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Introduction

The aim of this report is to analyse five academic and employability skills. 
The lack of knowledge, training and experience can lead to difficulties at university or workplace, and even to something worse as the result. The academic skills analysed are listening and writing. The employability skills analysed are time management, communication and leadership. This skill will be brought through a set of methods and rules in order to identify the weaknesses and the solutions, which will help towards personal development of the student or the employee and will have positive effects on everyday life helping to achieve the goals and dreams. 









SWOT analysis
To identify my strengths and weaknesses, SWOT analysis will be conducted

Strengths
· Time management
· Leadership

Weaknesses
· Listening
· Writing
· Communication




 Listening skills

“Listening to give attention to someone or something in order to hear him, her, or it”.
 (Cambridge Dictionary, 2020).

Listening is the capacity to precisely get and decipher messages in the correspondence procedure. Listening is critical to all viable correspondence. Without the capacity to listen adequately, messages are handily misjudged. Accordingly, correspondence separates and the sender of the message can without much of a stretch become disappointed or bothered. On the off chance that there is one correspondence ability you should plan to ace, at that point listening is it. Listening is important for students at the university as well for employees. Many top businesses give listening skills training to their workers. This is not astonishing when is to be consider that great listening aptitudes can prompt better consumer loyalty, more noteworthy profitability with less missteps, and expanded sharing of data that thusly can prompt increasingly creative work. 
Listening implies focusing. At the university it is very important to focus on listening to the lecturer in order to understand the subject properly. At the end of the day, it implies monitoring both verbal and non-verbal messages. Student capacity to listen adequately relies upon how much you see and comprehend these messages. 
Listening is certainly not a latent procedure. Actually, the audience can, and should, be at any rate as occupied with the procedure as the speaker. The expression 'active listening' is utilized to depict this procedure of being completely involved. 

I have the ability to listen, however I need to improve this skill. University is an opportunity to improve my listening skills by attending the classes and being an active listener, being completely involved in this important aspect of correspondence. At the end, the result of how much a student listening to the lecturer, can be seen in the assignment work.



Writing skills

“Writing is the process of using symbols (letters of the alphabet, punctuation and spaces) to communicate thoughts and ideas in a readable form” (EnglishClub.com, 2020). 

Writing is to the practice user an extremely fluent and easy activity for at least part of the time, but very often foreign learners can only be fluent when practicing (Yunus et. al., 2013).   The ability to write, to express your thoughts on the piece of paper, depend upon many factors: motivations, inspirations, certainty, will the correspondence be interested in reading the work, language barrier etc. For a foreign student, writing in a foreign language is quite difficult practice, especially if the student has a poor English. At the university student has to make notes, write the exercises, writing an essay, and all these involving writing. At the same time, the need for the writer to be accurate is very important. It is important to write accurate, close to the subject and without deviation. Great handwriting, appropriate spelling and right accentuation comprise the essential abilities that are expected to write well, especially when the student has to write a report. Therefore, in order to have good grammatically and accurate writing skills there is need for a lot of practice. Coelho P. has said “To become really good at anything, you have to practice and repeat, practice and repeat, until the technique becomes intuitive”, Goodreads (2020).  

I need to improve my writing skills, because for me is quite difficult to express myself through this type of communication, especially when this is my third language. Grammar and accuracy are common mistakes I am confronting with while writing. By more practicing and repeating again and again, giving to the lecturer for feedback, I can achieve and develop better writing skills.








Time management

“Time management is the process of deciding on the order in which you will do tasks and making sure that they are done on schedule” (Collins,2020)

The Roman rationalist Seneca (2014, p. 118) has said that “individuals play with time, since time is an irrelevant thing that does not appear to the eyes, and therefore it is esteemed inefficiently”. Two thousand years after the fact, individuals despite everything have "neither the important monetary advancement nor the perceptual mechanical assembly to represent time similarly as they represent cash" (Soman, 2001, p. 171). Time management originates before the advanced Gregorian calendar and the mechanical clock. There is no broadly settled meaning of the time management. Some characterize it as a mix of time evaluation, objective setting, arranging, and checking exercises or a self-controlled endeavour to utilize time in an abstractly proficient manner to accomplish results (Koch and Kleinmann, 2002, p. 201). How we esteem our time bears importance to how we oversee it. Think about self-employed workers, who are often exposed to huge pressure because of the time. Self-employed workers will in general sell their services by the hour. On the construction sites, some sub-contractors will do the work on price basis, therefore the individual has to do the job in such a manner so at the end of the day to go home with some money. Price work is all about managing time in sufficient way, to get most of it. It is very important to have this ability at workplace.

