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                                                                  INTRODUCTION

The purpose of this report is to analysis several academic and employability skills. Skills as Communication, Team Working, Managing Skills, Problem Solving and Decisions Making.
Most of the skills we need, to be a good student, worker or competitive person. Skills like this can improve the way of living and thinking. Likewise, the way of reacting at a certain situation, can be different, depend of your knowledge. The more we know will change the vision and conception of the world around us. 
The report below will be on my personal experience and way of thinking. However, analysing the personal skills and the way to improve them, can help us to achieve the goals we set.
       















To be able to identify my skills I will use SWAT analyse. Therefore, I will be able to recognise my strengths and weaknesses, my opportunities and threats. 
PERSONAL SWOT ANALYSE IN ACADEMIC AND AMPLOYABILITY SKILLS:
On base of my life and work experience I managed to identify the following skills:

WEKNESES
· PROBLEM SOLVING
· DESISION MAKING
· LEADERSHIP AND MANAGING
· 



· 
STRENGTS
· CUMMUNICATION
· ORGANISATION
· TEAM WORKING






 

THREATS
· TEMPER
· ATTITUDE
· TIME KEEPING 


                            OPPORTUNIETES 
· EXPERIANCE
· COMUNICATINON
· FLEXIBILITY 






    
   





COMUNICATION 
Definition of communication:
 A process by which information is exchange between individuals through a common system of symbols, signs or behaviour (Merriam-Webster, 2020).
The definition includes also body language, writting, speaking and listening as the most important part.                                                                                                                                                                                
Communication can be defined as the process of transmitting information and common understanding from one person to another( Lunenburg, 2010 ).  Communication on the work place is critical to establishing and maintaining quality working relationships in organisation ( Birikorang, 2014).  
 
Communication is all around us. living in a time of technology the communications are the top skill you can have. The ability to say something trough the letters and to be understood exactly the right way is a valuable skill.  However, we communicate most of our time. Being at work, university, with friends or our daily routine.
This is one of the strengths in my list. Communication was not a difficult part for me, having a talkative personality. In a way of online communication, or any written you can not find intonation, but was not a challenge to express myself. There was not anything to improve un till start the university journey. Being at work you can learn how to communicate in an appropriate way, regarding your duty and responsibility, but just because you need to.  There you can receive mechanical education and doing your job perfectly. We all know there is many job opportunities that does not ask for qualification and provide training. In addition to be proper competition you need to have not only the skills of communication, but the understanding of it. This is what most of the people are finding at university. 
The first term was enough to give me the basic information. Of course there is many thinks to improve, but making different between Verbal, Non-Verbal and Written communicating is a start of understanding. There is a specific structer of communication which can improve the results of a certain goals or Academic education.




TEAM WORKING 
Definition of team working:
Teamwork is the collaborative effort of a group to achieve a common goal or to complete task in a most effective or efficient way. This concept is seen within the greater framework of a team, which is a group of interdependent individuals who work together towards a common goal.                       (Montebello et all,1993)

To be a team worker mean to have several skills. This is the general skill that can open many doors of new opportunity as progressing at the existing job or giving you the chance to change the environment you work for. Further to any level of education to be a team worker is a key of success.
Regarding my one experience and personal swot analyses I am considering the skill of team working as part of my strengths. Working in a hospital shows me that the results of team working are more effective and helpful to complete the daily task. Similarly, to University education, there is many class activities that need to be done by a group. Meeting new people with different ideas and characters can give more knowledge and teach you to accept new challenge. To be a team worker mean to respect the opinion of others and listen to what they have to say. 
The term that pass give me the opportunity to find the weakness at this skill. The time was enough to improve my patience regarding the group activities. The ability to listen and accept different point of view. Likewise, to make the difference between being a leader and team player.  

