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INTRODUCTION
This report discusses three academic and three employability skills. It analyses the importance of these skills and why it is important to have these skills at the workplace and in the university. This report is divided into two parts. Part one focuses on three employability skills, which are communication, problem solving and team work skills whereas part two analysis three academic skills, which are reading, academic writing, and time management skills. 
 
 EMPLOYABILITY SKILLS
Communication Skills:
Communication is the ability to transmit and receive information, ideas, instructions or one’s feelings to an individual or group of persons with the intention of being understood and to receive feedback as required.   According to Webster's dictionary, “communication is a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour” (Webster Dictionary, 2019). Communication is said to be the “lifeblood of every organisation” (Gazir and Simsek, 2005).
It is important to have effective communication in workplace because it permits firms and factories to be efficient and productive. They will function more efficiently without barriers in executing projects. This will improve workers commitment and boost up the moral and social atmosphere at the workplace. Effective communication is a good tool in achieving productivity and maintaining good relationships at all levels in an organisation. It establishes trust among workers which brings about increase in productivity.
In my perspective I have good communication skills. Being multilingual gives me also an edge. I engage people of different cultural and religious background in conversation easily. I listen to their opinion before making my own opinion about whatever subject matter the case may be.
Never assume people understand you the way you convey your ideas. This can be especially harmful in text-based environment, where there’s more room for interpretation. Additionally, if we’re talking about text-based group conversations, we cannot assume that everybody understood the message the same. If you don’t get a response to your idea, ask for feedback or try break it down to smaller pieces. According to Jim Rohn “Effective communication is 20% what you know and 80% how you feel about what you now”.
Problem Solving Skills:
This is the ability of realising, analysing and suggesting answers or solutions to any unpleasant situation preventing one from achieving expected or desired results. It is also the act of developing strategies, means or possibilities of eliminating unpleasant situation. This could be in a workplace, school or even in a home.
 According to Oxford dictionary, problem solving is “the act of finding ways of dealing with problems”. This involves researching and proposing suitable solutions to the diagnosed problem.
According to OECD, Paris (2013), “problem solving is the basis of many scholastic learning processes and is therefore regarded as a fundamental goal of education”. One of the main reasons of education is to enable the individual with the key to solve problems in the workplace. Without a sound knowledge of how to tackle problems and come up with suitable education will have no value.
According to L Barkat (2019), “Whenever we face challenges, we have the privilege of framing them in words—words that express our hopes, our losses, our dreams; words that transform our personal vision or the world's. These words can become a source of sustenance and discovery, for the sometimes-long work of bringing to birth necessary change.”
Our expression in difficult moments expresses our hopes or frustration, this is conveyed into action which is an expression of a solution. This solution is applicable to the moment and might also be of help in the future.
This skill is important at workplace because it enables employees to work more efficiently. Efficient work increases productivity. Increase in productivity enhances growth and growth brings rise in profit margin.
 
Problem solving skill breaks intercultural, interracial and interreligious background at workplace. Where such problems exist among employees, they are easily identified, and solutions are proposed so as to keep the flow of production.  
I have this skill because each time I am encountered with problems, I instantly seek solution to eliminate this. If I cannot come up with a solution, I seek help from others or from people I know that had encounter similar situations. I also intend to develop and improve this skill even.
Team Working Skills:
Team working skill is the ability to work collectively with one or more persons as a group in order to achieve a common goal, result or purpose. It is the ability to collaborate with one or more person to realise or accomplish a project; to achieve an aim.
 
It is important to have this skill because it enables you to share knowledge and ideas with others. When working in team, goals and projects are achieve faster and easier since knowledge and ideas are shared among other team members. It enhances speed and accuracy in deliverance of the work in question. 
According to Hoffman (2016), “No matter how brilliant your mind or strategy, if you’re playing a solo game, you’ll always lose out to a team.”
 
“Talent wins games, but teamwork and intelligence win championships.” - Michael Jordan (2018). Irrespective of one’s intelligence corporate goals will never be achieved. A team is always needed for corporate goals to be accomplished 
I have a good team working skill. I have worked as a member of team in achieving different projects. I listen to the ideas, opinion, proposals and suggestion of others when working together in a common project. I do not impose my thoughts and my own ideas. I agree together with other team members to whatever opinion seems right.
 