I have time management skills, because as the builder on the construction site I have developed this ability to manage my time efficiently in order to get the job done on time. Sometimes I have to choose which task to do first and therefore I am using Eisenhower method, most important and most urgent task first.



Communication

“Communication a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour”, (Merriam Webster dictionary,2020).

Communication is the exchange of considerations, data, or thoughts that outcomes in common comprehension between at least two individuals. The procedure requires in any event one sender, one beneficiary, and a message that is transmitted inside a communication medium. Communication is very important ability at workplace. For the manager or supervisor, communication skills are vital how the whole project goes on, especially when talking to the workers. The way communication process take place between manager and the worker, will affect what attitude will take the worker towards the work and as the result the productivity that particular individual will have for the project. From the other side the workers which cannot express themselves because of the language barrier, put a big danger on the workers of that project. In the event of an emergency that worker will be unable to communicate with others and as the result, late arrival of the emergency services can be fatal. 
Communication also is challenging in virtual groups at that point in eye to eye groups (Martins, Gilson and Maynard, 2004). Since trust is hard to accomplish, individuals are increasingly hesitant to communicate their assessments in virtual conversations. Contributions in a virtual domain come up short on the nonverbal and social setting to comprehend others precisely and to be comprehended. Groups take more time to settle on choices and show up at a mutual comprehension. In eye to eye meeting, a thought can be recognized and settled upon through gestures, grins, or verbal reactions. Indeed, even the most complex computer intervened correspondence channels cannot catch the extravagance of face-to-face exchange (Driskell, Radtke and Salas, 2003).

I need to improve my communication skills by practice, watching more videos on how to develop better communication aptitude.



Leadership

“The leader of a group of people or an organization is the person who is in control of it or in charge of it” (Collins Dictionary, 2020).

One of the fundamental qualities of good leaders is their adaptability and capacity to adjust to evolving conditions. Leadership aptitudes are profoundly looked for after by managers as they include managing individuals so as to rouse, enthuse and build respect. 
There are various expansive aptitudes that are especially significant for leaders. 
These incorporate vital reasoning, arranging and conveyance, individual’s management, change the executives, communication, influence and impacting. Maybe the most significant ability a leader needs and what truly recognizes leaders from supervisors is to have the ability to think deliberately. 
This implies, in straightforward terms, having a thought or vision of where you need to be and attempting to accomplish that. Leaders likewise should have the aptitude to use judgment on the side of their methodology conveyance and take care of issues. With an uplifting disposition, issues can become openings and learning encounters, and a leader can increase a lot of data from an issue tended to. 
Without devotees, there are no leaders. Leaders in this manner need aptitudes in working with others on a coordinated and gathering premise, and a scope of instruments is ordnance to manage a wide scope of circumstances. Great leaders will in general be incredibly acceptable audience members, ready to listen effectively and evoke data by questioning. Leaders are additionally prone to show elevated levels of confidence, which empowers a leader to come to meaningful conclusion without hostility, however immovably. Leaders realize how to assemble compatibility rapidly and viably, to grow great, solid relationships with others, regardless of whether friends or subordinates. 

I have the leadership skills because I learned them from my work, from others such as managers and supervisors. However, it is not bad and not latte to learn more and develop those skills to get on the next step of the career ladder. 



Personal Development Plan

I need to improve my listening, writing and communication skills, and this will be done by spending more time on studying. Also using Record-Analyse-Change method will be helpful too.





Conclusion


This report analysed five academic and employability skills which are of great importance for students and employees. 
Listening is vital for every aspect of life and without this ability individual can misjudge the information and communication will not take place. 
Writing ability as it was important at the beginning of its appearance in the history, remain with no less importance in now days as the form of interaction between individuals. 
With no doubt, time cannot be owned, but can be managed. Properly managed time is a great treasure and student, or employee can have the most of it by having time management skills. 
Human is a social being which is in great need to interact with others. Either it is face to face or virtual, verbal or nonverbal, communication used in an adequate way can make a difference in the project and for the individuals too.
The qualities of the great leaders which were crucial for the fate of the countries, are actual today and are more than ever sought, therefore a good leader should possess the quality to motivate others in order to achieve a common goal.
Having all these skills together makes life easier, either it be at the university, workplace or day to day life.
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