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  INTRODUTION
The purpose of this report is to analyze the academic, communication skill and employability skill to be using on daily bases, this report will base on time management, communication skill, employability skill, such as working with groups effective communication with people and how to make progress and be of valuable asset at a workplace. 
Time management: 
Time management means using time effectively and doing the first thing first  by (Eisen hower method 1820) to use time efficiently and productively at every department of life, also the key to efficient working ,very good to have time management skill help in my day to day activities it enable me to do everything i need to do ready to boast to other about how far in advance i have completed an assignment, Doing the best twenty percent of hundred percent, making it your priority   
   
Time is money if I want to be successful in business and at the university you must have time management skill
 IT will allow people to manage time effectively makes them plan and arranged them self effectively.
 Time management gives people less work and create more opportunity.
 Time managements makes people have good reputation.
  Eat the big frog first which means to do the hardest task first.
 Time management allow people to create more time and more opportunities and have more free time, set up your own priority, makes people more productive at work, enable student to plain ahead for classes or any other engagements, it helps students overcome difficulties themselves rather than be asking other students for help, students will find it easy to say no to people who ask them out for drink when they have important things doing, workers with  time management skills  will not have two appointments at the same time.  
 Time management is vital, crucial, by (BRITTON and TESSER, 1991) workers will work at their space on daily bases, and do everything they wish to do, setting up timetable for their daily activities, student need to switch off their phone when in class for lectures and workers during board meetings, you will not go to unplanned event that you are not invited, it gives student or employer more time to research and your homework, it allows you to sleep early and wake up early for the next day activities, it motivates students and workers, further more allow you to  work in groups, you will not be watching television, playing video games or spend all day reading newspapers or on the internet while you have so many things to be done, it gives you study skill, manage your budget and allows you to have study skills 
It will not need someone to tell student or worker where to be and when to be it allow student to keep records of what you have done and what you are going to do on daily bases, student will be clear of their goal for the year of study and also plan for possible result in future, it makes student to have time to sturdy and keep time for their family for leisure time as well 
 It allows students to interact well when under pressure also makes you sturdy well during exams period and you organised note very easy to find and use, you communicate very well with the tutor in an understanding manner, you can makes record on journal and reading books from the library also allow you finished all coursework, it makes you reliable and have good reputation, also make prioritization, (1989, STEPHEN CONVEY)
                                                                                                                              
COMMUNICATION SKILL 
Communication is exchanging of information either by speaking, writing, listening and any other use of other medium like telephone, television, computer, satellite communication, writing reports, presenting report, sings, use of body language, eye contact, smelling, it also about sending and receiving of information, all these make communication easy and effective also for communication to be effective the sender which is known as the encoder must get the feedback from the receiver to know that the message has been received and the receiver is also known as decoder , communication Is also about changing of ideal between of two or more people, you must have a purpose before you communicate, you must be a good speaker who can motivate others to be professional,( claude shannon and warren weaver 1949) structured this model because of the following reasons the information source which produce message, a transmitter, which encode the message into signal channels ,and the signal are adapted for transmission, the receiver which decodes and reconstruct the message from the signal at the destination which the message arrive there are three problems which you can encounter for this communication theory , the technical problem, the semantic problem and the effectiveness problem
David berlo (1960) expanded on (shannon and weaver 1949) linear model of communication and then created sender, message, channel, receiver, (Smcr) model of communication separated the model into clear parts and has also been expanded by other scholars
  
