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Introduction.
The main of this report is to explain the academic and employability skills importance in our current world. It is prepared to provide an understanding of these and explain why it is important in each sector. To do this, 4 skills chosen using the PDP method (personal development plan) will be defined, analysed and compared. 

1. Listening.
a) Definition: Listening is the ability to receive, analyse and properly interpret the message sent by the sender in the communication process, it means, in a conversation. 

b) Why is needed this skill? The most important thing about this skill is to be able to identify and know the difference between hearing and listening because most people aim to confuse these terms and they believe that it means the same. 
Hearing is the physical process to detect and receiving sounds that enter your ears, it is a physiological process. Instead, Listening requires to focus on the verbal and nonverbal communication to determine the sense of the messages being sent moreover see if the gestures and facial expressions add meaning to the spoken words, paying attention to how the story is being told and how the other person uses his or her body. This action is called “listens between the lines”. 
For the employability area, this skill is important as well as needed because a good listening can help to have a better quality in the customer services plus satisfaction, greater productivity with innovative work, fewer mistakes reducing the chance of errors then less misunderstanding. When it comes to doing business is as well very important because it can affect the relationship between traders and can determine customer satisfaction making feel them that they are attended and their needed was understood.
For the academic area, this skill is important because individual listening ability has implications for the effectiveness of productivity, teamworking, organization, and success. It is important when it is time to do, for example, an assessment. The good listener must pay total attention to what the lecturer is explained on how to do it, they must make sure that everything was clear and understood to do a good presentation. It is the same when there is a new lesson in class or when they have any conference. 

c) In my opinion, I believe that I have a good listening skill because I am aware in the importance of pay attention at the nonverbal communication, as example, gestures, tone of voice, use of language, and I be able to respect the turn of speech and let another person express his or her ideas and feelings before I express my point of view. I have got a high level of understanding and mentally summarizes however if I did not understand something perfectly, I can ask my questions with no problem. 
d) Conclusion: Good listening skill has benefits including improved confidence, higher grades in academic and employability work, and even better health and general well-being.


2. Time management.
a) Definition: A good time management is the ability to control the use of time provided as good as it is possible with effectiveness, being able to plan and manage the things to do without undue stress or tension.

b) Why is needed this skill? The importance of this skill is because it allows some order into the lives, bring calm and a better quality of work. A good way to be a wonderful time manager is willing to do schedules, planers and mental notes to prioritize tasks, deciding which is most important and should be completed first, to be able to do everything whit no adrenaline rush, by doing things at the last time. He or she must develop weekly and long-term time management plans.  It requires being patient, flexible and realistic. 

For the employability area, this skill is consequently important because arrive late at the workplace may cause penance, or arrive late at an important meeting without letting anyone know can lose the sale, miss a deadline for any work will probably either miss another meeting or cause other real issues with their works. It is possible, as well, that people will not want to work with, or it causes an increase in the probability of ascending in the workplace. It is important to have a good reputation if it is wanted to grow in the future because even the way that someone is interacting with others will depend on how frustrated and impatient, he or she is. 
For the academic area this skill is important because many students will find deadlines for projects at the same time and even with a plan, they will find it impossible to manage. To improve this, they need to prioritize what needs to be done first and when. Work out how to use the available time as efficiently as possible. Besides, it is essential to attend the lectures, go to meetings and prepare for the seminars on time. Research by George et al. (2008) shows a correlation between a student’s ability to manage time and their academic success.

c) I need to improve this skill and put on practise in my life as a student because I waste a lot of my time in unnecessary things, I have to learn how to control my time and my short and long-time plans. I need to get used to starting my assessments long time before at deadline because at last time is no the same as if it has more time to fix and think in the small details and it is possible to find unexpected last-minute inconveniences which are no helpful. 


d) Conclusion: Being good at this skill is vital, crucial because everything someone do in his or her studies, professional and personal life will depend on how good he or she is at managing the time.



