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                      Academic and Employability Skills



[bookmark: _Toc39243775]INTRODUCTION
             Skill improvement is a vital part of preparing for a successful life and reflecting on a business as an action in which apply mastered skills to achieve. Every action in the market; business, purchasing, building products, serving clients, and the several added events in business require a very vast range of skills such as management, integrity, communications, arrangement planning, working as organisations and several more extra skills. Skills are like tools.
Everyone develops skills to function, to participate in activities, and to grow. Here are some of the primary skills, which, in personal opinion, are the most important to reach the highest target in professional life.
[bookmark: _Toc39243776]COMMUNICATION
Communication is the transfer of knowledge, opinions, views, beliefs, words, sentiments, directions from one place, person, a group to others. All communications need one sender, a message and a receiver. May sound simple, but communication is a very complex subject.
The system rotates around communication. Also it may be difficult to manage a career or a business without it. At workplaces also, communication is assigned to as an essential instrument to transfer relevant information. The necessity for practical communication skills is extreme and crescent because now organisations are rising and remaining contentious. The requirement to provide accurate notes competently is of top concern. Still, the obstacle in our days  workplaces is that workers point to stay less informative but also careless. Is because people are increasingly stressed, and the pressure from work overwhelms, to live in the century of speed and forget that the secret of a fulfilled life, is spreading. Remaining productive in terms of industries is repeat an extended-term. As an identified truth, everything is communication dependent.
 Effective communication is extremely fundamental at university and the workplace, its importance is remarkable. At workplaces, the constant movement concerning communication within various levels of personalities while senders and targets that are members who are involved in dialogue know other's judgment method including accuracy in conversation followed by emphatic and effective response. This idea of communication advances with particularly interlinked ability sets and unless identified as interpersonal abilities. Most of the interpersonal abilities at the workplace continue inefficient and hold the outcome of bad communication because the parity among emptiness and individual conversation becomes distorted. "One important part of maximising effectiveness interpersonal communication is to get the balance right in terms of phatic communication and a more focused discussion" (Thompson, 2018, p142). 
I require to develop this skill because I am not a confident person, I become confused when I am not in my comfort zone, and this is visible. I want to develop this skill because I lose respect and authority in front of my team at work. One of the essential keys to developing this quality is to improve my knowledge. Like any other skill, communication works if I am working on it. 
Effective communication is an art. The receiver needs to listen not just to replay to the information. It needs to look for understanding. Communication must be honest, open and two-way. Effective communication means a respectful human being not to tell what needs to but to explain why. Communication is the way of building a stable and efficient team at work and university.


[bookmark: _Toc39243777]MULTI-TASKING 
                   Multi-tasking is an accomplished skill. Through studying how to multi-task efficiently, can dramatically diminish workday pressure and boost productivity. Multi-tasking is not about "pushing and rushing" till the limit of exhaustion. It is about teaching the mind to direct effectiveness efficiently and effectively so it can succeed more in a shorter period. Regarding the Harris Interactive, one third on the middle-age workers are more stressed, anxious and suffer from migraine. One of the symbols of studying to multi-task is to slow down to achieve more.
                 Develop this critical business, and university skill are some remarkable ways to become a master of multi-tasking. Practice, patience and take things gradually. People used to jump in an innovative responsibility or routine without picking progressively up their workload, then here is where stress and the inability to effectively multi-task, come in. Such a gradual process will help to improve this skill efficiently. Practice create usual, and if something is every day, it is no sustained stressful. Taking at all the stuff made in a day, choosing some everyday duties, to begin with, next progress on to slightly more complex tasks, continuously work up to the number of duties yarned to be. Being patient teaches the body and mind how to operate following the master level target.
                 I have multi-tasking skills because due to my busy life, it was necessary to learn how to take things with patience, I learned how to be efficiently spread between my personal and professional life. To succeed and overcome the limits in the professional and university day by day life, multi-tasking it is a must. Knowing how to use thin skill reduce de unnecessary stress and increase productivity. 


