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Academic and employability skills
Academic and Employability skills are very important for each individual in many places like university and work place, because skills and knowledge help employers or employees and also students to make right decisions, to do a good job, to give assessments at a high level and maintain their efficiency. It is very important for each person to know skills he has and if it’s needed to improve them. However, academic and employability skills help to do all the activities assigned to it in a better manner at the workplace or at the university. Employability skills provide knowledge of the time management strategies, team working, management or leadership which can help to solve any problems arising at the workplace.



Communication skill
Communication is the ability of giving thinks, ideas, or any kind of information between two or more people and there are two kinds: verbal communication and nonverbal communication. Verbal communication means to deliver information by using sounds, words to express someone’s ideas and nonverbal communication is using gestures, body language or mannerisms. This skill is very useful at university because students need to talk with teaches, share their knowledge, give questions and answers and it is much more easy to understand different subjects and to learn. This skill is also very useful at the workplace because employees and employers need to understand each other, for example managers and supervisors are giving orders, useful information and tips to their workers, so doing a good job. I think I have this skill because I like to learn new things, to meet new people, but in the same time I have to improve myself as sometimes I am a very shy person and it’s a bit difficult for me to start a conversation. This skill can be improved by talking more often with different people, interaction with people developed in certain fields which is very helpful to improve other skills as well and also use different tips like make communication a priority by reading books, magazine articles, or engaging in listeners or readers, asking questions and inviting opinions, soliciting feedback. In addition, respecting audience means sincerely care about the needs and the unique perspectives of those to whom someone is communicating. (9 Tips for Improving Your Communication Skills)
(9 Tips for Improving Your Communication Skills 2005-2020 Joel Garfinkle)
[Online] Available at: https://garfinkleexecutivecoaching.com/articles/improve-your-communication-skills/9-tips-for-improving-your-communications-skills


Listening skills
Listening is the ability to accurately receive and interpret messages in the communication process. 
This is one of the most important skills because it is the key to success due to the fact that is has a huge role in effective communication. It is not enough just to hear, the person receiving the information must listen careful, to analyze, to process a feedback and give it to the person he is talking with. Listening is a very useful skill at the university because it helps students to be effective in taking notes and it is easier to learn information discussed at the classes, and also it can be efficient  as teacher will understand their ideas, thoughts and mode of expression. At workplace listening helps employees to improve the rate of workplace performance because they are feeling comfortable voicing ideas and opinions, also they will feel more energized, focused, and less prone to distraction if they are participating in active listening. Moreover, listening is very important for employers because who fail to truly listen to their employees run the risk of losing them. ( ‘ Active Listening’ : the Key to Strong Workplace Relationships, Productivity, and Personal Empowerment).
I have this skill as I like to listen different people’s opinions and to learn many things from them, also I am good at note taking when somebody is speaking, I find interesting to analyze many ideas, thoughts and to use them when I will find it necessary. Listening skill can be also improved by paraphrasing, making consistent eye contact, asking questions and understanding information.

( ‘ Active Listening’ : the Key to Strong Workplace Relationships, Productivity, and Personal Empowerment) 
[Online] Available at: https://medium.com/@ellekaplan/active-listening-the-key-to-strong-workplace-relationships-productivity-and-personal-72650f32da4c
(Listening Skills 2011 – 2020 SkillsYouNeed.com)
[Online] Available at: https://www.skillsyouneed.com/ips/listening-skills.html 

Time management skill
Time management is the ability to manage your time well and this skill include other skills like organization, responsibility, effective communication and goal-setting. It is a very important skill because it helps to increase self organization  and work under pressure which means to manage the situation easily by giving priority for the  most important things, and after this to do the secondary things. Time management is a very useful skill at the university because students must be organized and come at the time when classes start, or to give their homework at the right time. In addition, time management helps students or lectures to increase their responsibility, punctuality and tolerance. Moreover, this skill is also very useful at workplace because employees must be professionals being at the time when work starts or to be prepared even earlier. I have this skill as I am a very responsible and organized person and to manage my time well is a principle for me, but I still want to improve it, because sometimes I can be late and it makes me feel unprofessional. Time management can be improved by making a schedule, it means to start organizing day and weeks in advance, staying away from the bad distractions which make people just to lose their precious time. (7 Ways to Improve Your Time Management Skills)
(7 Ways to Improve Your Time Management Skills 2020 Recruiter.com)
[Online] Available at: https://www.recruiter.com/i/7-ways-busy-to-improve-your-time-management-skills/



