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[bookmark: _Toc39228248]INTRODUCTION
In this report I will talk about the employability skills that I have at the moment, how I can improve them, and how I use my current skills at my workplace and university to work and study the management area, I will give my own definition to all main topics accompanied of creditable references in some aspects to clarify and expand my own definition. I will give an example of how these skills are vital in our current jobs, studies and lifestyle.
[bookmark: _Toc39228249]SKILLS
Skill is the ability to do something well, we can gain these abilities developing task in our workplace, university or day by day. We need skills to develop any activity: example when we was a baby we learned how to talk, how to walk, how to eat and many more but this was successful due to our family who was teaching us every day, like this we are learning skills every day for our work and lifestyle.
We need essentials skills to do a job like listening, communication (verbal or non-verbal communication), time management and team working and many more essentials that I will list.
Skills give us the opportunity to do the tasks required in our workplace by our occupation, giving us the basics to learn all necessary skill and assist us to control and adapt the changes in our workplace environment.
Soft Skills 
Are the skills that we need to do every job as well unquantifiable attribute that cannot be proven but must be demonstrated through work style and approach. These are our people skills, personal skills, communication skills, and other qualities that enable us to progress in the workplace.
Other skills: 	-Leadership. 	-Creativity.	-Flexibility.
[bookmark: _Toc39228251]Hard Skills
[bookmark: _GoBack]Are the quantifiable knowledge or abilities; usually necessary for success. An example of this is the computer skills, administrative skills or customer service skills to do a specific job.
Other skills: 	-Foreign language.	-Math skills.	-Machine operation.
[bookmark: _Toc39228252]Listening
Listening has been identified as one of the most used and one of the most important communication skills in personal, academic, and professional settings alike (Carolyn G. Coakley, 1996)
Is one of the most important skills that we need to have to progress in our life and our work, the action of listening is give importance to our sender and learn or follow instructions that is helping us to grow up.
[bookmark: _Toc39228253]Examples
· [bookmark: _Toc38472447][bookmark: _Toc39228254]University: listen lectures, colleagues in class give us the information to progress in our careers to understand and finish all our assessments on time and graduate from the university.

· [bookmark: _Toc38472448][bookmark: _Toc39228255]Workplace: Listening in the work context is the process where we can gain an understanding of the needs, demands, and preferences of our sender through direct interaction. A sender could be anyone, example: our boss, a client, customer, colleagues or area manager.
Exist two vital components to active listening in the workplace: attention and reflection.
· Active listening: These involves holding eye contact, having good posture, and the speaker’s body language to show genuine interest in what the other person is saying.
· Reflection: is the repeating and paraphrasing of what the speaker has said to show that we truly understand what the other person is telling us.
[bookmark: _Toc39228256]Communication
I define as the ability to communicate via oral, in writing context or via electronic means. It also important in our interpersonal communication, presentation and negotiation skills.
This convey is completed when we have someone who is receiving our transmission. As well when we are studying, we communicate with our lectures, colleagues or visitors, asking questions or answering them.
[bookmark: _Toc39228257]Examples
· University: In a university environment, the key to progress is communicate with others giving us the opportunity to learn when we are in a class. 

· Workplace: In our employments, communication skills are used in team meetings, presentations and is the key to develop positive relationships with colleagues and clients in our workplace.
[bookmark: _Toc39228258]Time Management
“Time management is the process of planning and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, and productivity. It involves a juggling act of various demands upon a person relating to work, social life, family, hobbies, personal interests and commitments with the finiteness of time. Using time effectively gives the person "choice" on spending/managing activities at their own time and expediency.” (Cottrell, 2013)
Time management skills are vital in the workplace and in our day by day.
Examples of time management skills:
- Prioritizing: compare each of our responsibilities for priority is key to understand how to manage our time. Exist many ways to prioritize what we need to achieve. We could decide to complete first, simple items then by longer and finally our long task. Alternately, to finish our tasks we need to start with the most urgent or a combination of them.
- Organization: keeping organized can help us to clarify what we need to complete first and when. Being complete organized mean that we can maintain an updated calendar, being able to find items of what we are looking for easily and having a tidy environment and taking notes of what we have done.
- Planning: is an essential part of time management. Being competent in planning give us the efficiency to manage our meetings, appointments and how we will perform them in our day.
- Goal-setting: establish goals is the first step to progress in managing our time. Goals allow us to be focus and have a clearly understand of what we want exactly and what we need to do to obtain it. 
- Delegation: being able to delegate respectfully to someone give us the opportunity to manage our time and prioritize our task to complete and achieve our goals and projects appropriately as well give us a clear vision of what we can produced quickly, efficiently and perfectly. But if we do not know how to delegate this feat can play against us.
- Stress management: When we practice a good time management, we should consider to be all the time careful with our health. Taking the control and keeping the stress in a positive way can help us stay motivated and perform well. We should do this by adding small breaks in our day, or by rewarding our effort when we accomplish tasks.
[bookmark: _Toc39228259]Examples
· University: in our university to make our life easier we write a list of the important tasks and prioritise our work constantly and be objective about the time we used to study.