 Communication Method
 speaking telling or directing someone to do a task while you are doing that you must make sure the person you are sending the message and you should also make sure you get the feedback you use the channel that it will be easy to transmit the message and more clearer 
 Receiver must receive the message clearly and send the feedback to the speaker or encoder for effective translation the receiver is decoder, (shannon and weaver model 1949)  
 Writing is also part of communication either by sending letter, test-messages in the way that people will understand use of vocabulary in a simple way to be understand writing in black and white formant and is always in a recorded manner
 Listening is also part of communication because if you don’t listen you will not hear the message and understand if the language speaking is not clear you need to let the speaker or the encoder know so that the message can be clear to you it could be one on one conversation on telephone in class room or listening to radio or television or the encoder, you need to concentrate very well and not distracted to be able to hear what the message is all about
Employability skills
This entails the skill needed at university or a workplace for someone to be progressing, with this skill your achievements at the university make someone be beneficial to employer it shows the overall ability relating to critical thinking and your education in a particular field it also focus on the skill to develop during your studies period which will also relevant to the workplace, every work place has different method because working as one man business is different from working with multinational organization you will end up in applying different styles it will teach you oral presentation, leadership skill, effective communication, team working, cross cultural awareness, problem solving, intrapersonal skill, the reason is to learn about the skills.it also entails presentation skill, team-working, leading others, communicating effectively, developing cross-cultural awareness, problem solving and creativity
Presentation skill you must prepare structure and deliver a good speech also choose visual aids relevant to audience and goal of the presentation you use the right strategies for dealing with nerves given presentation in front of people sometime can be very scary because you don’t know what the people will be think about you maybe they like your presentation or not, it is better to have good communicating skill and able to present very well are standard part of business and employment life the reality is everything you see on television or hear on radio is presentation in one way or the other because they make you laugh or give you the latest or up dated news does people that are doing it are doing presentation it also involve how individuals can manage their nerves, before you do presentation you must have your facts and be confident in delivering the presentation give clear introduction to what you are presenting, you also give clear summary of what you are presenting and also the conclusion, make sure the audience can hear you clearly, use eyes contact, gestures and other method to maintain audience engagement, make sure you speak loud, speed of delivery to create impact, do not allow you nerves to affect your delivery the technology you are the right one to be use get to venue early so that you can arrange the equipment before the delivery time start you can write down brief note to use as guide to memory, try to make people laugh a bit so that your speech do not bore the audience   
Allow interactive section or allow question time to get feedback from the audience if they ask you question that you don’t tell them you don’t know instead of deceiving people with your reply the formality of the presentation the more concentration should be on the content and the facts it is the goal that drive the style of presentation, the formality you apply is one way delivery anything more than that will become discussion to undertake an interactive presentation required more skill, creativity and confidence, what you expect from formal and informal presentation to executive management board of an international company, sermon at a local place for worship, speech at a party invent typical academic lecture on marking techniques
The expectation from the audience their knowledge and understanding of the presentation your emotion about how the message is delivered, their general state of health and tiredness the number of people listening to the presentation which can make on method use by the presenter (kaul,A 2005 the effective presentation. new delhi: response books) and (ethrington,B 2009 presentation skill quivering wrecks, london: marshall cavendish)

CONCLUSION
Time management allow people to be effective in time keeping at all time make people to be respected in the society allows progress at class work and offices, make people do the right things at the right time it allows you to also have time for yourself, it allow you to plan the amount of time you spend in each activities so that you can reach the goal
Communication is a way of interacting with two or more people it also has to be effective so that the other end hear or understand the message you are passing through it also has different channels to communicates example of methods is as follow visual, writing, speaking, the person sending the message is the encoder and the receiver is decoder, it also include verbal and nonverbal where you will not talk but the sign will direct you what to do that’s where your messages has two layers by (Dillard, solomon and palmer,1999) (also watzlawick, beavin and jackson 1967).
Employability skill is whereby you prepare presentation, structure and deliver a good oral presentation use the appropriate method for dealing with nerves, you must know the facts and be confident to deliver your speech also maintain logical sequence to the content of the presentation you must ensure that the technology you are using will do the right thing you expect it to do you  also make use of eye contact, gestures and other small impact to maintain audience engagement making use of volume speed and tone of voice to create delivery impact ,tell some jokes to catch the audience mood and make them relax also to know how to work with groups  (1960s by tuckman) in (1965) indicated the development of team occur in a number of stages they need to work effectively with others team communication is very essential for the success of the group in employability skill.
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