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Introduction:

          The objective of this report is to analyse different Academic and Employability skills which plays an important role in the career and academic aspect. 
This essay will analyse how skills like communication, time management, research methods, team working and technology use, applies and how important are in a work and academic environment 
Based on a SWOT analysis I will identify which are my skills and what I need to do to improve.



SWOT Analysis:


Strengths                       Weaknesses                        Opportunities                       Threats 
	Ability to learn and adapt;
Computer and technology skills;
Listening;

	Lack of confidence;
Communication;
Not creative enough;
Distracted;
Speaking;
	Obtain a degree;
Find a better job;
Improve my confidence;
Improve my creativity;
	Competition with others;





Communication skill:
	

        Communication is the ability to transmit and receive ideas, inquires, effectively and accurately with everyone else. 
To be able to communicate is very important in all aspects of life, professionally and personal.

        Professionally is crucial to have a good communication skill, no matter the field. If you are looking for a job a good interaction with the interweaver it is a must. According to a 2018 survey by the National Association of Colleges and employers, communication skills are ranked with 82.0% (N.A.C.E. 2018)
 
     Workplace communication is very important between colleges or with your leader. A good communication with the team leader can lead to a better understanding of the task and it also can help you to ask for a promotion.
Effective communication can create a strong team. Communication helps to solve problems, and this can lend to a friendly and positive environment

       Academic communication is also called scholarly communication. Most of the people knows to communicate different; for example, the way that you speak with your colleges is different than the way you speak with your teachers
 
       Academic communication skill is very helpful for a students life, because they need to express in front of the teacher and colleagues

        I need to improve both academic and employability communication skills, sometimes I prefer to not share my ideas, because I am afraid that is not a good idea, or I do not have the tact to expose it. I have to learn to listen, to pay attention to the words, in this way I will have the confirmation what other person said, so I will avoid confusion



Time management:

          Time management it is the ability to planning effectively the time, to organize and priorities activities to increase effectiveness, and productivity.
Time management has also been described as an achivemet only through persistence and practice

         Time management skills it is helpful because leads us at greater productivity and help us to have a clear view of the day, to set up a dynamic task list.

   There are different ways to manage the time:

The Eisenhower method:
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        Pareto 80-20 rule, it is the ability to set up priorities, to start with the important tasks. The 80-20 rule shows that if you write down a list with your priorities, and start your day with the most important goal, and carry on with the second one most important, when this two are done you will realise that 80% of your work it is complete. (Tracy, 2016)

      Knowledge of time management can make life easier and can help people to achieve their goals.
In a workplace environment time management, it is very important, because planning effectively can lead you to a better quality of work and efficiency.

        Procrastination “I will do it later” is an excuse that most of the people makes. A procrastinator is an optimistic who choose the easy and funny things first time, delaying the important tasks. (Urban, 2016) 

       Time management can help us reduce the delay and procrastinate over important tasks
An effective time managemet help us to solve problems.

     Time managing plays an important role in a performance and achievements of a student life, however not every student succeeds to manage effectively their time management skills and that has negatively affected in their life.

There are a multitude of tips to help a student to manage time efectivly: To do list, prioritise your work, focus on long term goals, solicit help when you need, Review your note regularly

      Time management is a skill I need to improve, because I always tend to procrastin, I will try to prioritise my task, by the 80-20 rule, and also, I will set up a long-term goal which I will try to achive.




Research method skill:

      Research skill is the ability to search, identify, arrange, choose, analyse and use relevant data about a specific topic. The data needs to be qualitative and quantitative, including examples, survey and participant observation.

      This skill is important in all aspect of the life, especially for the people who value learning, doing research provide them with information about the world and capability to improve their lives.
“Research is to see what everybody else seen, and to think what nobody else thought”- Albert Szent-Gyorgyi

       There are four most used research methods: the experiment, survey research, interviews, participant observation Trough research people open their minds, is a good instrument to improve knowledge and ability.

       Research is required not just for students and academics, but for all professional life as well. Research method in a workplace environment is very important, especially if you need to do a project, an experiment or you need to market your business, or products.
Though research you can investigate causes and effects about a certin topic, or you can identify the strengths or weaknesses of your competitor (Martin, 2016)

     For example, research is an important tool in an actor career by gathering information outside them core, about their part, they will interview doctors, prisoners, detectives, among others.

      In an academic life research method is a must, because the students will achive knowledge just deeding for information. A good essay or report requires a serios investigation. With today technology research seams easy however is a difference between “Googling” a topic and researching it. (Newington, 2019)

      Research method is a skill which I need to improve, in order to do so, I will try to read more and take notes. I will try to learn how to recognize a real source by compere the source with others sorceress from the field.


Team working:

    Teamwork skills is the ability to work effectively in an organized group, where different people, each one with their individual skills achieves common goals. Teamwork skills are crucial to employers, and there are many companies who are based on that.

     Teamwork requires a good communication skill in any form, via email, writing, or on the phone, because is very important to get your point across, and in order you need to understand what other people want to tell you.

      Teamwork can provide a great opportunity to develop skills such as, delegation, effective communication, co-operation, leadership, following

       Listening is it also a very important skill in teamwork, because you need to know, listen and understand every team member, opinion.
In a teamwork, decision-making is another important aspect, because in a group there are different opinion, and you need to make a decision. 

       A teamwork environment in a workplace encourages an atmosphere that stimulate friendship and loyalty, when people with diverse backgrounds collaborate on projects, this will promote innovation. 

Teamwork for students is very important because it helps them to listen, communicate and develop a social skill, which are useful in almost every situation, and can help them to succeed.
          Working with other enables them to pool their ideas and see problems from different ankles. It also provides self-confidence, knowing that they are being heard gives them a sense of worth. Students with these skills are on average happier and more successful people.


     Teamwork is a skill which I need to improve, because I am not a very communicative person, so I am working to improve my communication skills, so in order my confidence will increase which will help me to have a more productive teamworking.




Technical skills

      Technical skills are the abilities and knowledge needed to perform specifically task. They are practical, and usually linked to mechanical, mathematical, or scientific tasks.
Most often technical skills are important for jobs related to information technology.

         There are a few skills can be referred to as a technical skill, and this often go together within a specific profession or industry:, social media experience, coding and programming, project management, technical writing, big data analyse

         Technical skills are important in a workplace for many reasons. They can help you work more efficiently, accurately and multitasking. Also, can make you good value candidate for employers.
      
          Companies most of the times lookout for knowledgeable staff. Technical skills help you to stop technical issues from happening, increase customer satisfaction.

           Project management is as far the best technical skills that an employee
should have. Project managers are required in almost all industry.

            Big data analysis plays an important role because can offer business valuable information about customers, effective sales, marketing, competition or help to identify correlations.

          In an academic environment, technical skills are it also very important, helping student to access digital resources easily, a technical skill can lead to a high academic performance. (Luna, 2016)

           I like technology, always I am looking for tools to help me to do my tasks more efficiently I think I have technical skill and I am trying to improve them by researching reelevate topics in the field







Conclusion:

       The majority of the skills are related. We cannot have communication without listening, or time management without to be organized, or team working without communication. Whit some skills we born, others we develop them all life. 

         Skills are things we learn all our life and enable as to complete different tasks.
Work skills are complexed and sometimes you need many work skills.
To succeed, to have a better career or to be a good student we need to understand and to be good at communicating about skills.

         Academic and Employability skills module helped me to identify my skills, made me to understand that everyone has skills, but sometimes we need to improve them in order to succeed.
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