play their role in the professional world. Proper success and growth come when persons realise their strengths and limitations as well. All these are explained through the reflection of the qualities. 

Skill - It is the knowledge and ability that a person has to carry out specific job-related activities and duties. It may be leant and developed, or it may be inbuilt in a person. For example, someone may be a skilled building plan drawer, and yet another may have learnt it in their architectural course. Skills lead to the acquisition of knowledge specific to the job or subject. It is one of the most potent sources of growth for a person in their life. Almost everyone needs to have particular skills to earn their income. Again skills are not just limited to the job. It is present in every aspect of life, including academic qualifications.  
 Academic Skill – The skill or ability to learn certain things from the book as a student defines this. The student starts from a school and ends with the university at the post-graduation level and finally the doctorate in that subject. It is considered to be the highest at doctorate. The academic skills acquired are later used in the job-related field.  It can be called the base of job progress (Fuhs et al., 2014). 
 Employability Skill – As differentiated from academic, this skill is something that is used in the professional sector. In other words, to perform job activities.  It is a combination of several skills that need to come out for the employment life to be successful. The ability to do the job as given is one of the power. This skill is a combination of subject learnt during study days and the practical knowledge of the world. Higher employability skills, higher the persons grow in life. Since professional success determines financial and material prosperity. For the ability to be utilised at its highest level, it has to be backed up with the right knowledge and attitude (Collet, Hine and Du Plessis, 2015). 
[bookmark: _Toc39621941] Leadership and Management Skill – 
Leadership means giving the desired direction to the entity and taking them towards the achievement of the defined goals. Leadership is getting things done through motivation and the ability to influence others. Management, on the other hand, is the execution of roles and responsibilities from an operational angle (Northouse, 2018). 
 For every organisation, business entity or institution, both leadership and management are necessary. In some cases, both the roles will be performed by the same person, especially in the early stages, when an organisation is small. But as it grows over a period of time, then both roles need to be handled by separate people. While the leader sets the goals and vision of the entity, the manager decided to executive it from the administrative and operational angle. Once the leadership skill comes in the desired direction, then management can select the tasks to be taken up for the growth of the organisation (Daft, 2014). They can look at the problems and accordingly search for the solutions and then implement them. At the background, the manager should always be able to align the vision of the leader to the working style of the former. It is the management which decides the job to be given to a particular person and department. Starting from the recruitment of the workforce to the division of skills will be the profile of the management. The leader should decide those goals which are practical to execute.
Understanding both the skills helps the person from the student age to know the way to proceed in their careers. They can go on the desired career path.
 In my opinion, I am confident of having this particular skill. My skills are inbuilt for proactive thinking in the event of any significant issue or crisis coming up. It means I always think of ways and means to tackle situations that may come much ahead of times. In such scenarios, the objective will be to prevent any such issues from happening. However, if it happens, I make myself ready with all the possible and practical solutions.  
 Having entered into the job, I feel the need to develop both skills, i.e. leadership and managerial. I have realised that it is necessary to do so to have good progress in the job. The points where I feel the need to develop is in organising things more efficiently and also to involve myself in systematic planning. By this it means, planning for the current situation and even for the future. By doing the former, I am developing myself as a manager through the operational implementation of the regular tasks. By the latter, aim to learn to think and work more as a leader. As a manager, I also need to develop my skills in all other job aspects like budget and forecasting, quantitative analysis, research, communication and interpersonal skills (Conger, 2015).  
[bookmark: _Toc39621942] Problem-solving and decision making skill –  
Problem-solving is an essential part of the job function. Irrespective of the level or the role in which one is working, there are always many problems to be tackled. Every working person has to be prepared for this. The first step is understanding the exact nature of the problem. The second step is to shortlist the possible solutions to solve the problem, and the final step is implementing the chosen solution. Another skill to be developed is that of fast decision making. It should evaluate the different alternatives and finally select the most important one (Kallet, 2014). 
 To understand the problems first, it is necessary to understand the very process itself. After that, every piece of information on the subject has to be taken from all the different sources. It can be direct or direct, but the primary objective is to understand all facts related to the topic. The solution has to consider an objective angle without any form of bias.  Every possible answer has to be examined along with its pros and cons. Once this is done, it is necessary to select the best possible solution from the various options looking at all the practical realities of making the solution chosen implementable.
The decision-making process should be neutral, and it should not be taken with any preconceived notion. While the speed of the decision making may differ in every case, it should be result oriented. Some problems may, of course, require fast decision making while long-run challenges give liberty of taking more time in decisions. It is also necessary to understand the limitations of the current process. It is the reason why the problem has arisen in the first place. Once this is done, the various ideas and causes need to be analysed that has led to the failure. The possible solutions should then follow it. Always the possible solutions should also have the risks that can be part of it all levels (Proctor, 2018). 
 I know for sure that I have this inherent skill since I am calm and composed under the most adverse of situations, and even when any major challenge comes in front of me.  Further to this, it is my proactive nature that has helped to remain calm to a great extent. Since I know there is a possibility of such a thing happening, I stay calm at all times. The challenge does not come to me suddenly. Again the proactive outlook makes me prepared with some solutions beforehand. It is supplemented to a reasonable extent by analytical skills.
 I have taken by leadership quality with confidence, and now I am looking at all possible ways to develop it. The two pillars on which I want to build my leadership skills are problem-solving and decision making. Both are complementary to one another. Problems can be solved only with crystal evident decision-making ability. I know that if someone has a balanced outlook on both these aspects, then it is a big help to take up the many challenges of daily life. It includes professional and even personal.

