					Essential skills for study and employment 
	

	Some skills help you in your development in the study and at work, these skills are meant to help, and improve the quality of work and to manage the time more effectively.	
[image: Top communication skills]
	Catherine Song / The Balance


The first skill, to help in the Digital Era, no matter the industry, it’s communication skills. For that, we have the following subsectors: listening, non-verbal communication, clarity, and concision, friendliness, confidence, empathy, open-mindedness, respect, feedback, picking the right medium. 
1) 	About listening we can say that only good listeners can interact efficiently with the interlocutor, this is also a way of respecting others, by listening and show that you care about what the person is trying to communicate.
2)	A new way of communicating is nonverbal communication, we can mention in this instance that every movement of the body and eye can prove that you are focus on them. Another example is in poker, the poker face.
3)	Friendliness is more important to make the interlocutor appreciated by saying something that cares for him. 
4) 	Confidence shows that you have boundaries and what are you trying to say is what you believe, and you want the interlocutor to follow you with attention. 
5)	Empathy is important to put in the interlocutor's place to understand the problem from his opinion for a piece of good advice. [1]
	The second skill is the using of the tool even if you want to do the shopping, keep a record of the finance, make a list with things to do, keep a reminder for the deadlines and a record of the loved ones with birthdates, make new friends and keep in touch with somebody that is far away. If you know how to search for the most suitable application for the desired request, you can manage the time more effectively and that gives you more time to do another task. [2] In this part, we can add the use of computers, telecommunication systems, and smart devices. By doing that you will need to understand the trends and the managing information through technology. [3]
	Another skill that should know is decision-making. For that is requires intelligent and quick solutions on an everyday task.
	Commitment is another skill to be more productive in the different sectors, for example, if you want to get a job at a bank you should show the employer that you are engaged at work, not doing something else that has no particular involvement with the job. [3]
	Another important skill is teamwork, by that we understand that a person is ready to manage a task with other people to finish a task.
	Problem solving and identification is another important skill that is important in the workplace and study, by doing the research and choosing the most suitable information to solve a problem.
	In the end, you will need to understand that these skills will make a huge impact on your personal development and in the workplace it will open more directions and, in the study, will help you to get better rewards.
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