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Introduction 
The purpose of this report is to analyze three academic and employability skills which I have or need to develop. The skills which will be discussed are: teamwork, time management and communication skills. The focus will be on these skills because the majority of employers regard these skills as crucial in order to be successful. 

Teamwork
Teamwork is the ability to work in a team. This is good because more ideas can be brainstormed and better solutions can be provided.
Research carried out by Belbin in 1981 indicated that two factors are very important when it comes to teamwork.  These factors are:
(1) The knowledge of an individual to contribute to a group – their occupational function;
(2) The abilities and skills individuals bring to a task – this is more importantly
The performance of teams depends on the personalities of team members in relation to that performance. Belbin(1981) argued that the combined personalities of the people who form a team – or the combination of individual ‘team roles’ – can dramatically enhance or not the ability of that team to complete a task. There are nine team roles which are worth mentioning: coordinator, implementer, shaper, completer– finisher, resource investigator, specialist monitor– evaluator, plant, and team – worker.
Teamwork is a skill requested in all industries as employers expect their employees to be team players. This is also valid even when a job is suited for an independent worker. Although the majority of the tasks need to be performed alone, the company’s goals need to be in each employee’s mind. All achievements related to work need to be shared with and communicated to work colleagues and the director. Teamwork enhances the effectiveness of individual efforts. This is why being able to work well with others is expected from all employees.
It is not easy to turn a group of individuals into an effective team because different people have different personalities and expectations. An understanding of group psychology is needed (Carnes, 2018). The team has to be forced to engage together in different activities and strengthen the relationship between them.
Some of the advantages of working in a team include: 
1. Fostering creativity and learning: People seem to be more creative when working together and also more ideas can be brainstormed as a result of their cooperation. Therefore, teamwork enhances shared knowledge in the workplace and helps individuals learn new skills from their co-workers which can be used in their career. 
2. Blending complementary strengths: As individuals have different skills, they can share their abilities with the team and also learn from each other. Working in teams allows employees build on the talents of their teammates. Team members can work better when they know that different skills can be put forward to complete a task. The skills can be combined and the team becomes stronger.
3. Building trust and avoiding conflicts: Employees come from different backgrounds and have different work styles. This is good because they can help each other but can also lead to conflicts. If team members know they can rely on each other, trust can be built among them. This can prevent conflicts and strengthen their relationship. When conflicts occur, team workers are expected to resolve the conflicts themselves instead of turning to management. A feeling of safety is felt by team workers when they rely and trust their team members, and this will help their organization grow. They are ready to encourage and motivate each other.
4. Feeling proud of their contributions: Accomplishing team projects and achieving company goals bring a sense of happiness and fulfillment among employees and encourage them to feel proud and also connected to the company. This leads to a higher level of job satisfaction among team members. Teamwork benefits the employer in the long run as well. Those employees who engage with the company and their workplace are more likely to continue to work for that company. 
5. Encourages Healthy Risk-Taking: When working in a team, team members are more likely to take more risks. Sharing success as a team creates a close relationship among the employees. When they succeed as a team, they are more likely to have the desire to work together again and bring forward innovative ideas. All these will create more impressive results in the workplace.

I believe I have the teamwork skill because my work has always depended on the information and close collaboration with my colleagues. I have learnt how to become a good teamwork player because my task is always completed on time and fulfill all requested attributes.

