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[bookmark: _Toc511426889][bookmark: _Toc511342717][bookmark: _Toc512284691]Introduction:

[bookmark: _Hlk512283935]The purpose of this report is to analyse three Academic and Employability skills which is very important for our workplace such as: Time management skill, communication skills and Problem-solving skills.
Skills can often be categorized into domain-general which is required in general for any job and domain-specific which is required for particular job such as knowledge in computer or IT skills etc to get a job in IT sector.
[bookmark: _Toc512284692][bookmark: _Hlk512283975]Academic skills: Academic skills are those skills that we achieve or learn from school to University such as Time management, reading proficiency, written communication, language skills, computing skills, numeracy skills, analytical thinking and problem-solving skills etc. In addition, student also needs to learn organisational and interpersonal skills to excel in an academic setting.
[bookmark: _Toc511426891][bookmark: _Toc511342719][bookmark: _Toc512284693]Time Management skill: Time management is the process of planning; managing and controlling of time spend on specific activities in order to increase effectiveness, efficiency and productivity. Time management is not only managing our time but also it is the challenge to manage ourselves and it helps us to manage our time more effectively. This involves conditioning, or re-conditioning our environment. The key to successful time management is planning and then protecting the planned time.
[bookmark: _Hlk511145961]In addition, if we can plan what to do and when, stick to it then we will have enough time to complete it on time. For people who have demands placed on them by others, particularly other departments, managers, customers, etc, time management requires diplomatically managing the expectations of others. Time management is chiefly about conditioning our environment, rather than allowing our environment to condition us. We can manage our time by using following different methods. For example: Pareto’s 80-20 rule, Urgent and Important, Stop Procrastinating.

[bookmark: _Toc511426892][bookmark: _Toc511342720][bookmark: _Toc512284694][bookmark: _GoBack]Pareto’s 80-20 rule: According to Pareto Principle 80% of effects come from 20% of causes (Koch, 2011). If we apply it to goal setting and productivity according to this principle 20 percent of our activities will account for 80 percent of result that means if we have 10 items to accomplish 2 of those items will turn out with more than the other 8 items put together (Tracy, n.d.).
[bookmark: _Toc511342721][bookmark: _Toc511426893][bookmark: _Toc512284695]Urgent and Important: Urgent and Important method also can help us to manage our time effectively. At 1920 Stephen R. Covey suggested that everything we do in our life falls in four categories: important, not important, urgent and not urgent.

[bookmark: _Toc511342722][bookmark: _Toc511426894]Stop Procrastinating: Stop Procrastinating is another way to use our time effectively. It can work in three steps such as first step is to divide the task in a manageable segment. Second step is starting from most favourite part of the task and third step is to ignore all kind of distracting elements.  


[bookmark: _Toc511426895][bookmark: _Toc511342723][bookmark: _Toc512284696] Advantages of time management skill:
Time management skills help us to achieve our goal easily and it can help us to manage our time according to our priority task. Also, it can save our time.
Our task becomes manageable on time by using time management skills for example if we start our assignment on time then we can finish it on time and achieve good marks. 
We can know our most priority and less priority which is very help full to manage time according to our work.
Developing time management skills will help us to achieve the academic success in the University and that will reflect our full potential in the long run. 
[bookmark: _Toc511426896][bookmark: _Toc511342724]
[bookmark: _Toc512284697]Disadvantages without of time management skill:
We cannot finish our task on time and then will lose our marks. Also, we could not achieve our goal without time management skills.
We need time management skill in team work as well for example even if we have good business plan but if we do not know how to utilize the time effectively then we can loss our more priority part of work and cannot be successful in the business.
[bookmark: _Toc511426897][bookmark: _Toc511342725][bookmark: _Toc512284698]Communication skill: 
Communication is a process of passing intended meaning or information from one group or entity to another through mutually understood signs and semiotic rule. Communication is sharing information between people within and outside of an organization that is done for the benefit of the institution. In other words, it means relaying of information within a business or any organization by its people or employees. Business communication also means how a company shares information to potential customers to promote its products and services.
[bookmark: _Toc512284699] Advantages of communication Skill:
Good communication leads everything we do in our life such as communicating at work to meet deadlines and achieve result or communicating with partners, family members or friends to make relationships stronger. 
A good communication skill is essential for every step of our personal and professional life. Everywhere communication skill is very important aspect (Spitzberg and Adams, 2007). We can deliver our information or idea in a clear, understandable and convincing way by good communication skill. “Communication skills are the tools that we use to remove the barriers to effective communication” (Anon., 2010). 
Moreover, communication skill is very essential for workplace for example: A large corporation and a small company or any home business they need good communication skill to get success. 
Good communication is essential for effective team work to prevent any risk or problem in the business. We can manage the performance of our team member by good communication skill. For marketing campaigns, we need good communication skill to promote our product to the customers.
Good communication between doctors and patients is very important because good communication helps to build patient’s confident. Patient can explain their problem clearly if they have good communication skills. Also, good communication makes a patient more comfortable. 
As a customer service assistant in any retail store we need good communication skill to deal with customer needs effectively. Good communication skill also builds effective relationship with the supplier and clients.    
[bookmark: _Toc512284700]
Disadvantages of poor Communication Skills:
 Many problems occur in work places are the result of people and teams failing to communicate effectively. This can lead to confusion and can often compromise the quality of care and services delivered. For example, a retail staff all the time deal with customer queries and questions such as many times customers are not able to find the product they are looking for. If those retail staff cannot communicate properly the customer will be confused and angry with them and finally will be dissatisfied with the service which is not good for the employees and for the company.
In addition, lack of communication skill of the staffs will lose customer confidence in the company which is not good for any business.  Miscommunication also creates a problem with clients and supplier and can be misleading. Relation can be broken down between colleagues and boss because of poor communication skills.
Poor communication can misguided a company’s clients, employees and the whole team members as a result of this team may miss deadlines, clients miss appointment. Sometimes, we may choose a wrong project to start for a business. 
Way to Improve Communication Skill: Effective communication is one of the most important life skills we can easily learn if we can put some effort into it. we can improve our communication skills if we can remember these things such as listen to others very attentively and never talk or interrupt when other people talking. Moreover, to maintain eye contact, being careful about body language, avoid unnecessary conversation fillers and plan in advance about the topic of small conversations.