3. Critical thinking.
a) Definition: Critical thinking is the ability to use the information beyond memory and repetition. It is the process of analysing, understanding and evaluation of all knowledge in the world and the opinions or “trues and false” in our current life.

b) Why is needed this skill? The shortest and most precise definition would probably be “reality”. This is because it means something negative and painful to receive while can be something helpful.
Prove critical thinking is vital to demonstrate common sense and good social conduct. It is about doing the right thing, at the right time in the right way.
At the employability area, this skill is crucial because the employee will be a part of a team which perhaps will have to take discussions and he will have to uphold her point of view providing the highest credibility possible. This credibility can be found easier providing a good quality of pieces of evidence which is as well very important because strong evidence can help to see clearly when objective truth and reality is difficult to find in the situation to decide the way to solve a particular problem and be a good leader. Sometimes a superior can make a wrong or even illegal decision if he or she is unable to evaluate the arguments that others come up with. 

At the academic area, this skill is essential for the students to write their research assessments and works, it is important because they will have to prove a good quality of understanding the analysing part of a search and the learning process, they will have to identify errors, weakness, in other words, they will have to offer a clear detailed interpretation of situations or events. The most important thing is that they cannot be deceived by the wrong source of information because they are the future of the world, that is why they must identify and select the better and credible sources. It is needed to defend their point of view if they are agreed with, and this will be possible when they learn how to do an argument with difficulties to find any weakness in it.


c) I need to work more in this skill because I already have the common sense nevertheless I need to read more and learn more to be able to do a strong argument with credibility evidence, it means no just because I hear rumours or speculation instead because I know exactly the right words and cites. 

I need to work on be strong in my opinions and logic about the correct conduct.

d) Conclusion: Critical thinking is crucial for all aspect of life, as much as in academic life as in the employability area. This offers good comportment and gives help to make a better word and personal life with more knowledge. 





4. Presentation skills.
a) Definition: Presentation skill is the ability to give, show or presented information about a new product, plan, etc. by talking to a group. 

b) Why is needs this skill? For the employability life and business, presentation skill is fundamental to be a great orator. It is important to know how to say new ideas and communicating new rules or project for the company if it is wanted to increase the growth. It is crucial to control the nervous and the anxiety because the main goal of any presentation is to convince the public about the content of that speech. For the tv area, for example, is the same, the presenters need to be relaxed to be able to transmit a good vibe to all the spectators. The radio speaker has the obligation to say a clear message to all the listeners in the homes. All that situation are different types of presentation however still need whole attention and preparation because it causes a relevant impact in the own presenters and as well as the audience.
For the academic area, this skill will provide confidence in the student´s life to do the assessments and spoken academic essays. It is important to have a good quality of presentation skill to get a higher mark, to prove that the students are in control of their emotions and that they had studied about the topic to know what exactly they are talking and defending. The university is responsible for offering them the ability to communicate, speak and be creative in their presentation for the next years as an employee, that is why the student must demonstrate good quality of this. 


c) I need to work harder in this skill and take more experience because It requires considerable time to learn how to use my body expression, as well as gestures, tone of the voice, I will need to know how to control my emotions about what I am saying etc. and all this will depend on what type of audience I will have or how many, perhaps, as well the relationships that I will have with them. There many factors that are needed to be known in this skill. That is why I think I must improve and take confidence because I do not want to be questioned about my knowledge in the concrete argument because the nervous can be unstable and give bad vision in my presentation. 

d) Conclusion: This skill is required for much attention because it is surprisingly important in all aspect of life. Whether if someone is talking to his o her boss or his or her friends, the principal of this action is to convince the listener about his or her point of view and do not let them decrease the listening. To do that is needed visual contact, illustrations, jokes if it is necessary, in fact, not fall into monotony and bored. 
Conclusion: I conclusion, it is necessary to be a focus on work out in those skills, named above, to get the best performance in the life and gain more opportunities to be a success in the employability and academic area in the life. It requires time, patience and very hard working. 
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