[bookmark: _Toc39621943] Communication Skill – 
Communication is the flow of information from the sender to receiver. It is when the receiver gets the total message; then communication is said to be near to complete. In the daily world, there are three common types of communication, namely oral, written and verbal.
 Through proper communication, skill confidence can be built within a student from a very early age. They will feel confident enough to give a complete presentation in front of a professional subject expert crowd. At the job level also, excellent communication makes a lot of difference. In the case of students, by enhancing their reading skills, they can make a lot of difference to their open expression and communication skills. It becomes effortless and straightforward for them to communicate with their classmates and teachers on a variety of topics. As a student, writing skills also have to be developed. It will help them to pass their exams with perfect grades (Junod Perron et al.,2015). 
At the job level also, excellent communication makes a lot of difference. The first major benefit is that it creates strong interpersonal relationships. It is because when communications are clear, it does not leave any scope for suspicion or mistrust. With proper notification, both peers and their managers will have a strong professional relationship. Team leaders can communicate the task requirement very clearly and allocate the jobs to the different people within the organisation. Backed with the desired level of communication skills, it is easy for the manager to put across the goals of the organisation to its members. The overall work environment becomes more streamlined and highly productive when there is free flow of communication. Issues such as conflicts and professional rivalries gets reduced in a significant way. Achieving the maximum output becomes the focus of everyone. The natural outcome is better profits for the entity and thereby growth for all. The most crucial point is to give all details of any organisational changes. If it does not happen, then many types of negative opinions can float within the workforce wherever possible companies have a use a mix of all the three forms of communications.
 As regards oral communication skill, I am confident about the same since many times, the things I have communicated has been correctly understood the way I have wanted them to understand. At the same time, I was always a keen listener and not someone who would cut off others when they were talking. It helped me a long way to turn into a good communicator.
 
[bookmark: _Toc39621944]Time Management Skill – 
Time management refers to the manner in which the total available time is divided between the several tasks to be completed. The objective is to complete the tasks without delay. 
 It is necessary to develop the habit of time by students right from their study age. It can be done by creating proper time and study schedule for the various subjects.  It will help them to complete the studies in time and score well (Dalli, 2014). 
Within the work profile, time management has very high importance. Every tasks that is assigned can be completed in the given time, only if proper time management is followed. Otherwise it will lead to loss of time and thereby productivity. 
 I have time management skills as right from an early age I have been able to complete my studies with good grades because of time management. At the same time, most tasks given to me were always completed before deadline.  
 There is still a lot of scope improvement in my time management. As I said earlier, most tasks were completed on time but not all. So I need to finish all work elated tasks and for that every aspect of time management has to be improved. 
[bookmark: _Toc39621945]Personal Mastery – 
Personal mastery is about principles that help people to be focused on certain decided goals. Its aspect includes -  
Vision – The long term goal of an entity and where it wants to stand over a period of time. 
Values – The though process and the objectives and the output that has to be achieved in a right manner. It should have high moral standards. 
Perspective – Viewing things and issues from a certain angle and forming their own opinion. 
Having this skill takes people to be have certain definite goals in their professional times. It is a call of the conscience and also development of the mind. It leads to courage in taking right decision. 
 By always being ready to help others even if my own life aim sometimes takes a setback, I know I have this skill. 
 In some points like better and right decision making skills and in viewing things totally from the right angle, I feel I need to work more on this skill. 

[bookmark: _Toc39621946] Conclusion – 
There are many changes going on like resource squeezing, fall in economic growth and increasing unemployment. Globalisation has brought many opportunities but also increasing competition. In such situations, it is necessary to have employability skills and at the same time they also look for academic skills. The various tools are time management, SWOT Analysis and presentation skills. At the same time, process understanding is necessary and so also reflection and analysis.
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