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The aim of this report is to analyse my academic and employability skills, Skills that i have acquired in the process of learning though some I have it in me but either unknown to me or I did not put into full effect before while some are still a work in progress.  
People constantly face varieties of situations that they must analyze, interpret, and assess. In these situations they must use their basic skills to sort out what the data means. Skills increase the productivity of your workforce so in order to increase my work force so in the process of learning I have acquired the following skills:  
1. Communication Skills 
2. Time Management Skills 
3. Leadership skills 
4. Problem solving 
5. Adaptability  
6. Paraphrasing.  
The following skills acquired did not just improve my workforce it also help broader my knowledge in class and also cut across other aspects of life. 
Communication skills: Man is an affecting agent that uses communication to affect the behaviour others as well as his community and environment. Communication, at its simplest, is the act of transferring information from one place to another. It may be vocally (using voice), written (using printed or digital media such as books, magazines, websites or emails), visually (using logos, maps, charts or graphs) or non-verbally (using body language, gestures and the tone and pitch of voice). 
In a report on the effects of automation management and social relations in industry, Crossman (1960) noted that that the crucial feature in the work of the operator of an automatic plant was the ability to communicate easily with his fellows understand their points of view  and put his own across. 
Within organizations, the management uses communication to mobilize line Managers and their subordinates for production task. Communication is also used to show approval for failure to meet production tasks. This makes communication skills an integral part of not just management but the entire society at large. 
Before now I used to think of myself as a very good communicator for my ability to talk but i have learnt that communication is beyond just talking, I have leant to be a good listener and even leant to use the non- verbal well to complement my speech. Listening has even helped me better in conveying my responses and reactions to events. I have learnt that communication does not only rely on how well you speak but how well the receiver understands your message really matters.  
Addressing my group recently I had to make use of the non verbal more in describing and engaging them, it is amazing how the eye contact and feedback helped me realize I wasn’t audible and clear enough atimes. 
Time Management skills: is positively perceived as the ability control of time, job satisfaction, health, and negatively to stress. A major weakness of mine has been ability to manage time has I have always leave things late and put myself under unnecessary pressure which brings about task dissatisfaction but has changed drastically by avoiding unnecessary distractions once a task is awarded to me as i prefer to now struggle with the task instead of leaving it late but one thing about time management training seems to enhance time management skills, but this does not automatically transfer to better performance. 
My major problem has been procrastinating for time management, i will do it later, till it gets late but i have now learn to set a target for myself and if my goal is not reach for the day i don’t get to reach my phone which is a major distraction so I applied this rules when as well when in a group which help us focus in delegating tasks and planning. 
Leadership Skills: This biggest for me, I was nowhere near this skills as I have done things on my own terms at my own pace as said earlier in time management , so making quick and taking decisive action when needed and motivating others to perform their duties has been my weakest point. Taking responsibilities for group assignments has immensely contributed to this new accomplished skill which I am even trying to be better as a leader. Leadership provides direction; colleagues need to know the direction in which the task given is headed and how to follow to reach the destination. Leadership involves showing others how to effectively perform their responsibilities and regularly supervising the completion of their tasks. 
Leadership is also about setting a positive example for others to follow, by being excited about the work, being motivated to learn new things, and helping out as needed in both individual and team activities. 
What I love about improving my leadership role is that it has helped my time management productivity to get the better version of me and also carry others along. It has improved all aspects of my daily life especially on how to deal with people from different culture or background; it cuts across all aspect of my life. I am not ready to lead a country yet but I can definitely lead and guide a group of people to the right path as I have built a confidence level and find myself accountable for my recent actions while dealing with people 
Problem Solving skills is one of the qualities I definitely had to developed after taking leadership roles few times as the whole group banked on me to proffer solutions or suggest ideas first, it was like they looked up to me in complex situations and i realized it helps them as well, it built a level of trust  and confidence for me even when I don’t have the answers, i look for alternatives, the efforts and suggestions coupled with the fact that I had to do a lot of researches and critical thinking even before the need arises really helped. I now find everything and every little detail important giving me a bit of idea about everything.  
