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The objective of this report is to analyse Academic and Employability Skills. The skills analyze are the following: Communication Skills, Time Management, Decision Making, Problem Solving and Leadership and management.

Academic and Employability Skills take place at university and workplace. Academic Skills are referring to guide students to achieve successful knowledge at university standards, and study skills that will be helpful in in daily basis. Establish great academic skills will help students accomplish the academic success that reveal full potential of the students. However, employability skills grant students to apply their academics at workplace and career progress.
 
Communication Skills are the skills essential to express accordingly with a large mixture of individuals, transferring knowledge to all intents and purposes.  Communication could be vocally (when voice is used , face to face) , non-verbal (body-language, eye contact, facial expression ), or written (emails, letters, magazines, maps, books, media).The aptness to communicate and deliver knowledge precisely ,certainly as expected, is a crucial life skill. According to Dean Graziosi (2019) BUSINESS AND ECONOMICS ‘’Your ears are a better persuasion tool than your lips’’
According to DR.  Lee McGoaan , professor of communication, says  “ One of the six reasons to study communication is that, ‘’Studying communication can improve how we see others as communication is the way we meet others, develop and manage relationships and work effectively with others’ ’.1Sep (2019). At university communication skills help students to observe, perceive and listen lecturer viewpoint in class, therefore students can have better understanding, by asking questions with determination and assurance for exceptional learning. Being adept to communicate adequately is remarkably best life skill. 
I have the ability to communicate very easily with individuals around me however, only if I know them, owning satisfactory verbal skills and acceptable, inventive writing. I am emphasised listener, open-mined and respectful. I need to improve my communication skills by engage more often in dialog and have confidence of communicate with individuals also boost the ability and courage to tell how I feel in situation that has been created.

Time Management skills is the capability to handle time adequately, granting individuals to accomplish more in a brief time. Therefore, good time management, facilitate individuals and employers to work in a shorter period of time, in addition to a smarter way, Time management plays a crucial part for students, considering   the capability to prioritise consistency and balanced lifestyle. According to Vilfredo Pareto ‘’the 80/20 rule is one of the most helpful of all concepts of time and life management’’.
80/20 rule or ‘’PARETO PRINCIPLE ‘’ was suggested by ‘’ Vilfredo Pareto in early part of 1900 century: ‘’
	20%of results

	80%of results


Trivial task	vital task
	80%of activities



	20%of activities


 

Pareto principle states: ‘’80% of the results come from 20% of the causes.’’
According to Bo Jackson to conduct time management individuals needs to ‘’Set your goals high and don’t stop till you get there.’’
To manage my time well I need to put first the things that need to be done urgently and leave the not so important activities to the end. Having a job, university and personal life I started to use R A C method, published on Apr 7, (2018), to accomplish to organise myself and be able to make time for everything I need to do in daily basis. Paying attention in how I spend my time will help me manage it more efficiently.

R – RECORD I put down on writing daily jobs and the time i need to to get them done.
A - ANALYSE
Organise my jobs in groups.
C - CHANGE 
Prioritise to do list.



Employability Skills are the skills used at workplace, also named ‘’Foundational Skills ‘’ or ‘’Job – Redness Skills.’’ They are soft skills that enable individuals to work professionally with other individuals, learning to deal with complications and fit into any employment. According to ‘’UK Commission for Employment Skills, UKCES Employability Skills Policy Briefing papers, 2010:  E.S ‘’ are ‘’believed to be essential for individuals to secure and sustain employment, and also to progress in the workplace.’’
Decision Making is the ability to select among two or more options to reach great results in a very short period of time. In business this implies assisting risk to come with the best result from a tough situation. Decision making is a necessary skill, individuals need to have to be able to evolve in business or workplace, however individuals take everyday life changing decisions in personal life and at workplace. Although some decisions are undemanding to take, there are oftentimes more provocations and harder decisions in the workplace. I have the ability of taking daily decisions in my personal life and in my career progress. Being a trainee supervisor in my employment I have to take tough decisions sometimes on my shift, although I have to make sure that the outcome will not affect the team members or the business.
The analysis of my personal SWOT in Decision Making Skills are bellow :

S                           W                             O                                    T 
	STRENGTHS
	WEAKNESSES

	Confident, kind, caring, team player, work experience
	Very soft, sometimes I take decisions with my heart not my head.



