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Introduction  

This report is written to present records obtained through SWOT 

analysis, concerning academic and employability abilities. In this report the following skills are analysed: 

communication skills, leadership skill, time management skill and could underline principal advantages 

and disadvantages at the same time as presenting a few explanation.  

 

Communication Skills 

Communication skills are the power to send messages that are properly a completely received and 

understood by the audience. The term usually applies to someone’s college of 

exchanging info effectively with another person or team, in an especially verbal or written manner. 

Communication is gift in nearly each activity of our lives. We regularly exchange concepts, 

opinions, necessities and feelings with people around us, 

not exclusively verbally however conjointly through devices like computers and smart mobile 

phones. In business, being a decent human is especially relevant. E-mails, phone calls, meetings, 

speeches, video conferences, displays and matched conversations area unit all other ways of 

communication. 

 

The development and strengthening of communication skills is as a consequence a key attribute for 

many workers in these times to try and do their jobs a lot 

of successfully. It’s not only regarding words and content as a result of different parts like visual 

communication and facial expressions conjointly participate within the method. Once the 

communication is written, graphics, tables and photos may adequately support explanations and 

concepts. Even the choice of the channel typically communicates however vital the message and 

therefore the audience are for the individual. (MyAccountingCourse, 2019).  

https://moodle.uwtsd.ac.uk/course/view.php?id=6958
https://moodle.uwtsd.ac.uk/course/view.php?id=6958


Good communication is vital for ant messages. Once information or concepts are successfully 

communicated, the receptors don't doubt the meaning or analysis. 

 

When transmitting the message clearly, it's easier to induce the message across and make 

certain the audience understand what you are saying. For instance, if you're discussing a brand 

new project together with your staff, you would like to make sure they are aware of 

your directions and potential. Highlighting the key aspects, review them at the top of the meeting 

and give confidence to staff to raise any explanation if necessary. 

Good communication might not always be sufficient to make yourself clear. Your situation, in 

addition to your target market and the timing of the message, can all affect this process. 

 

Moreover, even an obviously delivered message doesn't avoid bad response. Being aware of 

emotional cues might not always get good turn. If you may study those cues, others can do it too. 

This can turn towards you whilst you're now not on top of things of your emotions. Losing 

your temper in any sort of negotiation places you in a disadvantageous situation. 

 

 Sometimes, being convincing isn't sufficient to make a point and attract clients. The body language, 

gestures and facial expressions can tell a completely unique story. (Biz Fluent, 2019).  

It is very important to have this skill in order to transmit and understand information. 

Communication skill is good for understanding and also to be understood. 

At workplace is vital to exchange information in a proper manner in order to achieve easier the daily 

tasks.  

In universities is essential also in order to listen and understand lecturers for assignment or final 

exam.  

Taking all this in consideration I assure myself that I have this skill, but need improvement on paying 

attention to others long speeches.  

 

Leadership skill 

Leadership skills are the strengths and abilities persons show that help to run 

development, manual scheme and guide their workers closer to the success of goals. 

 

Leadership capabilities are a critical issue in positioning executives to make 

considerate choices approximately their organization's undertaking and goals, 

and well distribute sources to gain those information. 

Helpful leadership skills contain the potential to entrust, encourage and speak efficiently. 

Another leadership characteristic includes integrity, confidence, dedication and originality. Plan how 

you want to move forward. It is vital for a character to set a purpose and objective for him 

and work hard towards achieving the same. Detailed planning suggests you the steps closer 

to realizing your desires at the workplace within a described time frame. 

Set time limits for yourself and attempt difficult to complete tasks in advance of the closing dates. 

Do now not await your superiors to ask you every time. Learn to take possession of work. 

One person who can nice set the deadlines is you yourself. Ask yourself how tons time needs to 

be committed to a particular task and for how many days. Students hope for management guides or 



for that count number any professional course need to price time 

to attain the pinnacle of success and live firmly entrenched at the top. 

 

Planning helps a person to realize what all he wishes to do urgently and what all can be carried out a 

little later. To plan matters better, personnel ought to prepare a Task Plan in which he can jot down 

tasks towards the time slots assigned to every activity. High precedence activities need to come 

on pinnacle followed by the ones which do now not require instantaneous attention. 