· Workplace: in our work we use time management all the time, planning meetings, interviews or trainings and doing the rotas for the team this is an example of time management in our works.


LOW IMPORTANCE 		HIGH IMPORTANCE               

          HIGH URGENCY	               LOW URGENCY


The graphic above is a demonstration of how I manage my time giving priority to the high importance task then doing next the medium importance and finishing with the low importance and is an example of how we can manage our time to progress in our workplace, university included our lifestyle creating timetables, reminders to progress on each situation. 
[bookmark: _Toc39228260]Team Working
Important skill to work in any organization, is the co-operation between those who are working on a task, an example is when we are in class and we need to complete a task in a team, at this point we need to demonstrate our capacities using skills as communication, problem solving, listen others and discussing the points of view to create a team atmosphere.
Team working skills:
Responsibility: the dynamic of teamwork, it is important we comprehend the work of we are responsible to complete, example tasks on time and presented to the expected standard. With everyone working properly and being able to be responsible for the work, we can progress toward a common goal.
Honesty: the importance to be honest with our team mean sharing a difference of what we think and explain why we were not able to finish our task on time or give different ways of how we can improve in the task. Transparency, it is also important and can be difficult for colleagues to trust and work together efficiently.
Collaboration: Teamwork exists so that each one of the people involve with different skills and talents can work together to develop something better than create on their own. It is vital to work with other teammates to share ideas, improve each other’s work and help to form a good team.
[bookmark: _Toc39228261]Examples

· University: skills are the qualities and abilities that allow us to complete and work in a team during conversations, projects, meetings or other collaborations in our classroom classes or online.
· Workplace: Modern technology help us with different applications to use internally at the workplace. This is one of the best ways that employees can collaborate, improve and growth sharing ideas and concepts. Using the modern technology, it is easy to have different ideas in different aspects in one room, if the are not present they can connect from everywhere and participate of the conferences or meetings.
[bookmark: _Toc39228262]Real life example:
I am working as a customer advisor in a technology shop and I am required to use this skills, I have been trained in the company to deliver a great customer experience giving a warm and professional welcome to customer that are walking into the shop, introducing myself, smiling and using open questions instead closed questions for example using What?, Why?, How? Instead is/are? Do/did? Could/can? This makes me learn how to manage my time to serve different customers in one day and try to be efficient with the customer queries in a short time. 
[bookmark: _Toc39228263]SWOT ANALYSIS
In this analysis I will represent my different perspectives that I have now to apply for a university career, professional job as well in our day by day. As Confucius once said, “Do a job you love, and you will never have to work a day in your life”. The tricky is find a job that we love and matches with our skills and give an advantage in our future.


[bookmark: _Toc39228264]Examples

· University and Workplace:
	STRENGTHS

· Analytical
· Creativity
· Communication Skills
· Direct
· Competitive
· Confident 
· Hard worker
· Decisive
· Gentle

	WEAKNESSES

· I can be insensitive sometimes to finish tasks on time.

· I can be impatient at the point that if something is not done, I will finish as soon as possible in certain situations.


	OPPORTUNITIES

· I am honest and this give the opportunity to be transparent and clear at the moment of any important decision. 
· I am comfortable with any constructive criticism this may help me to progress.
	THREATS

· My threats are that I need to be patient at the moment of any important this can impact my future. 

· I also need to understand that some tasks need to be completed avoiding mistakes and to do this I need to take time to do it properly.




Conclusion
As a result of performing this analysis, the skills that I have in this term are the appropriate to work in the company that I am now (Three.co.uk) and as well help me to progress in my current course in the university. An example of these are:
-Active listening	-Written and Oral Communication	-Problem solving	-Team player	-Empathy	-Time management	-Professionalism	-Friendliness
These are a short example of the skills that I have learn at this point, I understood the importance and I will improve them for my future in my workplace and university. Giving me the opportunity to excel and grow in all areas.
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