[bookmark: _Toc39243778]CRITICAL THINKING
                 Critical thinking means the capability to reflect precisely and logically, following the relevant relationship between thoughts. A method of thinking regarding particular tasks in a specific time it is not the number of facts and information or something that it can learn once and then practice in that style permanently.  In essence, critical thinking requires to use analytical skills. It means being a valid student, rather than an inactive receiver of the data.  Most of the time decisions are not show disastrous if we find objects to reject them on time. The decisions will be way better and more likely to succeed if, when the conclusion has reached, the impact on the activities and people considered. People are aware that not everyone thinks all the time critically. Thinking in nearly any way, but critically, for instance, if the self-control is influenced by anger or satisfaction. Because critical thinking understanding modifies according to the current mindset, it can learn to develop this skill. Once the basis of critical thinking is understood, developing this skill, it takes patience and persistence. The most significant aspect of critical thinking is to know what the goal is and later make a choice based on the circumstances.  This skill helps to achieve the best result in any situations. To accomplish this, it must include collecting and assessing data from several different sources.
                   Critical thinking is useful at the workplace because it comes down to things in specific ways so that it becomes the best possible solution. Critical thinking is helpful, as it includes analysing the effects of decisions made and performing change, if possible. Whenever a conflict at the workplace between two employees needs to be solved, critical thinking can be used to understand the nature of the conflict and know what action should be taken to resolve it. 
 Several critical thinking skills can be considered to solve the problem.
With the observation skill, the problem can be notified and identified.
Then analysing the observed cause. Once explained the situation, includes knowledge of the fact, or the case is essential.
Next step is communication when it comes time to explain and discuss issued and their possible solutions.
       I have this skill because when a problem come up at my workplace, I can identify the problem, then with patience analyse the case and discuss the solutions.    
                Critical thinking needs an accurate evaluation of strengths, vulnerabilities and preferences, and the possible impact on the decisions which can be made. This ability allows us to understand and address a situation based on all available facts and information. (Skills You Need, 2011-2020)

[bookmark: _Toc39243779]  ORGANISATIONAL
            Organisational skill is the capacity to manage time, power, and sources in an efficient way to accomplish proposed goals. Self-discipline and organisational skills are crucial to success in any profession. Known is the fact that employers view organisational skills as a priority during the hiring process on the strength of saving money, time and effort and effective delegation to achieve company goals and objectives.
           Organisational skills are an essential set of skills needed for successful planning and making strategic decisions. It helps to create structure and order and supports the active wellbeing by productive managing and avoids delays and unexpected problems. Organisation skill can give freedom from chaos, and this makes it a substantial skill. “People with excellent organisational skills can portray a sharp, professional image to the outside world.” (Marketing91, 2020)
          I need to improve this skill because being organised gives more time to complete the necessary work and helps to increase the levels of productivity and assist in prioritising work, and this results in better time management.
          This skill is essential not only in the workplace but it is also necessary at university and in the day by day life. Being organised increase the ability to be flexible and creative and also keeps employee calm and collected, and this helps in reducing the level of stress and avoid disturbance. When the boss is disorganised, it is incredibly frustrating to deal with because if the one from above is disorganised often trickles down on employee. It can harm organisation confidence, and it reflects ineffectively on everyone. Frequently supervisors do not plan. They are capable of responding and inventing on the spot and employee hurrying to face deadlines, struggling to repair simply preventable errors, and missing out on possibilities that need a minimum of anticipation. Reduced productivity and employee dissatisfaction will not stop until the order is restored, and this can be done with hard work. Few steps are; focusing on companies strengths, prioritising, and keep things simple. Employees can be proactive and encourage the manager to see the outgrowths of a dysfunctional team.

[bookmark: _Toc39243780]MANAGEMENT SKILLS
             Management skills mean holding the ability to manage a company. The ability to gain the best options while maintaining the overall achievement of the business. It involves being capable of communicating and presenting results, giving workers a healthy marketing plan to achieve the company's goal. The skills improve a manager to link to their co-workers to understand how to approach well their subordinates, which provides secure development of actions in the business. Excellent management skills are necessary for each company to achieve and accomplish their objects.
         The manager which owns excellent skills can develop the company's purpose and concept or the goals ahead with not as much barriers and complaints from inside and outer sources. "Management skills are certain attributes or abilities that an executive should possess to fulfil specific tasks in an organisation” (CFI, 2020)
           This skill is useful in the workplace because, with excellent management skills, the company goals can be achieved more efficiently and clearly; there would be no waste of time and effort. This skill is useful because managing by model and using actions to show equal levels of respect overall professions - such as involvement with workers at lower levels of the organisation, or considering thoughts of a subordinate above another manager - can help build that harmonious atmosphere of interactive respect that encourages success.
The excellent management skill handling gets maximum results through minimum effort by proper planning and by using minimum induction and getting maximum results. This helps in cost reduction.    
    I need to develop this skill because I have my own goals, and to achieve them, it is a must to have excellent management skills. 
 Excellent managers are evermore, competent leaders. Besides leadership, an essential function of a manager is to secure that all members of the organisation function consistently. Management skills are necessary for multiple jobs and at diverse levels of a corporation, from best management to standard supervisors to leading directors.

[bookmark: _Toc39243781]CONCLUSION
     The goal is to develop as numerous skills as possible and at a high skill level. The more skills are developed, the better can be performed. Those skills will determine how well they will perform activities such as school or jobs in business or entrepreneurship. Skills are aptitudes that can help to reach the goals.
Skills can be developed with the continuous accumulation of experience, information and notions, being beneficial to perform specific tasks related to the workplace, university and day by day life. There is a fine line between skills and abilities, which is why the two notions are often confused, the main difference between the two would be that some are achieved, and the others are native.
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