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Introduction 

 In this report I am going to analyse my employability and academic skills, referring to in-class activity and published literature. During the  time spent studying at university or as an employee there is a need of skills to perform daily tasks. Gained skills it depends on previous individual experience and background,  culture, education that  been given by  parents ,teachers and daily situations that students and employees  are dealing with. However, being different as individuals, students and employees can develop more or fewer skills compared to other people.
The quality of the skills or the proof of their existence is reflected in  daily outcomes at the workplace or at university. The better skills individuals  have, or more skills, the better outcome will result . Employability is making people more fit for a workplace and this is what an employer looking for,a person who is helping at the growth of the company or the organization. 
In the other hand, academic skills are those skills which will help us to prepare to be a successful individual at the university and to graduate at the same time. 


Communication
Communication is an act of changing information between individuals or a group of people, but can also be only one source that will deliver a certain amount of information. However, communication happens at the moment that a source will release a piece of information and a receiver will get that information. 
In order for communication to be precise and qualitative, there is a need for feedback from the receiver. By getting feedback the sender will make sure that the message has not been corrupted by external factors such as noise, poor signal conditions, and other things.
Communication can be done by different methods such as oral communication, written(text message, email), body language, signs, and many other ways. Communication is more effective in a face to face conversation rather than using methods like phone calls, text messages as there is the advantage to see the other non-verbal communication ways like facial expressions, gestures. ”Whether we like it or not ,the ways we communicate(our para-language ,non-verbal behaviors ,the word we use)can give others very different impressions of who we are, our thinking ,our attitudes ,our emotions and our self-confidence.”(Morgan,2017).

In the academic environment and at workplace communication is one of the most important skills. In all the cases there can not be a link between people without communication. In order to enrol at a university or to be accepted to a workplace, communication is the way. Either way, individuals need to get in touch by submitting a CV, having an interview where communication plays an important role. Employees and universities will not select people just based on communication skills but the communication will help you to bring forward all their  other skills.

Teamwork can not be avoided at university or at the workplace. Efficient teamwork is based on efficient communication as well. If members of a group will use effective communication by sharing own ideas giving feedback as well will make sure that the task will be completed more easily and efficiently. More than that, at any workplace or in academic environment communication is the key factor in solving problems. As soon and as effective a problem will be reported there will be an advantage to take of using the communications skills regarding the situation. In both academic and work environment individuals have to use communication in order to report any problem that they are facing.
Regarding communication, I believe that I have that skill because I like to say my opinion and I like to get feedback. I think that there is need for improvement in my communication skills as sometimes I am not ready to speak whilst I am in a public place. I could improve that skill by trying to talk more when I am in the middle of the people.

Time management
Time management is a skill that helps us to use  time efficiently by organizing  activities in a smart way. Effective time management means working smarter, not harder by decreasing the level of stress and completing more tasks in a shorter time. Effective time management helps individuals to develop at the workplace and at university by achieving greater productivity and efficiency, a better personal reputation and will increase the opportunities for advancement. A big enemy of effective time management is how students or employees  can control  addiction to  devices on using social media platforms. “Sustained concentration is key to completing tasks and getting studies done. Today, we have very many distractions left, right and center. While watching TV, we multitask, check our phones, swipe through social media and shop online. Studies show that when we check something our mind requires about 23 minutes of refocus time to get back on task.”(University of London,Bodenham,2017)

Failing to manage time efficiently is often a problem for students and workers in the same time, as always students use to postpone the tasks given and leave them for the very last minutes. However, organizing  time by putting in first plan priorities such university and workplace duties will decrease stress and will make people feel more confident . An individual able to manage himself by being always on time will always get more credit and better feedback at the workplace and at university, and will have more chances to graduate or to obtain a promotion at the workplace. Managing time can be challenging  whilst studying at university and having a job at the same time as is hard to focus at both . In that situation, managing  time efficiently is very important, as wasting time can not be afforded.

