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Introduction
The purpose of this report is to analyze academic and employability skills and to refer to personal ability. Each student must have knowledge of the abilities which may help to develop and achieve further success in the academic and work domains. Above all, it is imperative to implement those attributes into professional and personal growth. The following skills were chosen as subject of research: time management and note-taking as for academic skills and communication, problem-solving and decision- making skills the for-work environment. This report will analyze own abilities and develop strategies to improve quality of the academic performance and skills in a future career.

Time Management
The Oxford Dictionary defines Time Management as “the ability to use one’s time effectively or productively, especially at work”.
Time management at university covers as important part as in the work environment. “Students have stressful and dynamic lives because of the overwhelming amount of academic activities they have to perform. Furthermore, they have day-to-day routines and lifestyles, and time management is a necessary skill to create stability between extracurricular activities and university”.( Cyril, 2014) .Good time management skills will enable students to control and plan all the tasks in order to be organized and efficient. Managing time well, give students the opportunity to prioritize tasks and fight procrastination. In addition, to attend classes on time and to meet assignment deadlines.
	Time management is a core skill in the workplace as it defines how much an employee can accomplish either in a day, a month, a year or a lifetime. Besides, it enables employees to take better decisions in a less stressful environment and improves the ability to focus on each task in a calm and controlled manner. Moreover, good time management skills create promotion opportunities, career growth and not the least important, making time for leisure and recreation for a better quality of life.
I believe I must improve this skill and one of the reasons will be my occasionally late attendance at work. Moreover, I might spend too much time on social media instead of working or studying.  In addition, I do not manage time well in terms of prioritizing things. In order to succeed at this skill, I can make use of management tools such as the RAC Method to record, analyze and change my habits or the Eisenhower Method to set priorities by sorting out the important things from urgent.



Note-Taking
 “Note-taking as a way of concisely recording important information so that you can recall it later”.
 Taking notes for a student is a fundamental tool to keep focus and increase attention on studies. According to Carter et al (1975)” Taking and reviewing notes yields maximum retention and recall efficiency, while listening-only without review results in the poorest performance”. In addition, noting down key ideas enable students to be engaged and active during a lecture. Students have opportunity to recite all the notes after class and learn at one’s own individual pace achieving a better comprehension of the subject. A good record of notes will prevent student from plagiarism and will save time on learning.
           Note taking being known as an academic skill it has the same equal importance at the workplace. Employees can maximize working efficiency by recording and capturing ideas from meeting discussions into notes and then turning notes into tasks or to-do lists. Note taking ability allows employees to organize thoughts and information in a concise manner, in this way encouraging creativity and helping in learning new concepts. In addition, good records of notes can minimize stress levels and increase working productivity by keeping focus on tasks and staying organized. 
I believe I have to improve this skill because I do not take notes in an organized , systematic and structured manner, seldomly I use abbreviations and most of the times trying to write down everything I hear, being afraid to miss words that I think are important. I can succeed at this skill by making use of Cornel Method which help to increase the cognitive thinking or to make use of the Mind Mapping technique to organize information in a structured form.

Communication
The Oxford Dictionary defines Communication” as the imparting or exchanging of information by speaking, writing, or using some other medium”. Communication is the ability to tailor information in a clear and concise manner and to listen in order to understand. Above all, it plays a significant part at the university and it has a substantial value in today’s workplace.
The importance of communication ability at university is fundamental for being an informed student. It is a necessary skill that enables students to share or debate ideas, to get insight from the lecturer or to question when something is unclear during a class. In addition, communication is a necessary tool to form friendly relationships with colleagues and maintain contact with other members of the university and be updated with the ongoing information. Furthermore, students communicate when working on group assignments or student meetings.
According to Robles (2012) communication was classified in the top 2 soft skills needed by employees in today’s workplace. Communication is a required channel to convey information in an effective way to increase collaboration among employees. Coordinators must make use of language skills to give orders in a structured and clear manner for subordinates to understand, and work towards the same objectives and achieving common goals. Moreover, employees must be assertive in sharing own views to avoid misunderstandings and be able to engage co-workers into the task commitment. 
I believe I do have this certain skill, because communication is also about listening. I assume I am a good listener which helps me build an open and constructive conversation. I get along with people well because I understand and value their personal views and make them feel heard. Sometimes a conflict is inevitable, I will try to keep my temper under control and do not say harsh words to offend somebody.