Time management
Good time management is the ability to use of time to such an extent that we are able to plan and manage what we do without stress or tension (Morgan, 2017). This can be done by using different techniques which will be discussed below. 
There are two ways which are possible to have good time management skills. The first one is to control our lives, and the second one is to control what places demands on our lives. Controlling the time is not always possible because unexpected circumstances can occur on a daily basis. However, things should be prioritized. Prioritization is “the act of deciding which activity to undertake or which goals to aim for at the expense of less important goals and activities” (Morgan, 2017, p.53).
In order to manage the time effectively, a diary can be kept or daily lists can be made. In this way, at the end of each day can be seen what has been accomplished and what still needs to be done. Paretto’s 80-20 rule says that if a list of 10 things is made and organized in order of priorities, 20% of the those activities account for 80% of the results. This means that it is not necessary to do everything we have on a list in order to feel that we have accomplished the most important things. It is worth mentioning that a distinction should be made between urgent and important tasks. The urgent tasks have to be completed immediately whereas the important ones focus mostly on results.
Some time management techniques include: planning, setting career goals, goal setting in daily life, Gantt charts, motivation and time management, procrastination, additional and practical tips for managing time (multitasking).
Not managing the time effectively and arriving late for work, for example, can prevent the work colleagues from doing their job properly and this will lead to them being stressed, especially when they have to stick to a deadline. In this situation, both the work colleagues and the employer may think that you are not reliable. It may also be the case that the work colleagues will not want to work with you in the future.
It would be a good idea to stop procrastinating things because this will bring more stress. Time should not be wasted with meaningless and unproductive things. Prioritizing activities properly will lead to success (Bregman, 2012). Good time management skills can be acquired by using a priority matrix, in which actions can be ordered according to their importance then organized to be completed. However, it will not be easy to do this because there will be many activities related to personal life.
Deliberate choices need to be made in order to achieve the desired outcomes. Deliberate choices do not include only what to do but also what not to do.
Other things which can be done to improve time management skills include: setting deadlines then rewarding yourself when something has been completed, stopping multi-tasking and delegating responsibilities. The deadlines should be set at least a few days in advance to have enough time to complete the task. Although multitaskers believe that they can accomplish more in a short period of time, this is not always true because the mind works better when people focus on one thing at a time. Delegating responsibilities will help employees avoid being stressed while being more productive and having a better work-life balance. This means also sharing the responsibilities with other employees.
Personally, I need to improve this skill. Because I work full-time and study, I do not always manage my time effectively. One of the problems is that the requirements of each day are different and constantly new problems arise which require different solutions, but with perseverance these difficulties can be overcome.

Communication skill
Communications is “the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people” (Maud, Schriek and Tinkler, 2017, p. 47). Communication skills include active listening and assertiveness. Assertiveness has been described as “the ability to express oneself directly and honestly without disrespecting and dishonoring another person” (Maud, Schriek and Tinkler, 2017, p. 55).
Having good communication skills helps people to convey the message they want to transmit. Not having good communication skills means that the information transmitted can be misinterpreted and confusing, and this will lead to misunderstandings and conflict among employees. 
When communicating with other people, it is important to pay attention to several components of communication, which include: speed of speech, volume of speech, and pitch and intonation (Morgan, 2017). Both speaking very fast and slow can lead to serious misunderstandings. Enunciating each work is also a good thing. The message should also be short and clear. 
Having good communication skills at workplace means a good collaboration between the staff, and staff and the manager. Work colleagues have to share their ideas, so, in order to be understood effectively, they need to both listen actively and use the right words to transmit their message. Good communication skills will also bring success to businessmen who need to negotiate most of the time. 
Communicating well with work colleagues will help eliminate misunderstandings and encourage a peaceful and healthy and work environment. This way the work can be done quickly and professionally.
I consider that I have good communication skills because I am able to make myself understood by other people. I tend to communicate my messages in a clear and simple way. I am also an active listener, paying attention to what others try to tell me. This may be one of the reasons why I have a very good relationship with my colleagues and the director of the company. 

Conclusion 
This report has focused on three academic and employability skills which are requested by all employers. Having these skills can make someone’s life easier both at work and at home. The importance of teamwork, time-management and having good communication skills are vital skills in every job. Therefore, all employers are more likely to ask their employees to have these skills.

[bookmark: _GoBack]I consider that I have good communication and teamwork skills but I still need to improve my time management skill. Being aware of this, I will do my best to improve my time management skill as soon as possible in order to avoid becoming stressed. This will also help me have a better work-life balance.
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