


Introduction
The following report aims to analyse my own key academic and employability skills. Academic and employability skills are critical to possess and can be utilised in daily life. This report will focus mainly on central skills such as time management, teamwork and research methods. Furthermore, this report will also help readers gain an insight into the core elements of how certain skills will be beneficial both in daily and work life.
Time Management
Claessens et al (2009) has characterized time management as a sort of conduct that separates individuals who get things done on schedule, stick to due dates and invest little energy in their exercises from the individuals who are frequently late, pass due date dates, invest much time in their exercises and sit around on inconsequential issues.
This suggests that the efficiency of one’s ability to complete a task is based on how well one uses their time. As indicated by, Kapur (2018), managing time is viewed as an expertise that ought to be impeccably perfected by every one of the people at all levels and in varying backgrounds. This skill is of paramount prominence in a work setting because it helps you to set yourself SMART goals (specific, measureable, achievable, realistic, time-related), thus allowing yourself to work more efficiently and productively achieving each goal.
This particular skill is crucial and essential to one’s skillset as it provides a more organized balance of priorities and is often good for stress relief. I have this skill as part of my many skills and I strongly believe that taking advantage of it enables me to prioritise my tasks in order of importance. There are many ways of utilizing this skill to my advantage and one method I often use is what’s known as the Eisenhower Theory. This theory is fundamental in differentiating between important and urgent tasks. Former, US President Dwight D Eisenhower once famously quoted “What Is Important Is Seldom Urgent and What Is Urgent Is Seldom Important” (Oppong, 2017). This quote defines the crucial aspects of time management and importance by indicating that what is perceived to be urgent is more often than not important and vice versa. Moreover, another key aspect of successfully implementing the use of time management is to stop procrastinating, procrastination is a common form of self-regulatory failure with references to it throughout the historical record. Typically, it is “to voluntarily delay an intended course of action despite expecting to be worse off for the delay,” or to put off despite expecting to be worse off (Steel and Klingsieck, 2017). There are many strategies to overcome procrastinating one of which individuals use often is to as (Krause and Freund 2013) proposed, the goal-related construct play an important role in stopping procrastination. Setting a goal with deadlines could not put off tasks indefinitely (Burka and Yuen 2008). This is essential to one’s ability to achieve a successful level of personal mastery and self-fulfilment. 
Communication
Munodawafa, (2008) defined communication as a transmission of verbal and non-verbal messages. It consists of a sender, a receiver and channel of communication. Although, communication can be defined as the process of transmitting information and common understanding from one person to another (Keyton, 2011). The word communication is derived from the Latin word, communis, which means common (Lunenburg, 2010). The definition underscores the fact that unless a common understanding results from the exchange of information, there is no communication. Consequently, both definitions suggest that communication is the common variable in the transfer of information between one party to another. I strongly believe to have a skill such as communication is of great significance in academic as well as work spaces. 
Good communication is the basis of what allows us to share our thought processes and instructions successfully with the receiver and acquire feedback from it, this can be seen as communication without the presence of physical or semantic barriers. I possess this specific skill and I feel the quality of the efficiency needs refinement and I need to progress on using this skill at work. Bad communication is seen essentially when either the sender or receiver has failed in clearly transferring information or instructions where the clarity of understanding has proven to be unsuccessful. The renowned author, George Bernard Shaw wrote, “The greatest problem with communication is the illusion that it has been accomplished” (Shaw, 2011). 



Leadership
There are many definitions of leadership throughout the course of history with every meaning more elaborate than the previous. It is in my own belief that he who defines leadership at the time is based solely on his or her current environment and situation. Leadership circumstances in an academic example is perceived to be more of an intelligent source of guidance, whereas leadership in a military background is perceived as more of an aggressive, fearless and indoctrinating barrage of instructions and orders, which one would follow blindly.  One definition that associate mostly with leadership is the definition I have included in this report and is expressed by Patterson and Winston (2006) which reads, “A leader is at least one individual who chooses, prepares and impacts at least one devotees who have different blessings, capacities, and aptitudes and centres the supporters to the association's central goal and purposes making the adherents readily and eagerly consume profound, passionate, and physical vitality in a deliberate facilitated exertion to accomplish the authoritative mission and destinations”. This suggests that leadership is a state of sheer control and responsibility, the decisiveness of the leader determines the success or failure of whom he delegates to.
Importantly, it is common belief that leadership in a work place environment is thought to be the strength and ability in one single person whereas contrary to popular belief it is actually required at all ranks of the workplace. In order to achieve a level of significance in the work place it is essential to always be prepared to be in a positon of leadership, you must be able to interpret the wishes and orders given by those already in a leadership role and carry out the necessary tasks they have given. I believe that in order for one to grow into a position of leadership one must start from the bottom, to absorb as much information and key skills required to be able to take on such roles. There are diverse styles of leadership, while recently many writers have promoted the use of a transformational, participative leadership style, historically the leader was known as a heroic and symbolic form of leader, where one person has a position of power to lead an organisation. 
Leadership is a tremendously great skill to have and use. It is a clear indication that growth in the work place is achievable only if you can apply this skill from an early stage, to be able to do your work to the highest standard while also delegating responsibilities to others with clear guidance is a magnificent show of leadership qualities. In the absence of leadership, the structural integrity of the workplace will ultimately falter. Amagoh (2009) claims that the nonappearance of compelling authority will significantly affect the capacity or associations to actualise and continue key change activities. The basic jobs of viable authoritative pioneers incorporate setting up and fortifying qualities and reason, building up a dream and the procedures important to accomplish the vision, assembling the network important to actualise the systems, and starting and dealing with the progressions important to guarantee development and survival. 
[bookmark: _GoBack]I have this precise skill because I have had experiences in my past work history where I have been expected by those already in leadership positions to perform to a leadership standard whilst simultaneously undertake tasks which I had deemed myself incapable of doing. Through the use of this constant expectation of me I have been able to portray a very intricate display of strategic risk assessment, effective use of time and communications, reliable confidence and attitude towards any given task.





 

Time management is considered to be a skill that should be mastered by all the 
individuals at all levels and in all walks of life. 
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