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Introduction 

	This report is written to give information found through SWOT analysis, about academic and employability skills. In this report the following skills will be highlighted: problem solving and decision making, effective team working and communication skills.
Paraphrasing has the meaning of getting the most important word from the phrase/sentence and use it on the same context but with different idea or meaning. In order to do that I must be reading few times the context/text and after give an explanation from my point of view. I also need to be aware of plagiarism which the similar as getting the same or copying information/source and use it as my idea. Summaries is also important in my report to shorten the ideas and to be able to extract the points that are benefice for myself.
Swot analysis stands for: 	Strengths	Weakness	Opportunities 	Treats.

Problem solving is the demonstration of characterizing an issue, deciding the right reason for the issue, recognizing, organizing and choosing options for an answer and actualizing an answer.
Analysing through SWOT analysis method, an advantage for problem solving is stay focused on the problem and come up with a solution that helps in the situation , so when the problem comes, the mind must be cleared and the brain finding the best idea of the situation for the escape. In order to do that, other staff that are less important must be left on the side and be concentrated on the problem, once the problem has been targeted good idea of internet resources , advices that are useful for the case must be considered if there is useful and needed. A disadvantage for the problem solving is time because in different situation that comes along in real life is, spending time with important people such as family and friends so By doing that the mind will focus not on the problem and it will be focused on something else (forgotten) .  
I use this skill at the university which helps me face the problem and have an idea with what I’m dealing with and I need to come out with an idea that help me go through the problem. For example, when I have an assignment/presentation I need to be ready and not just leave everything in the last hour. 
Treats its also very important because its important to know how to control the feelings, control the time and the most important controlling the outcome. For example, most of students lose their calamity and started getting nervous about presenting what they have to present and by doing its losing all the ideas, everything. This is happening because the brain doesn’t get enough oxygen as long as the lungs so by being nervous can lead to many mistakes that even if the student is ready and with the homework done can still have negative impact.
Controlling the outcome is knowing what to do that helps the student fight through every problem because it is having the knowledge about case and cause and its very important to give the impression of being confident, prepared and organised. By considering that the audience and background will see that something important is being presenting and that can take their attention throughout the presentation.
 By controlling the time means have everything prepared for at least two , three days before presentation/assignment so that when the date line is due to have a clear mind , recapped and ready so a good impression will be given as being punctual and caring for the task required.
Decision making is the ability to know how to arrange and plan different situation which need to be faced every day. Decision that we have to make  in order to be well-lit , well-prepared and well-presented so that when you have the opportunity to make a presentation/introduce something innovative in the front of the work colleagues or student ( teachers ) to be well organised and to get the attraction of every one of them.  Decision making can be divided in two different section and two different type of people. For example, good and bad decision, punctual and lateness are all dependent of the decision making.
Good decision : Is when have planned everything on time so that more time is provided to go back over it , re-evaluate and check if there’s anything missing from the context  , schedule a revision to read it and make sure you have the correct information,  a list of what is needed to be required on information , the task must be done successful. (‘’Embrace the inner, entrepreneur in you and give your best ‘’ (Carg and Limonade, 2016).
Bad decision: is when being indifferent on what is going on around for example leaving the important things such as projects/assignments for the last day and present yourself in the front of the colleagues with nothing relevant on their situation. ‘’ My decision-making skill are as good as squirrel that’s crossing the street ‘’ Anonymous 
Punctuality: is the quality to having the option to finish a necessary undertaking or satisfy a commitment previously or at a recently assigned time. for example, when there’s an assignment/presentation to make recap the task, memorise it and demonstrate the abilities.
Lateness: is not accomplishing something or showing up some place at the perfect time and most of the time late, which means that as a student can give teacher/examiner opportunity and the chance of failing.
I will be using decision making in university because I need to make sure the activity or procedure of deciding. Some of the time we settle on consistent choices, however there are commonly when we make enthusiastic, silly, and confounding decisions so I need to make sure that doesn’t happen in my academic year. 
I need to improve on this skill because its very important for me to know how to arrange every problem in important or less important list so I make sure that my assignments are priority throughout the year and other staff can be left for another time. This means I need to focus more on studying, researching and reading.

Effective team working is a group of people working together in the same team but with different tasks and different position in order to achieve the daily goal. There’s different capacities that enable to cooperate with other people during discussions, undertakings, gatherings or different coordinated efforts. Having cooperation aptitudes is subject to capacity to impart well, effectively tune in and be mindful and genuine. There are numerous other extra delicate aptitudes that can assist being an excellent partner at workplace.
The idea of working in a team is that workers do their job  good manners without as working in a team the power increase and many task are required to be made in a team and not alone as there’s  high risk , so the law has implemented that at the workplace every worker must be working in the team so that every worker is safe at all the time . 
 in construction site where the workplace is situated there’s high risks at all the time. if the work given doesn’t meet the circumstance such as manual handling, time of usage of the machines and safety card provided then the work is not permitted to do so. It is very important to make sure that as a worker have a knowledge of what the task is about because otherwise the life is in danger which is something that a worker doesn’t want to be.
This skill is essential at workplace because employees have to work in teams quite often and if this skill is not well-developed, they will not have a good idea of what the worker has to do so that  workers will be spread around doing different activities.  An effective team working should have the knowledge of knowing what they have to do from their manager which can be described as their boss explaining every worker what they must do, what they need for that task.
Another key of treats at the workplace is respiratory conditions is asbestos. At the point when yearly passing from lung infection are sorted by type, asbestos-related lung malignancy makes up 20% of the general figure. There are an expected 500,000 open structures in the UK containing asbestos. Components like roof tiles, warm paper and divider mortar, protection, concrete siding and even switchgears and circuit breakers in more established structures present risks to the unwary, especially electrical technicians. Note that asbestos is especially hazardous on the grounds that conveying the residue home can show a risk to a labourer’s family. Called para-word related or auxiliary presentation, when a relative comes into contact with asbestos dust they are set in danger of creating respiratory issues too.
Communication is the ability to maintain a well voice tone, polite and good manners in a conversation with different type of people. For example, by using good verbal communication for people that are usually eldest addressing them with respect and intone. Non-verbal communication has the intention of presenting in different gesture, eye contact and body position towards the audience. It is very good to have this advantage because by showing this type of non-verbal communication skills can prove that confidence is occurred which is the most important aspect that the audience expect from the presenter, also by using non-verbal communication such as gesture can easily attract the eyes of audience because eyes are made to react very quickly to the gesture . A disadvantage of having non-verbal communication skills can have a negative impact such as being presenting something that has nothing to be captured about and it will make the audience/people that will listen feel bored and something that are not interested about. This is academic skills and employability skill that I use it at both places because for example if I don’t have an understanding communication with my colleagues or my boss, I won’t be able to survive, and I can easily be replaced. Second example regarding communication skills is university so if I have to do a presentation in front of my class and lecturer I must be able to prove that I know what I’m doing in the best way of being listen, calm and ready.
Treats can easily appear if the anger management can not be control in different situation met so far in the daily basis. For example if there’s a misunderstanding at work or at the university with one of the colleagues one of the best way to avoid such as this type of incident is to let it as well as it came from colleague mouth and after the colleague it is been calm and with clear mind go and  apologise.

As a conclusion this course is very good because it is helping me improve in my daily activities at work, university and everywhere I go because its giving me all the tools on how to success in my personal as well as professional life.
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