Planning enables you accomplish urgent and essential tasks way in advance of deadline. Plan as to 

how your day ought to appearance like. Develop the habit of the use of an organizer. It enables you 

plan things better. You also can use a table top calendar for the same. Individuals who adopt a 

planned technique finish off work on time in comparison to folks that just accept something which 

comes there manner. (Tech Target, 2007-2019)  

One of the benefits of leadership is if leaders are capable to hand over responsibilities well, they 

can help raise worker efficiency. Good leaders are able to decide the strengths and weaknesses of 

different staff and hand over work in view of that. Well-organized distribution of effort can bring 

about advanced work productivity, which in the long run effects in better income and better profit. 

On the alternative hand, ineffective management can minimize productivity. For example, if 

a manager decides to carry out duties which are simple, and hand 

over difficult responsibility to employees, it may bring about sub leader efficiency. On the other 

hand, a leader who is aware of how to give work responsibilities which 

are perfect to each employee’s abilities and aptitudes will regularly find that workers achieve those t

asks greater efficiently. 

One problem of leadership is that making sure that you’re supplying your employees with 

the assets and guidance they need is not an efficient movement. Whilst spending time leading and 

training employees is important to ensure that they carry out their responsibilities well, managers do 

not honestly create products or services when performing as leaders. An entrepreneur who employs 

a few personnel may find that the time he spends performing leadership obligations cuts into the 

time he has to spend speaking with customers and making sales. In some examples, 

company owners deal with this obstacle of management by means of hiring supervisors to take care 

of some of these duties. The disadvantage, though, is that outstanding supervisors are 

expensive, that can affect a business’s income. (Chron, 2019)  

As mentioned above leadership skill is used more frequently at workplace. However, the strength of 

this skill is suitable for students as well. In universities when students are asked to build a team for 

different in class presentation or final exam presentation; leadership skill is used. When assigning a 

team, team members need to come at on common accord and chose a leader. So the leader can split 

responsibilities and make sure every member gets well with each other.  

  

Time management skill 

Time Management refers to dealing with time successfully so that the suitable time 

is allocated to the correct action. Successful time management permits people to 

give particular extra time to activities as in keeping with their significance. Time Management 

refers to making the best use of time as time is constantly restricted. Working 

without aims and objectives in a business might be just like a situation where you cannot meet the 

deadlines and get stuck with them. Set goals for yourself and ensure they are practical ones and 



possible. Set closing dates for you and struggle tough to finish obligations in advance of deadlines. 

Do now not anticipate your superiors to ask you every time. Ask yourself how lots time needs to 

be committed to a selected assignment and for what number of days. Use a schedule to mark 

the important dates in opposition to the set time limits. Prioritize the responsibilities as in step 

with their significance and importance. Be acquainted with 

the difference between critical and vital work. Recognize which duties have to be executed inside a 

day, which all need to be carried out. Responsibilities which might be most critical need 

to be completed earlier. (Management Study Guide, 2019)  

The advantages of having this skill is that a person knows when and how to do the right things. Being 

able to allow extra time for more important things is sign of good self control. One of the 

disadvantages would be that making a schedule of everyday task, and somehow you are not being 

able to follow one step, would actually be difficult. Because skipping and not paying attention on the 

daily schedule is making it hard and you reach at one point not knowing what task do first. 

I strongly think that I manage my time in a proper manner so that I am not stuck with my deadlines 

behind and enjoying student life as well. One thing which I would like to improve about having this 

time management skill is that I would allow more time for rest.  

In workplace time management is used when arranging meetings or conferences. Also, time 

management is about following the steps that need to be done on the daily job routine. 

Student in university are using this skill when trying to split university life and personal life. Being 

aware of deadlines and success on the required assignments is making life easier. By this will give 

you more time for yourself and the things you enjoy doing. 

Conclusion 

This written report was evaluating the very following academic and employability skills: 

communication skills, leadership skill and time management skill. The report was analysed through 

SWOT analysis and giving extra interest where the stated skills are used in workplace and in 

universities. 
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