	
	
	



	
	
	



	
	
	







Academic & Employability Skills
BMSK4001
Student’s name: Valeriu Saracutu (1810432)



















Lecture’s name: Anita Nan







Assessment Plan:
1.Introduction
2.Teamworking 
3. Confidence 
4. Listening Skills
5. Non-verbal Communication Skills
6. Conclusion
7. References











Introduction
This report aims to analyse the importance of some of the skills we need to develop in our life and at the workplace, to make it easier to grow in a successful career and to be an interesting communicator.
The skills that will be analyse are: Team Working, Confidence and Listening skill, which will include the importance of each skill and what could happen if we do not have these skills.
Teamworking skill
“A team is defined as a group in which members share leadership responsibility for creating a team identity, achieving mutually defined goals, and fostering innovative thinking” ;(Lumsden and Lumsden, 1997; Moe, Dingsoyr, and Dyba, 2010)
Teamwork is a good skill for both, employers and employees. In all job applications or resumes, even if it is for a position, where worker will work alone, we find also the requirement, that the worker must be a good team worker.
   Teamwork is more efficient and productive for any company in any field, from technology to food. Even the worker who is doing his job alone needs to think at company level, to report his observations or to come up with new ideas that must first be accepted by managers will already be a teamwork. a good team player must have and use verbal and nonverbal skills in communicating with his teammates. Here are a few most important skills for a good team member.

Communication
Correct communication is one of the important qualities of a team worker, the worker must send the information clearly to the other members of the group by email, telephone, text message etc. choosing the correct communication tone, which must be calm and compelling at the same time, is important during team communication.
Conflict management
Conflicts just like in any other group or team sometimes happen unfortunately. The team worker must know to listen to all parties involved in the conflict, to analyse the situation as accurately as possible so that all members of the group remain happy with the team's decision.
Listening
Yet, another important part of group communication is listening well. A successful team worker must carefully listen the proposals and ideas of all team members, understand what is communicated to him, demonstrating this by using nonverbal communication as a focus on the speaker and ask questions to clarify what the speaker said, demonstrating that it was heard and understood.

Reliability
A good group member must be honest and reliable,
so, the other members of the group believe it and know it
that he goes all the way to the end.
Respectfulness
Human beings become better and more open to communication when we offer them a respectful attitude. eye contact, calling by name, smile, etc. will make the person feel respected.
The ability of group work is very important, a group of people who work together to achieve a common goal will always be more efficient and productive than if the same people work separately. If man does not have the ability to work in a team, this man will always work longer for lower results. Currently, we have a lot of competition in all areas of business, only teamwork gives us the chance to compete. 
Confidence 
Making decision and confidence is the factor that makes the difference between leaders and others. Through man's self-confidence, he suggests a higher degree of information, knowledge, and status to certain groups. The confident people are more likely to become leaders or reach a higher level of influence on the job or in certain groups of people (Anderson, Brion, Moore, & Kennedy, 2012; Zarnoth & Sniezek, 1997 ). An example in this case is the counsellors who predict the increase in the price of the various companies with a high level of trust (the 90% confidence advisers) were more informed and accurate people in their predictions than those who predicted the same result but with a lower confidence level; Price & Stone, 2004). An interesting fact is that confidence in lack of other sources of information is equal to accuracy. confidence will also have reversed consequences if it is followed by a low level of precision. (Chess, Moore, & MacCoun, 2013; also see Tenney, MacCoun, Spellman, & Hastie, 2007).
Self-confidence is not something we can learn, there are no rules to become self-confident. Confidence comes from the person's education, experiences and confidence in his own power. Self-confidence in many cases is created by the way we were raised, learned, and simply from our self-esteem. In some cases, we learn or try to copy the behaviour and thinking of other people, which seriously affects our confidence in ourselves. Our confidence depends very much on the experiences we have had over the course of our lives and on the way, we have reacted to overcome various problems and barriers, these in the future become the lessons on which self-confidence is formed. In certain days or periods of life, confidence may rise or fall when our spiritual condition is affected by such factors as: criticism of others, lack of knowledge, fear of past experiences. When we think of how others will react if our attempt fails, so thinking and fearing that the consequences can be unpleasant, there are also some barriers that prevent us from making decisions.
In addition, a negative side to our subject is over-confidence, when we think we can achieve any purpose even if we do not have the knowledge or any other "tools" for it. Often such people are on the way to failures, where they meet equally selfish and unpopular people who will enjoy another failure.
Confidence is part of the personality that many people would like to have. Developing confidence in the right way, we will be able to make the right decisions, followed by success and prosperity, confident people are more likely to occupy high positions and become good leaders. If self-confidence is not enough, it makes people depending on other decisions, their criticisms and their opinions.
Listening skill
 Yet another type of communication especially at work is the ability to listen. Listening, is not just what we can hear, what is an automatic process, the listener must be able to interest the speaker through his manners, in order to show the speaker his interest in his discussion. There are several ways we can see how active the listener is about body language:

