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				Introduction

The main idea of the report is to analyse the following academic and employability skills: 
· Decision making 
· Team working
· Time management
· Communication 
· Problem solving  
  Academic skills are the skills that each human being should have for making themselves understood and be more reliable to their study or work place. 
  The main body of the report will describe each skill one by one and will be taking apart piece by piece for the audience to have a better understanding and personal development.

1.0 Decision making - the action or process of making important decisions.

In my opinion, to know how to make a decision into the workplace or either in our daily life, is very important because not making it right it can change completely a situation.
In a company the person who is doing the most important decision is the team leader or the manager of the company. Apart from this all the employees should know how to take their own decisions in order to fulfil the task that they need to complete during the day. To make a good decision, you have to allocate enough time to think about all the consequences and how this will influence you, the company or the employees. 
However , taking a quick decision in a critical situation , without thinking to much about it , it might not always be the best solution you can take , but it can  save enough time for you  to have a better understanding and focus on finding a better option.
In my point of view, to be a good leader of a company you must have this skill, for taking the right decisions in the company’s best interest. Personally speaking, I consider myself that I need to improve this skill in my daily life, because I m not always taking my time to think about consequences of the solution that I found.  
	 

2.0 Team working- The ability of any individual to be able to work in a team or group of people.
Alcorn (2006) provides a definition of a team from 1886, which defines a team as “work done by several associates, with each doing a part but all subordinating personal prominence to the efficiency of the whole.”. This mean, in a simpler context, all the individuals have to work together in order to be more productive. 
In my workplace, if we are not working together in a nicely manner we can not be abele to finish our work in time and this will make anyone to stay over their schedule, and not be productive the following day. 
	In my personal opinion, team working is one of the most important skill that you as an individual have to have in your workplace, to be able to communicate and know how to be working with the others like a team. Doing all of this it will make your work much easier if you are helped and be able to offer the same help to the other. Apart from this, helping the others in their workplace, it can improve relationship between employers outside work and can help an individual help to grow in the society based on friendships.
On the other hand , if an individual is unable to work in a team , everything can become harder in work , because where is not communication or team working , can always demand people arguing with each other ,causing delays in the job that have to be done in a specific time and everything is going to become more harder for every single one of the team members.
Fortunately, I do have this skill and I do not have to improve it because I was always known the value of this important skill into the workplace.





3.0 Time management- The ability of any individual to manage the time efficiently.
A good leader , is the one who know how to manage their time in manner to fulfil all the company’s requests and be able to understand that everything they do is about to know how to split every single task that they have and be able to allocate enough time to solve them. 
	To have this skill it is not necessary, because fortunately if you do not know how to manage your own time, this skill can be learnt from many different sources such as books, journals, interviews, documentaries. If you know how to manage everything in your daily life , you will be more prospective in your work place knowing already how to split every single action of yours and priorities this action and do the most important first going down the list until they will finish all the tasks.
	In my work place , knowing how to prioritise the task that the manager is giving to the team , it is essential and based on this the company gained during the years a good reputation in the marketing area , because they are really taking care of the costumers needs and act fast and properly.
	In my opinion if you are not having this skill and you do not want to learn it , you might find it difficult to manage everything and you will be struggle or stuck in manage the situation you and your team are facing.
	Personally speaking, someone told me once, if I do have 10 task in a certain day to do, prioritise them and do at least two of them (the most important one) half of the job is done. This is the model I m going on, I cannot say that this is part of my personal skills but I m working on it and trying to improve it.







4.0 Communication- the ability of sending the information from a person to another. 

Communication is the key. 
When it comes to communication in the workplace, all of the company’s employers should have this skill. This skill is essential for environment, good relationship between employers, productivity and many others.
 	In order to sort out all the conflicts that might occur into the workplace, having a good communication skills can help to deal with the situations and can sort them out from the beginning before increase even more.
	In my workplace , the communication between the employers it is important , because they have to be informed about the new standards and according to this idea , every morning all the team is having a meeting discussing the goal for the current day , the changes and because of this every single employer know what they have to do in order to fulfil the tasks.
	However, not having a good communication skill, it can cause conflicts and problems between each other and also it can easily put the company down. A true leader should be able to take care of all the situation that the company is facing by providing a good communication skill.
	Unfortunately, in my opinion, this skill even it is essential in our life, it cannot be learnt from anywhere else but childhood. A true leader or manager is having this skill from a young age. To be able to discus and sort out the problems using communication skills is in your behave since an individual is young and not every one of us is having this ability to talk to a high level in order to sort out all the problems.
 I consider myself not having this skill because I can easily get angry in the workplace and I can take some decisions without overthinking.  





5.0 Problem solving- the process to found solutions to difficult issues.

Even if we are talking about a small or a big company, always they can face different issues and resolving them it can help the company in productivity development.
	Problem solving is a very important in our life because it represents the essential part of the activity. Every company should have a person in charge with the ability of making important decision to resolve all the problems that the company have.  This person is in a manager or higher position in the company because of his capability of overthinking in order to resolve and deal with all the problems.
	In my opinion, to resolve a problem, you have to find the cause for the occurred problem and after you need to focus in finding a solution. In most of the cases the person in charge should have a good attitude in order to resolve the issues and should always find the best ideas for the company and also for the team.
	In my workplace, the managers are the ones who take the most important decisions and if there are some issues, they are discussing with each other and sometimes they are asking the employers about the decision made trying to include us in problem solving.
	It is crucial for the company to know how to deal with the issues and not having this skill it can cause even more trouble. A problem in a company it is not resolve it from itself and a good leadership it is essential in every single company. 
	I consider myself, not having this skill because sometimes I m not allocating enough time in order to find a solution of the problem. 
	 
To sum up , to work in a company as a  manager , you have to have certain skills in order to take decisions , solve problems and be a good  leader for your team . This essay describe couple of this skills and give explications for a better understanding.
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Time allocated: 1 hour. please return your paper to the lecturer upon completion. It will be returned
to you at the next session. YOu will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1
g text and make notes on the main ideas. You can do this on a separate piece

Read the followin| g
u do not have to hand in.

of paper which yo
To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
aleader is a little like being a parent; beforehand, we have all these rosy visions of how

e'll sidestep the mistakes that we see other

Lars Sudmann. Being
we're going to do it, how incredible we’re going to be, and how wi
he role, we find that reality doesn’t match our expectations

people make. But when it’s our turn to assume t
e his first leadership role. Then, he held

or imaginations. Sudmann, for example, believed that he would ac
an employee asked a question about the company’s email signature, and the

his first major staff meeting,
proceedings — and his command of them — completely fell apart.
ntrenched factors that keep all leaders
h to do and not enough time to do it;

After some months, Sudmann realized he was fighting against certain e
sition of power causes them

from improving. Like many in the working world, leaders have too mucl
they don’t clearly think through their priorities and strategies; and being in a po:
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
learn to rally and guide others,

emperor and Stoic philosopher. Rather than spending his time trying to
g self-leadership. Sudmann has found

Marcus Aurelius focused a surprising amount of his energy on masterinj

this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
es. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently

and weakness:

handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you.
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