	OPPORTUNITIES
	THREATS

	Chance to finish my studies and have my dream job
	Coronavirus, life is expensive, 




Necessarily improvement in weakness, regarding decision making skills. Decision making wasn’t the strongest skill, hence needed improvement. Dealing with customers could be challenging at times, decision making plays a vital role; as a trainee supervisor you are learning  every day at workplace, sometimes the decisions taken may not always be right, and could learn from the mistakes which was occurred previously. 
PROBLEM SOLVING SKILLS is the ability to deal with crucial or unpredictable circumstances at work. Employers confide in employees who are able to handle peacefully types of challenging environment. Problem solving skills can be used in many ways such as work or personal life. Solving a problem and handling it the right way individuals must fallow four steps for a great outcome: look deeper at the circumstances and find the problem, develop options, assess and choose options, clarification and results. Problems appear daily in many ways, therefor can be mundane, day by day, or bigger and complicated. Humans, we deal with problem solver skills every day. I have the ability to solve problems in daily basis, because I have to deal with new challenges most of the time, therefore, the better I handle, Problem Solving skills, the better and easier my life will be. I need to improve, Problem Solving skills by trying more frequently to solve the problem instead of avoiding it.

LEADERSHIP AND MANAGEMENT SKILLS are capability and strengths human being determine to handle toward accomplishing life objectives and goals. The leadership and management development of a corporation require evolution, an innovation for the firm. They are many skills managers and leaders require to use for greater results and fully fulfilment such as: decision-making, solving problems, ability to communicate suitable, inheritance, positive thinking, cooperation, pay attention, pliability. Leadership is one of the key competencies a manager needed at workplace, from delegating a job to decision making all requires good judgement. Anyone can be a manager however to be a great leader it requires passion, drive and knowledge. To get help with the career goal, I have organised a PDP (PERSONAL DEVELOPMENT PLAN) and the EISENHOWER METHOD, named after Dwight David Eisenhower
“An American army general and statesman who served as the 34th President of the united states from 1953 to 1961.’’

I am using Eisenhower Decision Method such as:


                                    URGENT                      NOT URGENT
	
Need to be done
Now 
	
Plan time to do it

	
Pass it on
	
Remove 



IMPORTANT

NOT IMPORTANT             







MY PDP (PERSONAL DEVELOPMENT PLAN) according to my own situation:
       

                                                                                                                                                     Where I am
My needs for future

                                               REVIEW
    




What to do to meet my learning needs
What I have successfully realise



                 
 OUTCOME                                                                       PREPARE ACTION                               

   
               


                          What actions I take to begin knowledge of my necessity

          ACTION
                                                       


LESSON DRAWN FROM THE CASE STUDY 
Lesson learned, from Academic and Employability Skills taught that Academic Writing can be really stressful, although very crucial and necessary, needing progressive comprehend of dictionary, linguistics and pattern to establish polished academic reports. In addition, being able to gain the knowledge of how to do an academic essay, how to use the writing technics, to be able to place in the page the right structure of the report. Communication is vital in Academic and Employability Skills, therefore is very important the way communication takes place between individuals at university, workplace and everyday life. Time management encourage how to schedule time, to have the ability to organise the important and less important jobs during the day by applying 80/20 rule and R A C method.
[bookmark: _GoBack]Employability Skills is teaching how to use the best skills for employment, to learn the ability to be top employee by being perseverant, great communication (face to face),useful and academic writing skills, ability to collaborate and work in a team, outlining and arrange, ability to solve problems and further more. Decision Making Skill is teaching students how to make a great outcome, from an extremely unpleasant situation, yet daily individuals are making smart pleasurable decisions or really poor that lead to disagreeable outcome. Leadership ana management teach students how to achieve the best gain and exceptional outcome in future career. Own SWOT analyse has been carried, fallowed by EINSENHOWER method and own, PDP (personal development plan).
Referencing are a substantial part of Academic and Employability skills essay, therefore at times could be difficult to validate Academic essay for unknow author, therefore not being able to use citation and references from books, web, journals, magazines will lead the essay to plagiarism.

CONCLUSION 
This report analysed Academic and Employability Skills, abilities that are needed in daily basis, at workplace and at university. Therefor is certain that employees who achieve great results at university, will obtain outstanding beginning on career, since good academic qualifications are provided. In many occasions, employer need good candidate, able to think smart, make good decisions and be a great leader to manage the team at workplace. Satisfactory candidate ,require to deliver profit and gain to the company and lead the business to an unbeatable situation during another competitive business.
The report analysed own SWOT analyses based on my Academic and Employability Skills, built me more conscious and mindful.
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