ACADEMIC SKILLS
 Reading Skills
This is the ability to decode and interpret written characters or logos. It could also be defined as the ability to read, understand and interpret any form of written work. It could be a book, journal, magazine or newspaper article. The ability to understand the content of a written material.
 
In every aspect reading skills are needed in the academic field. Without the ability to read, understand and interpret any form of written material, it will be impossible to study as academics requires this ability. This skill is important because it develops the mind and activates understanding. It helps develops self-confidence and independence and widens the scope of vocabulary.
 According to Dr. Julia Hermida (2009), “reading skills leads students to directly accept meanings contained in the text without consideration, studying text in an isolated manner, including words, phrases, and grammatical structures, in order to understand the information superficially”.  
 In my perspective I see reading a tool for learning. For example, when I read, I am able to acquire knowledge and gain deep understanding to certain issues I had no comprehension about prior before. I have been through primary, secondary and high school and now I am pursuing a degree. This brings me to the conclusion that I have this skill and I am developing it.

Academic Writing Skills:
Academic writing skills is a style and format of writing used by lecturers, students of higher learning and academicians in research, academic presentations and reports. It is used to present academic theories, facts, arguments, dissertation, assignments and even academic compositions. The language style is usually very formal and logically structure. It is usually backed with evidences, citations and references and has intellectual boundaries in their area of discipline and expertise. Academic writing skill is mostly used to fulfil academic requirements and for publications. 
 
According to Dr. Fitzmaurice and Dr. Ciara O’Farrell, (2005) “Academic writing differs from Journalistic and creative writing. Academic writing is logical, provides evidences and supports intellectual position”. It entails researches and references to the works of other intellectuals in the said field of studies, project or research as it may demand.  
This skill is important because it is a tool that conveys acquired expertise and knowledge in specific areas of study.  It helps to analyse critical reports on research techniques and give understanding to the style and methods applied. It reflects the depth of the knowledge of a writer, his expertise in his field of writing or research. It is a mirror of his thoughts and imagination. It is important because it presents analytical facts and acquired results.
 
Time Management Skill
Time management is the ability of planning, organising and dividing priorities within specific time of accomplishment. It is the ability of planning, organising and executing activities, duties, assignments or programmes in a systematic order to get them accomplished at a particular or appointed due date. It is to set priority on the most important things that are to be done; and getting them done within the expected set time given.
 
This skill is important academically because it helps the student in achieving the most of his or her time. It helps us priorities our activities and to get the most out of those things deemed necessary. Good time management creates room for a good workflow. Much is accomplished within a short or shorter time. Good time management permits what seem complex to be dealt with within a short space of time. When time is properly managed, we can then achieve a lot both in our career, education and personal life.
According to Charles Richard in his book The Psychology of Wealth, he states “Don’t be fooled by the calendar. There are only as many days in the year as you make use of”. One man gets only a week’s value out of a year while another man gets a full year’s value out of a week.
“Go to the ant, you sluggard; consider its ways and be wise!  It has no commander, no overseer or ruler, yet it stores it provisions in summer and gathers its food at harvest.  How long will you lie there, you sluggard? When will you get up from your sleep”? The Bible Proverbs 6:6 - 10
 
CONCLUSION
Skills are very important factors in life and we need them in our daily activities. Skills are tool of life helping us in answering life questions, solving problems and impacting daily living. 
Communication is a very important skill in our daily live. Be it verbal or non-verbal communication. From the moment we get up from our beds, we begin communication. We talk to our spouses and children or to our loved ones. In our places of work or school we communicate. We talk with work colleagues or fellow students in campus. In order to get work done at the place of work we have to communicate to find strategies and solutions likewise in school.
 
We are encountered with problems on a daily basis, family problems, problems at workplace, problems in school, emotional, mental, etc. And all these problems require solutions. We make decisions as to how these problems should be solved. 
Two or more person make a team. Be it at home, in the university or in the workplace, we always need someone to help us get something done. In this wise, anyone giving a helping hand to accomplish a project or task is seen as a partner that makes a team.
Either in the train or taking a walk on the street we read thing, Billboards, newspapers, magazines, text messages and emails. We cannot do without reading in the 21st century it is practically impossible to do with reading skill.
Time management is a factor and must be learned. Almost every human has a plan and objective to be accomplish at a set time. They will have to priorities. What is most important and to be done first. In this way time has to be allocated for each project or assignment that it be accomplish at the due date.
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