For example, our performance for an assignment was not satisfying to me, after raising the issue with other group members; they thought the problem is with the individuals submitting work that are not detailed enough. I had look a bit deeper, the real issue was a lack of understanding the assignment so every time we are giving assignments we discussed it together as a group before assigning roles and set a standard for submission. Understanding the problem is the key to solving it 
Adaptability if there’s one thing that is constant about life, it is change, people expect and experience change but the problem most time has always been that people are either not ready or scared to adjust to such change. Change is inevitable in life whether we like it or not but adjusting to change comes in different ways, just because people adjust does not mean they are okay with it but it has be do with being able to effect changes in a course of action with smoothness and timeliness, without any major setbacks even while plenty awaits . 
People who enjoyed summer definitely knew winters comes but like most people, winter is not loved by many even with so much winter jackets being bought.  
I’m a person of comfort zone so adaptability is not my thing at all, changing roles or functions is not something that goes down well with me but i have improved on that by bringing it upon myself by taking interest in things relevant to my career to help my adaptability to new challenges, finding interest in tasks that are not related to mine just for contingency reasons even if it is not in-depth, I make sure I get a glance or idea of it. Importantly i learnt how to multi task in the course of this events. I am trying to thrive on the recent changes in my career as it is obvious change is constant and one can only get better with time so each time there’s an opportunity for a particular training i take it opportunity with my whole heart. Where would be world be if we stick to fax and not try the internet that has made the world a global village. I have learnt some many things through Youtube. 
Even right now with my studies, I had to adapt not only to the demands of academic work, such as meeting assignment deadlines, but also fit this in around my family responsibilities by shifting my priorities in response to the demands of a situation. 
Paraphrasing formulating someone else's ideas in my own words happens to me naturally, i have had this in me since I was little, i did a lot with nursery rhymes, changing lyrics and still the same message, though I did for fun then but it has become a big part of me that happens naturally even when i hear music’s, I did a whole lots of remix in the bathroom.  
Paraphrasing is easier when you understand and digest of the original idea, so understanding and having a clear knowledge of what the original content says goes a long way to avoid plagiarism in an attempt to paraphrase. Playing scrabbles help me a lot in understanding so many words which helped in paraphrasing but the bottom line is understand the original concept.   
Conclusion 
I have improved a lot recently but I can still do better as I am ready to take new challenges, i will rather fail than not try at all even though i still need put more efforts in some sets of new skills and master the ones I have recently acquired. I need to work on my decision making especially with too many emotions I have been held back. Problem solving and decision making are closely related as making a decision is an important part of the problem solving process as one will often be faced with various options and alternatives. 
My emotions get in the way of my decision making, so I need to get rid or reduce the emotional part of me in order to make the right decisions but as said earlier knowing the problem is first step of getting rid of a problem.  
Technological application, the world is growing fast and advance in technology and one definitely way to catch up with the world is to know the maximum use of technology as it keeps advancing every time. 
Many skills are habits and can only be developed by constant practice over time this i have come to realize while trying to improving communication skills and it be can be improved those skills by practicing new habits in line with the skills you are trying to improve. Some might include being more responsive to communications when they are sent, watching clips of great speakers, practicing giving positive feedback and asking questions in conversations even with friends. 
Paraphrasing skills need to improve on concepts and ideas and not just written materials or songs for entertainment; I need to improve in application for work force and concept. 
Planning Skills for me will be the best skill if I can attain a certain level of it as it guides all other skills acquired as it is the helps an individual develop strategies to accomplish set goals. But regardless of this other skills i am still working on I can say I have a better chance now than before to survive even in a rigid working environment. I am ready to take on new challenges due to the skills that have been instilled in me.  
Lastly most of these skills are inter-related acquiring one should lead to the next if well managed.  
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