Problem-Solving
“Problem-solving is the ability to think laterally, research, analyze and evaluate information in order to determine the source of a problem and find an effective solution”. 
Problem-solving ability is highly valued in the work environment because many tasks involve identifying and dealing with daily problems. Employees are required to analyze certain situations and find an accurate solution to solve it. For instance, handling customer complaints, resolving conflicts between team members or dealing with operational problems such as delays in supplies. In addition, problem-solving ensures employees to overcome difficulties and create patterns which will prevent from dealing with the same obstacle again.
Aligned with others important skills that a student must have, problem-solving is not the least one in the academic environment. According to Gupta (2013) “Problem solving activities get students more involved in the process of learning and enhance the use of higher- level thinking process”. For instance, students must do a lot of research for the assignments, to identify and evaluate an appropriate source of information and find a creative solution to end the coursework. In addition, students must solve different challenges in group project assignments, handling ongoing difficulties such as poor performance of another student or having technical issues using certain software.
 I believe I have this skill because I can handle unexpected situations in a rational way. I can be stressed but this does not prevent me from solving certain problems. I faced different challenging situations, and, in that moment, I was asking myself why did this happen? How can I change it? What steps should I take to overcome it? And the last but not the least, what should I do to prevent from happening again?





Decision- Making
 The Oxford dictionary defines decision-making as” the action or process of making important decisions. Moreover,this process is in close corelation with a decision-maker’s values,beliefs and preferences.Decision making is a very important skill for suceeding in many aspects of life including the academic and work environment.
University life for a student starts with deciding over faculty options, choosing group projects or activities during academic years and ends with daily multiple decisions about prioritizing study tasks. In addition, students might want to fit in the university`s tops and join different unions or organizations. Furthermore, choose to participate or not in different professional or personal development events. 
Decision making ability is a fateful characteristic at every work environment. Daily, employees around the world constantly perform decisions on different matters, for instance what candidate to hire? What business plan to execute? Choosing on design for a new product or identifying issues in a production process. Above all, according to McNair (2012) "The most important decision- making happens (in meetings) and when it is not efficient and effective, it discourages, demotivates and fails to achieve the mission of the organization,"
I have this skill because I am not afraid of taking decisions. Daily, I make choices upon my image, what style to wear and how to complement it with an according make up. At my workplace, constantly I deal with choices upon how to perform a certain haircut according to customer’s demands and to the real possibilities. I must make a choice between what color techniques would work in a certain color correction, and so on. Most of my decisions were made relying on my preferences and beliefs, I would analyze the situation and make decision in favor of the better one from few other options.
Conclusion
This report analyzed time management and note taking skills as being for academic use and communication, decision-making and problem-solving skills for the workplace. It was concluded that the mentioned skills above have common importance. Academic and employability skills are in close correlation to each other and it is a necessity for students and employees to acknowledge this and to focus on developing skills for a successful career. Managing time well will ensure students and employees have more control on a task and a less stressful life, moreover, becoming organized and efficient. Taking notes for employees is important as for students to record ideas and thoughts for a later reference in order to improve memory and diligence. The ability to communicate is imperative as to share views, ideas and form connections with other people at both university and the workplace. Solving problems is the ability that rescues employees and students from difficult situations, obstacles and helps to analyze and evaluate certain conditions in order to overcome and succeed in a task. Making decisions allows employees and students to be selective, responsible and rational when facing a choice position and being able to change the situation rather to avoid it. Furthermore, this report developed a better understanding of own abilities and identified how the weakest skills can be improved. 
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