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Introduction:
Skills are certain criteria; one learns to perform certain tasks. A person's skills are measured in two ways- academic and employability skills. One's personal skills show a person's ability to do a work properly.

The purpose of this assignment is to analysis five of the skills, which are very important to a person's personal and interpersonal skills.

Time management skills:
Time management is ability to use time efficiently. (https://study.sagepub.com/morgan) Good time management helps one to work smarter rather than work harder. Time management can lessen one's pressure and stress and increases efficiency in work. Failing to manage time properly can damage effectiveness and causes stress. Most of the time, the difference between a general competitor and highest achiever is difference of the way they are using their time. Proper time management enhances the chance of getting success. 

Time management refers to the way that someone organizes his/her time according to the importance of the activity and tries to perform it in a planned way. There are a lots of benefits of a time management such as greater productivity and efficiency, a better professional reputation, less stress, increased opportunities for advancement, greater opportunities to achieve important life and career goals and many more. Failing to manage time effectively can have some undesirable consequences such as missed deadlines, inefficient workflow, poor work quality, poor professional reputation, a stalled career and higher stress levels. (https://www.mindtools.com) If someone can manage time properly in his/her workplace, work would be easier and less stressful for the person. Prioritization of works plays a vital role in planning for a time management schedule. A health care center can be taken to analyze the points above. In a hospital, if time is not maintained properly the most who will face the problems are patients. Time should be managed well by doctors, nurses and other staffs. All of them have to maintain the proper schedule they authority give.


People need to improve time management skills because it will let them work in an organized way and efficiently. Someone's performance level can go up because of the plenty of time, which can be managed and planned before the work. These will decrease the stress and enrich the performance. Though people try to do some work on time management, it gets hard to implement according to the plan. So one should work on improving the skill and trying to maintain the plan.




Communication skills:

Communication is the process by which information is transmitted between individuals or organizations so that an understanding response results (Peter Little). Here Peter Little defines communication as:
1. A process
2.Information transmitted between individuals and organizations 
3. Ensures an understanding response from the receiver of the communication
Communication refers to verbal and non-verbal way. This is a process, which helps to do group-works easily. Written communication can be interpreted in different ways. The effect of a written communication sometimes can be negative because of the lacking of expression, it needs. Oral communication over the telephone adds 'para-linguistic cues', small 'behavioral tells', which add the meaning of just giving the words themselves. The richest and most complete form of communication is face-to-face communication. Facial expression, body gesture, tones and movements help to decode information to the listener correctly.

Talking about workplaces, each and every workplace has its team and teamwork would come to an end if they do not communicate properly with other members. Communication and interaction between health care team-members can be analyzed. Effective team communication has a vital aspect in positive nursing environment. Good interaction enhances the work efficiency of the team and creates a positive environment throughout the clinic. Not only in clinics or hospitals but also in offices, shops, schools, colleges and governmental organization members demand a professional and good communication skill to run the whole process of chain of command. Lacking of good communication can make a hazardous situation in any organization or team.

One has to communicate with many people in day-to-day life. I think good communication skill is not only important for professional life but also it has a great impact on personal life. Strong communication skill can help to improve good relation with family members, relatives, friends and colleagues. It increases understanding between two people. Miscommunication can drag someone down. Sometimes it leads to frustration and mental illness. Good communication helps to maintain social adaptability. So one should try to improve communication skills as good as possible.

Critical thinking:
This is an objective analysis of a concept or issue, which can form a judgment. Critical thinking is self-monitored and self-directed thinking. Critical thinking leads a person to think individually different and sometimes opposite of others opinion. It helps a person to think rationally and logically. Critical thinking grows a thought that can question a fact rather than easily agreeing with the fact. People, practice critical thinking, helps them to get an opinion and clear position about an issue.  There are some critical thinking skills such as analyzing, applying standards, discriminating, information seeking, logical reasoning, predicting and transforming knowledge.  (www.umich.edu>stategy>ctskills)

Natural human tendency is to think 'uncritically'. They make decisions on the basis of personal pre-biased assumption, self-interest or driven by irrational emotions. But any workplace needs logical thinker, which can be developed by practicing critical thinking skills. The person without critical thinking can be easily manipulated or deceived. To run a professional organization rational employees are needed. Critical thinker can be creative and it is good for a workplace. This creativity leads to get a competition, which can upgrade competitors' level of thought. Again, many marketing product producer search for critical thinker consumers, whose opinion about the product can help the producer to improve product's features. That means, critical thinking is playing a vital role in corporate offices to run their work properly. Many times doctors or nurses have to take their own decision immediately and take actions. In this case they have to think rationally and logically.