Leadership skill

Leadership is the ability to manage an organization or a group of people. This skill may include other skills like guiding something, listening opinions of each of the team members and making a general decision. Leadership is a long-distance way where keeping team motivated is essential to reach goals. This skill is useful at university because students can manifest their self by being the leader of a group or even class leader which shows that this student wants to improve him self, to became a professional leader in the future. In addition, this skill is very useful at the workplace because employees need to be led by a strong leader which will organize them, provide direction, motivate people and implement plans. I have this skill because I have done trainings for the development of leadership abilities but I still have to improve it as I want to develop ability of team working, communication with team members and my knowledge about how to be a good leader. Leadership can be improved by many ways like being decisive which means to keep working on decision making skills to get more comfortable being decisive and over time aim to make more better decisions than bad ones. Another way is to have willingness to seek input from others as a good leader makes time to not only solicit other people’s opinions but also genuinely listen to them and probe as appropriate to gather more details. Moreover, analyzing strengths and weaknesses is a good way to improve leadership skills because some characteristics can help empower self-drive, determination, attitude, vision and taking action. (35 Ways to Improve Your Leadership Skills at Work)
(35 Ways to Improve Your Leadership Skills at Work 2006-2020)
[Online] Available at: https://www.thriveyard.com/35-ways-to-improve-your-leadership-skills-at-work/




                                                                     

Punctuality skill
Punctuality is an etiquette which motivates a person to perform a task in a timely manner and it is also one of the most important qualities of famous leaders because to be punctual means to respect the value of time. At the university this skill is very useful because students and teachers need to be responsible for their actions,                         they must know how to manage time and make activities at the supposed time, respect the rules and be always organized. Punctuality is a very useful skill at the workplace because a good employee must be always at the time or even earlier to be prepared to start the work, also it shows that employee is a professional worker which has all necessary skills and abilities at the workplace. Moreover, punctuality helps to increase or decrease professional reputation. I have this skill because it is very important for me, it makes me be calculated, balanced and responsible in all the activities. This skill can be improved by reading books, planning for troubles, setting up the night before, setting reminders, or using “schedule events 10 minutes early”. ( Lifehack 2005-2020)
( Lifehack 2005-2020)
[Online] Available at: https://www.lifehack.org/articles/featured/how-to-be-on-time-every-time.html


Critical analysis skill
Critical analysis is the process of evaluating or analyzing any information, deviating in positive and negative parts. It also can be a subjective opinion after studying something and giving a clear information, interpretation and evaluation. The information will help to understand the nature of the work under analysis, the interpretation will explain the meaning of the work, therefore requiring your correct understanding of it and the evaluation will discuss opinions of the work and present valid justification for them. The purpose of a critical analysis is not merely to inform, but also to evaluate the worth, utility, excellence, distinction, truth, validity, beauty or goodness of something. (CRITICAL ANALYSIS, www2.southeastern.edu). This skill is very useful at university because students need to be evaluated by a competitive, well-informed, open-minded, and fair teacher which can give them a feedback telling what’s good and where they have to work more. Critical analysis it is also a very useful skill at workplace because it helps employees to improve, to gain more knowledge following constructive criticism form colleagues or the employer.
(CRITICAL ANALYSIS, www2.southeastern.edu)
[Online] Available at: https://www2.southeastern.edu/Academics/Faculty/elejeune/critique.htm




Conclusion
[bookmark: _GoBack]This assignment was focused on 6 Academic and Employability skills and their importance at the university and workplace. It is very important for each individual to have them because these skills underlie the formation of personality both at university and in the training of professional employee at workplace. For example communication is necessary because students need to discuss with teacher to understand and learn better, also employee need to communicate with co-workers or employers to increase work efficiency. Listening is important because it helps to keep people understand each other, for example between students and teachers and also between employees and employers. Time management increase responsibility and professionalism at the workplace and it is a key to becoming responsible, organized and intelligent person. Leadership skill develops a strong character capable of being one of the best leaders. Punctuality is also important because it helps with the correct management of time and critical analysis helps sort out positive and negative things. In conclusion, from this assignment I learned that communication, listening, time management, leadership, punctuality and critical analysis are strictly necessary skills in everyone’s life because this is the basis for relations between people, organizations, countries and and it helps to improve own personality.
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