[bookmark: _Toc512284701]Employability Skills: 

According to Dr. Jacquelyn P. Robinson (2000) Employability skills are those basic skills that are necessary to get a job, to keep it and to do well on that job. In other words, the skills we need to be employed. Finding suitable staffs and giving them appropriate training is the two biggest concerns of the employers of these days. Therefore, it is really important for both the employers and employees to know what the employability skills are for a particular job role. Skills that any employer wants in their employees are Teamwork skills, Problem solving ability, Presentation skills, Leadership ability, Organisational skills etc.
	
[bookmark: _Toc512284702] Problem solving skills: Problem solving skills mean finding solutions to problems by using generic or ad hoc methods. It is a process of working through details of a problem to reach a solution by mathematical or systematic operations. We have so many problems in our life so if we do not know how to solve our problem according to our problem then we could not reach our goal. Moreover, we need to identify where the problem is, why the problem is creating and how to solve the problem.
There are some processes that can be used to solve problems and to improve problem solving skills.
[bookmark: _Toc512284703]The Rational Decision Process: According to Maund, Schriek & Tinkler, (2017, p185), the rational decision-making process has the following steps such as: Problem identification, criteria definition, alternative generation and evolution, and implementation.


Problem identification

	
Criteria definition


Alternative generation and evaluation
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Implementation



          Figure 1: The Rational Decision Process. Source: (Maund, Schriek & Tinkler, p.186)

[bookmark: _Toc512284704]Problem identification: The first step in this process is to identify the problem correctly in order to resolve the problem properly. At this stage we need to observe the problem area deeply to focus on main issues such as workplace staff, their rules, work cultures etc to identify the problem. For example, in retail store always short of staff is a problem.
[bookmark: _Toc512284705]Criteria definition: The next step is criteria definition and rational decision makers would always identify all the relevant criteria that might influence the decision process. “Most problems are multidimensional, and decision makers must determine what factors should be considered to resolved the problem they are facing”, (Maund, Schriek & Tinkler, 2017, p. 186). Problems might include with customer, price, communication, product quality etc. Therefore, we need to decide that which is more important to resolve the problem.                                                                                                                                                  
[bookmark: _Toc512284706]Alternative generation and evaluation: At this stage we need to find out all alternative solution according to our problem for example customers are not happy with the service of a retail superstore. In that case a rational decision maker would try to find out why the customers not happy and what are the alternative way to resolve their dissatisfaction.
[bookmark: _Toc512284707]Implementation: At this stage we have to apply the optimal option from the alternative options that we had discovered in the earlier stages and follow up them. 


[bookmark: _Toc512284708]How to improve problem solving skills: 
[bookmark: _Toc512262610][bookmark: _Toc512284709]Problem solving skills can be improved with the help of some techniques such as
Working out on brain with logic Puzzles or Games to make brain more creative. We can focus on our plan and keep an idea journal. Moreover, we can use mind maps to help visualize the problem and to create psychological distance.

[bookmark: _Toc512284710]Conclusion:
According to this assignment, skills are very essential for personal life and workplace. We have learnt how to manage time according to our task from time management skill. We have also learnt how to improve communication and problem-solving skills to achieve our goals successfully.
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