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Introduction


Skill is: an ability and capacity gained through intentional, systematic, and sustained effort to smoothly and adaptively carryout complex activities or job functions involving ideas, things, and/or people (Dictionary, 2019).

Nowadays is visible how many people graduate every year. High educated people occupy high positions in the most variables fields, the market is everyday more exigent, and the numbers of competent and good professionals increase all the time. However, only the fact of go to university and have good marks is not enough. Even if your technical capacities and are good, still you will need to have or develop other skills to be an ideal candidate on the recruiter’s point of view. 
To survive in this very competitive world you need to distinguish yourself from others and the best way to do it is by acquiring employability skills. Skill is the ability to do something with efficiency and exists various skills that are mandatories for the workplace.
 This report is about three essentials skills. The three selected skills that are described in this assignment are: Communication skills, Critical Thinking and Time Management. In all their topics show the definition of this skills, the reason why is good to have them, what happens if you do not have them and cues for these skills improvement and/or development.





Communication skills:

Communication comes from the Latin term ‘communicare’, what means share, become known. Therefore, we can understand communication as a process by which information, ideas or feelings are shared among individuals through a common system of signs, symbols or behaviour (Oliveira, 2016).
Since always communication is of vital importance, it is a tool of integration, development, instruction and mutual exchange. In the workplace communication is the tool for the success of the operations. Employers and employees are constantly exchanging information about what is needed to do or what is already done for the operation’s good outcomes. Wherefore, for the communication has the expected outcome, clarity is fundamental. Communicating is not just passing information forward but being able to speak clearly and be completely understood.
In the day to day life it is common that the exchange of information generates much lack of communication due to lack of clarity and incorrect interpretations. Is imperative to be a good communicator, ensuring that the message you had sent is complete and clear, therefore the chances of mistakes by misunderstanding are much less. “Communication skills, such as active listening and assertiveness, help make the information processing more transparent. Actively trying to understand and interpret the verbal messages of others takes work. Simply asking another person to provide the evidence that led to certain conclusions can be very enlightening” (Maund, et al., 2017).
Nowadays in a very competitive business market, recruits are always looking for the right candidate. More than their cvs, they observe the candidate’s communication skills at the interview, thus is very important that your body language matches with your words. If you are not a good communicator you probably either will not take the vacancy place or will not be able to deliver a good job.
Personally speaking, I believe that my communications skills has a lot to be improved. I do not feel confident enough to speak clearly in front of other people, therefore, most of the time I do not have the right tone and posture, what makes me have a very poor body language performance. Also, as English is not my first language, it becomes more difficult for me to express myself clearly and direct as I would like to do. I believe that I need to read more to gain more vocabulary and work on my self-confidence as a way to overcome this obstacle.





Critical Thinking: 

Critical thinking is the ability of thinking critically, in other words think with clarity and logic. It is to be able to link the ideas or information logically to have your own opinion and create arguments about a certain subject and the capacity to solve problems. A critical thinker is active in learning and questioning and their also put the emotions and feeling aside in order to think clearly and build solids arguments to contest other’s ideas or arguments. By thinking critically is possible to analyse an information evaluating what may be or may not be true, is not take every idea as the correct one but do some research and contest it if necessary (Moira, 2009).
Is very good to have the skills in life but specially at the workplace because by being able to examine critically the information, ideas or arguments the professionals can identify gaps and errors in somebody else’s work as much as think about the solutions that can be applied to improve or correct them. Also, among a group of people tends to have those who like to split gossip and likely a critical thinker will recognise those gossips as soon as they come up by their sense of do not take everything they heard as true before analysing and have their own conclusions, what helps them to avoid believe and split untrue information. 
Critical thinkers are always searching for information what allows them to be based on their own researches and points of view, debate logically and rationally about the subjects rather than just accept what other people think is the truth. They are more capable to develop new ideas and projects due to their vast knowledge and source of information and for their developed research skills (Morgan, 2017).
If somebody does not have critical thinking skills this person probably will believe in everything that come to her and will not be able to recognise a fake news, what will make this person a misinformed and weak by not having her own concepts about the subjects, also this person will be unable to debate with others about anything. This person will be always behind others, just taking somebody else’s opinions instead of building them owns. 
I believe that I have critical thinking because I use to always do a research about the subjects that I like, and I have interest in and I try to search in trustable sources and always looking in more than one source aiming to have a solid conclusion about the facts. Then, I can create my own opinion about the subjects and even debate with others. Also, when somebody in my workplace come to me to say something about the job or about somebody else, I tend to be careful and contest this information by searching if it is veridic or not. 
However, I normally do not read or research about the subjects that I am not interested in, thus I do not have the knowledge enough to think critically what makes me unable to build my own opinion about a certain subject that may be important. Therefore, I believe that is necessary to me improve this skill to be more able to gain knowledge and create my own opinion about things that I not so interested but may be important to my workplace instead of just accepting what colleagues tell me even not being the whole truth.

Time Management:
According to Morgan (2017), “Time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension.” Be good in time management is know exactly how to use your time effectively. A good time management allows you to work smarter rather than harder. To have a good time management is necessary to do in first place a prioritisation, starting with what is more important to be done and leave the secondaries things to when/if you have time or even delegate it to someone else. Time management may not be easy as it seems to be, take too much tasks might overwhelm you and thus compromise the quality and punctuality of your work. The ideal is taking just the tasks that you can accomplish on time and in a professional way, what means deliver the best work you are able having time to do research and proffering, if necessary.
According to Eisenhower, in order to have good time management is essential to plan about what is more important and more urgent to do, therefore you will be setting priorities and probably will have time to accomplish them (McKay & McKay, 2013).
 
Check below a sample of ‘Eisenhower Matrix’: 
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(Picture created by the author)

In the workplace, essentially, is imperative have a good time management, therefore you will deliver a good quality of work and on time and improving your productivity and efficiency. Also, you will se as reliable and good professional who accomplish his tasks on time and effectively. Being a good time manager will also increase your chances to career progression.
According to Pareto and his theory called ’80-20 Rules’, 80% of your results come from 20% of your effort. By saying it he meant that 20% of you ‘to-do-list’ are equivalent to 80% of your outcome in the end of the day. Therefore, if you have 10 things to do today, you need to make a list putting the most important, urgent and biggest ones in first place and, for example if 2 of them are those most important then they are equivalent to 80% of your list (Tracy, 2001-2019).
In the other hand, if an employee does not have a good time management, he probably will not be able to deliver as and when it should be. Also, he might lose his credibility by missing the deadlines, and delivering a poor quality of work, and be unprofessional and probably the colleagues will not want work with him as this person is not reliable. As a result, this person can be personally affected by generating unnecessary stress for have many things to be done in last minute. 
Talking about my personal experiences, I think that I need to improve my time management, even being able to accomplish most of my tasks on time I feel that I could have delivered a better job if I have had more time to do it. I think that I overload myself by taking multiples tasks and in the and of the day I do not have enough time to dedicate to them. I intend to improve this skill by following Pareto’s rule and Eisenhower Matrix to use my time more effectively. 









Conclusion


In conclusion, is imperative to develop and/or improve skills to have a better outcome at workplace. These skills are extremely important to deliver a better job and for your personal life. Applying methods such as Eisenhower and Pareto’s can bring huge benefits into your professional and personal lives by increasing your ability of solving problems, making decisions, time management and critical thinking. Also, communication is extraordinarily important to any interpersonal including at workplace where you normally need to work together with others and if you have a very good communication skills these relations will become easier.
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