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ACADEMIC AND EMPLOYABILITY SKILLS
We understand employment-related skills as skills that the employer considers when employing. It depends on the knowledge, competences, use of resources and presentation to employers. These skills can be divided into the following categories: communication, problem solving, teamwork organizing, and planning, self-management.
	Communication, as a skill means being clear and understandable in passing information to another. Apart of oral communication, non-verbal communication is important in this place, such as the body language you use. Communication has always been important in the workplace. Thanks to improved technologies, the increasing globalization, and the growing complexity of modern jobs, it is gaining even more importance in terms of understanding who we communicate with and how, when and where we work with other people and organizations. 
We work in teams in most of our jobs. Even if we do not work directly with our colleagues, we work with the manager or client. Therefore, teamwork is one of the competences most required by employers. That why teamwork is one of the competences most required by employers. Teamwork includes communicating with others. Desirable skills will be here: to accurately describe your own position and understanding the position of others, the ability to understand your role in teamwork and how work translates into the success of the whole team, the ability to objectively assess and pass on opinions to others and appreciate their efforts, ensuring positive teamwork atmosphere by reducing tension, fighting conflicts and compromising to achieve the team’s goal.
Solving problems means finding solutions in difficult situations. We encounter problems at almost every step. There are four basic steps to solve a problem: recognize the problem, consider alternatives, evaluate, and select alternatives, implement solutions. Defining and describing the problem and its characteristics is the first step to solve it. In the process of defining the problem, it will help to get detailed answers to five questions:
What's the problem?
Who is involved in it? Who is affected
Where's the problem happening?
When does it appear?
How it works? How does it manifest? 
To generate alternative solutions, we need to look at the problem in different ways. Sometimes this involves teamwork, two (or more) minds are often better than one. The next step is to evaluate the solutions presented, comparing the pros and cons with the goals. Then implement.

Planning and organization skills helps to focus on the right tasks and set priorities. Rules that help you to plan and organize:
Prioritizing helps to determine which things are most important and which can wait. 
Time management ensures that activities help you finish what you need to do. This skill is the most common application of the Pareto principle, because most of us tend to waste time instead of focusing on the most important tasks. When it comes to personal time management, 80% of work-related production can only come from 20% of working time. Another method for time management belongs to Dwight D. Eisenhower. In a speech at the Second Assembly of the World Council of Churches in 1954, former US President Dwight D. Eisenhower, who quotes Dr. J. Roscoe Miller, president of Northwestern University, said: "I have two types of problems: urgent and important. Urgent are not important and important are never urgent. " It is said that this "Eisenhower principle" organized workload and priorities. Eisenhower recognized that great time management means being effective as well as efficient. In other words, we must spend our time on things that are important and not just the ones that are urgent. He devised a system for managing his time and deciding his priorities which has become known as the Eisenhower Method which basically allowed him to distinguish between what was urgent and what were important tasks.
Different types of resources are needed for each implemented project. A resource is something you need to complete a task. Sometimes a project will require human resources or employees. Other projects may require space or time resources. Larger projects may require many different types of resources.
Delegation is a common practice in the workplace. By delegating the task, you transfer some of your work to others. These persons are then responsible for carrying out this work.