When it comes to time management I think I have some strengths as I usually like to complete my work first rather than postpone it .I do not like to live with the stress in my mind that I have works to complete, so I will finish my work first and after that will have the reward of being relaxed. I think I can improve myself by allowing more time for some activities, as sometimes I am under pressure especially when I travel to interviews, university and I do not take enough time to face the traffic and other problems during travel .I n order to improve myself, I am trying to spot the mistakes in failing to manage my time and to do not repeat them.


Teamwork
Teamwork is that skill that involves cooperation and negotiation between members in order to achieve a common aim. Generally, work at university is usually based on individual work to ensure that everybody is awarded with  a degree for their own work but in the last years, more attention has been paid to how the students are working as a team.
To complete an effective teamwork commitment of all members is very important as every member has to participate in the same measure.
Working as a team is a great advantage at the workplace. Every individual it has different skills that can be used to accomplish the task required. Every member of the team has the duty to listen to the other member's point of view and to give feedback regarding that. Also, members have to help each other if anyone requires help, as the help will have to be reciprocal.


Trust is important in order to be confident to share ideas, knowing that the  team will be respectful . It is important also that the team not to focus on who to blame in case something goes wrong, but together to find a solution on how to get out of this problem.
Most of the time, a team will face challenges as well. The risk of having a lack of trust in a team is very probably to happen when the team members are failing to know each other both personally and professionally.
Conflict is a big problem that a team can face. Different opinions can create conflict within the group if not managed professionally. However, team members have to offer constructive criticism. ”If you disagree with another person ideas and if the issue needs to be addressed, then phrase you your suggestion in a positive way. Suggest ways forward for improvement, rather than criticizing what is wrong, or was wrong in the past.”(Cottrell,2008,)
In addition , the team can have problems like low engagement from team members or a lack of engagement. In order to complete the task, all members have to participate or to engage within the group.


My strengths regarding teamwork is that I am committed to complete the task and make sure that everybody gets help if required. I think my weakness is that I am not a very open person at the beginning and I need to develop my communication skills within the team. I can improve this skill by practicing more on working with people and try to be more open and more sociable to other people.

Problem-solving
The ability to recognize a problem, to find the best way to solve it, to be efficient in solving it is a skill that we need it at the workplace or at university. Solving a problem will require creativity, researching, teamwork, risk management and decision making in order to move forward.
There is no instruction for solving a problem so creativity is vital on getting out from this situation.
Taking a decision on how to get out of a problem can give the desired outcome but it involves risk at the same time, so will always have to assume the consequences.
Problem-solving skills are important in every career no matter at what level , as employees and students will face problems at any level and will need to successfully handle it.
Like any other skill, problem-solving skills can be improved by practicing and putting people  in new situations in order to acquire experience.
Having a strong work technical knowledge will always help in solving problems and this knowledge will be gained by attending additional coursework, training and a lot of practice.


To successfully solve a problem we need to first identify the cause of the problem and create a strategy to solve it for the long term not just get rid of it for the moment. “The key to a good problem definition is ensuring that you deal with the real problem – not its symptoms. For example, if performance in your department is substandard, you might think the problem is with the individuals submitting work. However, if you look a bit deeper, the real issue might be a lack of training or an unreasonable workload.”(Mind Tools,2020)
Not everybody has the skills to solve a problem but it is important to not postpone it as the problem will become bigger, but even more important to do not to rely on other people to solve your own problems. In order to improve that skill, we need to be very motivated and committed when it comes up to us to solve a problem.


I think I have that skill because I am innovative when I face a problem, I am taking it with a positive attitude and I do my best to solve it.
There is always room for improvement so I think I can improve as well regarding problem-solving. In order to improve this skill I need to challenge myself more and take more responsability at university and workplace to have the chance to practice more and gain experience.

Conclusion
Academic and employability skills are the assets that will help people to complete daily tasks at university and at the workplace. These skills will help us to graduate and get a better position in our workplace, but will also help us to improve as individuals. Analysing all that skills from different points of view will make people realize that they are all linked together, for example, if a student or employee have great communication skills, is very likely to be an important member of a group, but also if individual is  the one who is able to solve problems will make it  even a very important member and so on. Individuals  are all different  so everybody has the mentioned skills in different quantities but there  is no doubt that is always room for improvement.
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