Eye contact
looking into the eyes of the speaker during the discussion suggests our interest in what we are talking about and at the same time motivating him to continue a sincere and interesting discussion.
At the same time eye contact should not be exaggerated, if we keep an eye out, the speaker will feel uncomfortable and will lose interest in continuing the discussion. The same, smile is a great way to express our interest and focus in the discussion. For a better result, the smile is used with eye contact.

Sounds
an active listener will also support the conversation through various sounds during breaks between phrases, these sounds are like "yes", "ok", "mmmm", etc.
There are also signs in his turn that we see as the listener
is not interesting to discuss, these signs may be like:
interruption of the speaker, people who like to talk a great deal, and not to give others the possibility to express their opinions or thoughts, usually try to interrupt the speaker during conversation to ask questions before he ends his speech. Adding your own thoughts, correcting the speaker during the speech are the same signs of a person who is not a good listener.

The look
When we notice that the listener during the discussion is looking to the watch or is approaching his hand to look at his nails, there are also signs that in front of us we have a person who is not interested in our discussion.
In a communication, the ability to listen has a colossal importance for a resolute of conversation.
Listening skill is very important for communication. By sharpening our opinions, ideas, and other people's protests, we can find solutions for an improvement or an idea or performance issue. With this skill, we become a communicator for a person who is simply interesting to discuss the sincerest themes that lead to closer relationships with the people around us. In the absence of this skill, I can never be good communicators, because it is not interesting to talk to a person who does not know how to listen to others' opinions, ideas and complaints.

Non-verbal communication 
“The most important thing in communication is hearing what isn’t said.” – Peter F. Drucker (2018) [online] 
Non-verbal communication is also an important part of communication that is including facial expressions, attitude, body language etc. Non-verbal communication is usually used in conjunction with verbal communication, so this type of communication is still an instrument by which we can learn the emotions, the mood and the person's condition, even when it tries to convince us in the reverse. Every day we meet situations in the house, at workplace  when people to try verbally send us a false message, as example when we ask him "how are you" and hear the answer  "Good" while his eyes look down and the facial expression say us, that the person is trying to hide the state they really are in.  Another example when we could use this kind of communication as an advantage for us at the workplace. When we go to the manager to promote an idea or we have any other question and we observe that he sits crammed, often we notice that we have not been heard of him or have been partially heard. In order to have better results at workplace we must also choose the right time to communicate. We should wait for the moment when the manager is better prepared, and then we have every chance to be heard, hear and appreciate by deserves.

Conclusion
In this paper we have described some skills that are important for our development in society,
develop these skills we will be able to achieve our goals much easier and with greater interest. Nowadays, when technology develops, there are many new workplaces that require the most learned people who know how to lead, they could communicate, and they can lead and be a good leader, respected by his colleagues.
These demands urge us to set new goals ahead of us to achieve them, we need to work hard to develop our skills so that we can meet today's demands without which our goals will be difficult to achieve
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