Self- management which is the ability of team members to self-manage, take responsibility, and flexibly adapt to current challenges. Effectiveness depends on interpersonal relationships, erasing all resistance and habits associated with the traditional hierarchy. We can highlight three most important skills of self-management: initiative, organization, accountability.
Initiative is the ability to independently find ideas, take initiatives and cope with various situations. Initiative also means creative thinking. Initiative is an important skill that helps create new and better opportunities at work. The ability to recognize the need to improve something is a valuable skill that increases work productivity. The ability to use ideas and their practical implementation shows the motives for success. It is important for employers to have a person who can adapt to new situations at work, seeing ways to make valuable changes. An initiative is a proposal to implement a new project or idea. It is the ability to work without having to constantly say what to do. The initiative is useful in positions that require independent action and where you need to look for opportunities and opportunities - e.g. positions related to acquiring clients or sponsors. 
Organization means performing the right tasks at the right time. Good organization is the ability to choose priorities. When organizing your own work, it is important to be able to set a goal - the SMART method is useful in this point. To make sure goals are clear and reachable, each one should be:
S - Specific - specific description which should include verifiable dimensions, describe behaviour that can be observed, determine how and with whom it can be achieved. It should also have a specific deadline, be positively formulated, and contain criteria for checking.
M - Measurable - thanks to the fact that our goal will be measurable, it will be easier for us to see how far we are on the way to achieving it. If our goal is too general and we cannot see progress, we will not be so motivated and involved in our activities.
A - In this case, the letter A is translated in two ways - either as achievable or attractive. An achievable goal is one that we can do without undue effort. In this case, it is necessary to measure your intentions.
R - Our goal must be real. If we set ourselves something that is doomed to failure, and yet we try to achieve it, our efforts without results will make us no longer have the strength and desire to continue working. Let us set goals that we can achieve.
T - Time-bound (criterion) It is worth defining the goal in time. Thanks to this, we feel motivating pressure. If something is indefinite, we get on it quite lazily, we do not often deal with it, we not be motivated for it.
Accountability refers to individual responsibility for the work done. At work, employers want to know that you are serious about the work you give you, and they take this as an opportunity to show that you can trust more important work in the future. Taking responsibility for yourself is a great way to get invited to work on exciting projects once you gain experience.

Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons. Academic skills encourage students to become more effective students. These skills, including critical thinking and note taking, are also especially useful in a later professional career. 
Active listening is one of the academic skills. Active listening means full understanding of the content and meaning of the message sent by the conversation partner. Techniques supporting active listening are for example paraphrasing and summarising. 
Paraphrasing - repeating in our own words what we think the other person said. We use this technique to show that we are listening and focusing on partner's statements. To check that we understand intentions correctly. To organize the content of the conversation and focus attention on the issues raised. To show interest and understanding to the interlocutor and encourage him to continue expression. 
Summarising is gathering all the most important information and findings and drawing conclusions from them. Material summaries can be used to review the work of one or more authors, so they are much shorter than the original text. Because these are very brief outlines of the arguments presented, they are particularly useful when you want to indicate support for or against a certain position you occupy in your dispute.
Personal Development Plan (PDP) is the process of creating an action plan based on experiences, values, goals of personal development in the context of career, education, interpersonal relationships or self-improvement. Personal development planning involves: setting goals and tasks - what do you want to achieve in the short or long term; assessment of the current life situation; identification of skills, knowledge or competence needs; choosing the right programming activities that will meet all your needs.
The process of building an individual development plan can take a long time. Here are the three steps to creating a personal development plan:
Vision - you must start with clear mind. Think about your future life. Choose the time you want to achieve your goals. Now think about what areas will make you feel successful. This will help you determine your values. After creating key areas as the main nodes, complete the mind map by attaching several sub nodes that will make the field succeed.
Strengths and weaknesses - knowing what you want to achieve, you should determine your options and skills. They are necessary to move forward. First, think about your strengths and weaknesses. What are you good at and what still requires learning? What helps you grow and what hinders you? What do you like to do and what you hate? Make a list of your skills and skills that you will need to acquire. I point out that you must be honest with yourself if you want to achieve real success. Self-deception leads nowhere. Here, you can use a known method, which is SWOT analysis. It is widely used in business, but it is also useful when creating an individual development plan. Think of yourself as a company you want to expand. It is an amazing way to assess your personality.
Build your personal development plan- the key here is to make a list of specific tasks to perform - along with deadlines, a list of resources needed, helpful people. Be specific and careful. Do not create too general or complicated tasks. It is better to prepare a list of things that can be accomplished within a reasonable period.


There are some professional skills that are considered the most desirable in the future. Because digitization and technological development in general have turned the world upside down, new professions have emerged that require specific professional qualifications. Employees wanting to meet the expectations of employers must consider what they will expect in a few years. This is particularly important in the context of young people who are just taking their education and career path. Innovation, creativity and creativity are indicated as professional competences of the future. Critical thinking, comprehensive problem solving, skilful human resource management, cooperation, negotiation, or flexibility as well as well-developed emotional intelligence will also be necessary. People with the above professional competences of the future have a greater chance not only of employment, but above all of self-development and obtaining professional satisfaction.
Defining your professional competence helps you to choose the right career path. If you have doubts about your professional skills, it is worth taking a professional predisposition test that will help you diagnose them. Also remember that it is possible to improve professional competences, which will allow you to move more freely in the labour market. 
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