MANAGING SKILLS 
Definition of managing skills:
Managing skills means having the capacity to run a business. It's being able to make the right choices while managing the overall performance of the company. It means being able to communicate and deliver results by providing employees with a strong business plan to meet the aim for the company. Management skills are required to manage the business and include overseeing workplace issues, employees, teamwork and team development and communication. It also means giving employees their duties and monitoring their performance, while at the same time reaching the business objective ( Course Navigator, 2020).
To have those skills at your work place will give a great opportunity for progress and achieving high goals. The ability to manage people, different situation and running a whole company its a strength, but not at my list. It is not only the swot analyse that is showing the managing skill as a weakness. My personal opinion is that there is people born to be leaders and is not a skill you can learn. However, the time at the university shows me that there is a way to improve the skill and is important part of successful education.     


PROBLEM SOLVING 
Definition of problem solving:
Problem solving is the fact of defining a problem. Determining the cause of the problem, identifying, prioritizing and selecting alternatives for a solution. Finally implementing a solution.

This skill is also one of my strengths. It is not a matter the environment you are working for, this is a skill which you will acquire, because there is no place without issue. 
For example my work place have a structure for solving a problems, because the issues we are having are always the same or they are connected to a certain environment. A creative mind and more ideas will help to sort any problem depending  of the situation.  Adapting to new solution can also happen, working whit a new team or trying to improve the quality of the service. 
The fresh example is what was happen couple of months ago, relating to the world pandemic which  we faced. Most of the people find the way to solve the problem and continue the best way we can. The education system is keep going and most of the  population are not missing any materials or information. Clearly is a temporary security measures to which we adapt to support and be part of solving the problem.   
This is a important skill that can be always improve by flexibility. All problem solving begins with a problem description. Solving problems is part of our daily routine as work,universaty, home even a shopping can have any issue. Having this skill as strength is helping my university journey.  It is more easy to structure a plan and analysing the situation. However the people are different and receive and assimilate the information by the way they think. This is the reason why people not always agree to each others and applying different solution to the same kind of problems. 

The way to improve my solving problems skills appear to be accepting different opinion and point of view. Ditto trying to identified the main problem and looking for more options.

DESISION MAKING
Definition of decision making:
The ability to select between two or more alternatives to each the best outcome in the shortest time (Gerencer,2020)
 The thought process of selecting a logical choice from the available options.
When trying to make a good decision, a person must weight the positives and negatives of each option, and consider all the alternatives. For effective decision making, a person must be able to forecast the outcome of each option as well, and based on all these items, determine which option is the best for that particular situation (Business Dictionary,2020).
Decision making is one of the weakness that need to be improve in my list. Skill like that its very important at any work place. Being able to take decision in the right situation will not cost any troubles or disturb the work process. By making a choice you are basically defining your position in any given situation. Can also benefit by avoiding  the chaos and productivity of the staff. 
Within the university process having this skill enable you to act promptly in any situation. Likewise there you can find that making decision is not depending only on your own intuition, is also a structure of serval skills. 
This skill is one of the most I need to improve. Uttermost of my decision are made by intuition, following by feelings and understanding the situation. The improvements on my list are: analysing the situation, giving more time to the final decision, taking more information about the impact of hastily decision. If you ned to make a decision quick, is possible not to be the right one. Giving more time to yourself  can change the way  you are seeing the situation. 


Personal Development Plan:
However, there is certain areas that need to be improve. Confidence when presenting, which can be done with more practice and group activities.  The academic writing can be improve by planning and working more on the essays and reports structures. Doing more presentation will improve the oral skills and build more confident. 
This is my personal goals. Improving all of the weaknesses will help to become successful at work and university. Will give me the chance of a progress as a human being. The more we know, the more we are in use, not only to the environments we are working and studying, but to our families and all around.  


CONCLUSION:
Lastly in a conclusion is good to know, that most of the skills are related. All of them help the people to work in a higher standard and to achieve goals. Improving the skills is giving a opportunity to develop and have a successful future. Working in a team or being by yourself, there is always a way to improve your skills or accept new ideas.  The skills mention above are essential to have as they can help you to perform better or find new opportunity. 
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