One needs to improve critical thinking skills for the betterment of my works. Someone need to know about his/her biases and will try to look past them. One needs to gather information as much as possible on given topic. Evaluating the fact and getting feedbacks from others will help to analyze better and has to think about the short and long term consequences of the possible solution. The points stated above will help to grow ones critical thinking and also make one mature in getting any point of view.

Teamwork skills:
Many claim that team and group is the same thing. Following the intensions they are but teams and groups have some differences according their characteristics. A group is usually defined as 'a number of people sharing something in common and meeting together in relation to their shared characteristics.' Teams possess the same characteristics as groups, but some notable and important additions. Katzenbach and Smith (1993) looked at teams which were performing badly, and identified a number of key factors that made differences between low and high performing teams such as complementary skills of team members, common purpose, specific goals, common approach, mutual accountability. That means, teams are typically built for particular projects where particular skills and expertise are needed. Teamwork makes a huge problem easy to solve by applying team members effort.

Generally teamwork is considered as a key priority of any organizations. Teamwork is called workplace culture. That indicates the necessity of teamwork in any organization. The corner stone of the industrial revolution was the division of labour. Employee teamwork enhances the workforce as well. Generally in teamwork team members split difficult tasks into simpler ones, then work together to complete them faster. As the members have specialized skills the best person for each task can do the work better and faster. In a nutshell teamwork makes a work easier, ensures better productivity and can make a solution faster than doing the same work by one person. An organized hospital can easily be an example of good teamwork. All the hospital staffs together make a team. Even the have sub-teams such as nursing sector, warden sector, teams of doctors and many more. They all have work so that their work can be synchronized and make a good result.



 Teamwork must be appreciated as it makes better result. But someone has to work on teamwork skills a lot to make it easier.  Teamwork needs patience, compatibility, tolerance encourage of each member. These little things can make a big difference. Moreover teammates depend and analyze each other's work, that make a person's work better. As they all share the same goal, the work gets more productivity. So one has to develop the teamwork skills to be better in my workplace. Academic authorities arrange group works to make an improvement of students' teamwork skill. These skills help them to improve themselves in a workplace as well. 

Leadership skills:
A team without a leader is like a ship without radar. Team members may have a lot of potential but all of their works can go into vein without good leader. Without a leader works may go on a chaotic and unorganized way, which can demolish all the hard work of a group to reach the goal. A leader is someone who has followers. A leader possesses some qualities such as influence, vision, direction and persuasion.  Individuals are different and not everyone wants to be a leader. While there are some common qualities, leadership is usually about developing a vision for a person. But leadership is something that anyone can achieve.

Workplace is all about teamwork, where a leader of the team is crucial. In a workplace a lot of people work together and sometimes there may have sub divisions in leadership. Most of the time an office work like that. Chain of command is such a term that defines the flow of works according to the command of leaders or sub leaders.

One has to work a lot on the qualities of a leader. Many people are not that much used to do leadership. But If anyone wants to do leadership he/she has to try to motivate himself/herself and also people around her/him on positive aspects. Creativity is another important quality of a leader. Many people can show their creativity if they get support and proper environment they need for their potential. But it is one's responsibility to find his/her own creative sector. One need to take feedbacks of people on their work to know about it, whether it is going to a wrong way or right path. According to feedbacks they can change their work in a better way. To be a leader someone need to be organized, positive and trustworthy. That means they have to develop all the leadership skills gradually. 

Conclusion:
Skills are abilities, which help a person to survive in this competitive world. In this case educational and employability skills are different. Both skills help people in different ways. For some work it is not necessary to have educational qualifications. But most of the time desirable posts for work needs both academic and employability skills.



 A person who has both skills can serve the best to the work. So people have to work on these skills for their better future. Communication, teamwork, problem solving, initiative, planning and organization, self-management and critical thinking are some of the skills that can be listed under these two skills. Everyone has to give effort to gain these qualities. These skills can give a foundation to a successful and confident person. 
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