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Introduction
The purpose of this report is to analyse different academic and employability skills. The skills that will be disgust are listening, communication, decision making, problem solving, and time management. This are some of the skills used by people at work, university or facing life day by day. Listening is one of the important skills because if someone is not listening then they do not know how to response back, how to understand or learn more. Moreover, communication is when two or more people are talking with each other exchanging information. Decision making is when choosing between possible solutions to a problem. In addition, problem solving is the demonstration of characterizing an issue; deciding the reason for the issue; recognizing, organizing, and choosing options for an answer; and executing an answer. Time management refers to how people manage their time, how they allocate it for a daily routine. 

Listening
The most important is when people know how to speak with others, so they can pay attention. According to Treasure (2014), one of the experts whose mission is to help people and organizations to listen better, is saying that sometimes when you speak people tend not to listen, because they do not speak powerfully and are driven by a number of habits like gossiping, negativity, judging, complaining, and lying. He also says that are four really powerful foundations  we can stand on if we want to make a change in the world, by using the word HAIL (honesty, authenticity, integrity, and love) and also listening has a lot of filters like culture, language, value, beliefs, attitudes, expectations, and intentions.
Listening is necessary at university because if the students do not listen to what the teacher is saying, they easily can misunderstand everything. In class students must apply all the listening skills they have in order to take notes and learn something. However, presenting in class and try to show knowledge and students are not listening they can easily understand what they want and not what the presentation is about.
However, at workplace listening is necessary especially when employees must pay attention to their employers or attending meetings, employees must listen in order to take notes and give feedback. Listening is necessary to such an amount that many top businesses give listening abilities preparing to their representatives. This is not surprising when you consider that great listening abilities can encourage better consumer loyalty, more prominent profitability with fewer mistakes, and expanded sharing of information that can create imaginative and creative work.
I have this skill because I often listen before bring an argument in any communication, I listen before someone has something to say, I give them time and opportunity to express or explain themselves, depends on the situation, and after I share my opinions. I do not need to improve it because I am a good listener and listening to everyone around me makes me feel proud and sometimes a good friend in need.


Communication
Communication is important in people’s life because if nobody is not communicating with others it means that they do not have a social life, depends on everyone if the social life is important to them or not. Communication is important in order to keep your sanity. Having the option to express effectively is maybe the most significant of all fundamental abilities. It is the thing that empowers people to pass information to others, and to comprehend what is said to them.
When information is shared with somebody, the only way of going it is by communication. The communication process, it can be done in various ways, newspaper, letters, but the most efficient it is the oral communication. When people express their needs, feelings, and desires to others, it means that they are communicating. In this time communication is the key to life.
This skill is necessary to use it at university because students must communicate with their colleagues or teachers. At university communication can extend student’s knowledge. To share information, everyone must communicate with each other explaining better and be on point for the other students to understand the information correctly and not interpret something else.
At my workplace I use communication daily and whenever I am there with my co-workers or my manager, e.g. one of my colleague from my department was feeling unwell and she cannot finish her job in time, by helping her I tried to communicate with her in order to understand her needs, completing the job that she was doing. She told me that did not sleep properly, and she needs to rest more, I offered her a coffee assuming is helping her and after she was feeling better, continued her work. Communicating with her to find out what was the issue, I knew how to make her feel better.
I have this skill because I communicate daily and is a necessary skill if you want to have a social life. However, I need to improve it by communicating more with my colleagues at university and employees at my workplace. In order to improve it more I may ask questions and be more interesting about others life.

Decision making
This skill refers to making decisions, if one is good or not at making decisions or if people really need to improve making decisions. As human beings, making decisions every second of our life, some of them are subconscious decisions and the others are conscious decisions. People say that making decisions is hard, unfortunately we must make decisions all the time, for instant what to have for lunch or what students want to study at the university or who to marry. Some of us choose to ask our friends or family to decide for us, others choose a list or flip a coin.
At university students need to make decisions based on their knowledge, they need to make decisions about what course to take or how those courses help them to make life better and easier. Moreover, at workplace decision making is wide open, based on the job. Employees have good decision making because they can rely on their manager if is good or wrong. Making decision is good at the workplace because can help employees finish their tasks faster and because employers can give a good feedback to employees who made the good decisions.
In order to improve making decisions students or employees must make a list with pros and cons, narrow their options, decide on how much time to spend on making that decision, even if is big or small. Do research or ask someone who is better informed about that problem and take in consideration the past mistakes which can be minors or majors. Another option by improve making decisions is going forward no matter what the consequences are by assuming the responsibility for those decisions.

Problem solving
Problem solving is the way of finding a solution to difficult or simple issues. In order to resolve a problem, people need to be able to understand the problem, what are the effects and how they take it, if is personally or general. Resolving a problem is important to focus on the main idea, analyse it and after finding solutions that are propriate to solving it. Problem solving abilities are connected to other skills, like understanding, understand the problem after thinking more about it and try to resolve it. Besides understanding, time management is another skill that can help everyone resolve an issue, by managing time properly they can resolve it faster.
At workplace problem solving can be identified among all departments. Every employee needs to have this skill because problems can appear all the time, even if they face it or not. Sometimes another opinion can help if they consult with a manager or colleagues even if the problem is a minor one or major one. However, to resolve a problem faster they can use SWOT analysis, focusing on their strengths, weaknesses, opportunities, and threats.
In addition to my personal experience, I have this skill because I can resolve a problem by myself without stressing or being angry, because when you are angry and stressed you do not have your mind clear. Sometimes, I need to improve it because nobody is perfect, and mistakes happened all the time. Therefor I can consult with others in order to improve it or focus on the most important part of the problem and thinking what the consequences are.

Time management 
Time management is about managing your time, is the way toward arranging and practicing aware control of time spent on explicit exercises, particularly to build viability, proficiency, and efficiency. It includes a shuffling demonstration of different requests upon an individual identifying with work, public activity, family, diversions, individual interests, and duties with the limit of time. Most of the time is difficult to manage it properly because of the lack of knowledge or maybe because some of the people do not know how to manage it better in order to not waste it.
At university students need good time management skills because they are not using time for something else rather than attend classes, so it is important to be there in time. Therefore, at workplace time management is very important especially when employees need to use the 80/20 rule by focusing on the two most important tasks, accomplish all the needs for their employers. I have this skill because I can manage my time from the moment I wake up till the end of the day when I go to sleep. However, to improve it I must manage my time by analysing my tasks better, focus on the important and urgent tasks using Eisenhower method.
Schuler (1979) stated that "time management means less stress for individuals, which means more efficient, satisfied, healthy employees, which in turn means more effective organizations" (p. 854). Without a doubt, in one explanation, he caught a lot of the regular thinking about time management. People being less stress which conducts to more happy employers and results to more successful associations. 

Conclusion 
After analysing and doing research for all the skills that are necessary daily, in conclusion I want to say that at the begging of this term I did not know so many things about academic and employability skills, not knowing the meaning of them or how you can use them properly, but at the end I learnt that is important to listen before you judge and communicate more in order to gain knowledge. To decide and solve a problem you need to focus more on the main idea rather than just go ahead and do it, no matter how is going to be. Moreover, I learnt how to manage my time properly to have an easier and better life, to be more open to communication and always use the 80/20 rule, focusing all the time on the most important parts in life.
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