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This report will be focused on Academic and Employability Skills. The purpose of this report is to be discussing about communicating effectively, problem solving & creativity, and time management.  These three skills will help me in future employment as I would need these skills in a workplace.

[bookmark: _Toc512856955]Communicating Effectively
Making sense of communication when we interact with each other is not always easy, especially when we have people who love to talk and make them heard and there are others like myself who listen, take information or sometimes have nothing to say. We are all good communicators in the right situation if we use our skills appropriately. Sometimes we have the answer we are hesitant or shy off and sit back as there are those who are loud talkers tend to just talk sometimes with no basis.

In  my security work place when communicating effective and concisely between radios, when the fire alarm was set off by a trespasser at Wembley stadium it was diffused quickly without getting all the spectators out or nor was there any need/or heard any announcements for evacuation. If we are given accurate and concise information which are communicated effective we will all have a much easier environment. There are all sorts of communication from body language, email, telephone, social media, bill boards, announcements, communication we can see, hear or face to face. Communicating when properly not conveyed with sender and receiver can sometimes have consequences, from issues in teamwork at your jobs or elsewhere. Take for instance your children’s if we was to communicate with one verbally and other two as non verbal just ignoring them they would throw fits and tantrums and bully one other but if we as a parent conveyed good communication to each one of our children the message will be well received.
When we communicate to our peers in our class room environment we want to establish a rapport, a class room unity so we communicate in a way where we show respect in our speech, in our body language and how we address one another. Communicating well in any environment is effective as it gets our message across; bad communication can lead to misunderstanding, wrong inputs of information and can be life threatening, for instance a person who fell down stairs and we didn’t convey correct information to the medical staff of how they fell, if they were pushed, were they in a fight, was he put in recovery position straight away, did they bang their head. As security we always write occurrences in our notebook to be used in our accident report books. We use notebooks as our way of communicating with law enforcement and emergency team and if it will needed be in court.

[bookmark: _Toc512856956]Problem Solving and Creativity
It is good to be creative when problem solving, we use problem solving in managing our time in our daily chores, lifestyle and work, and how make decisions effectively on good and prompt information and the skills to solve problems that others cannot solve. The skills to examine a set of circumstances in a way of regarding, commonly occurring problems.  When you clarify a matter you want to make a situation less confused and more comprehensible. We want to determine a cause and find suitable choice of options.

Take for instance in your home when have children’s 5 to 3 years apart and they  have different personalities and wants and need and you are nervous to please each one of your children without upsetting them, then any disagreements between them will not be brought up and any solution will not help them. You would have to address the problem with solution straight away, identified correctly you can have a peace of mind. If the children all wanted to watch television and none of them wanted to watch the same thing, send the eldest two off to finishing all the school homework and reading their book, give the youngest some time on watching television then when he is finished he can do his reading of book and finish his homework while the eldest two have their turn watching television. When youngest has finished he has option of joining them or can play with his legos. In this process you can see they will get the most important stuff out the way while having their recreational time, maybe also have a table chart of a timetable when they do this stuff i.e. getting their homework’s done first how long they have playtime, on weekends how long they play in park for and on the table chart have a reward on who has followed the table successfully and reward them with treats end of each months.

In my previous work, we had issue in the warehouse where the delivery came in late and we had to get everything tagged, put in right department boxes and then to be displayed and stocked on shop floor. We only had 5 people working,  so we organised ourselves in three teams,  on who is fasted tagger, who puts each items in the correct department boxes, which one of us tidies up empty boxes to be stacked in empty crates, who clears all the rubbish and who takes the box full of stocks to be merchandised on shop floor. All of this we had to finish before shop floor gets busy with too many customers as we were not allowed to take pallets of boxes onto the shop floor, we finished on time as we understood each other’s roles and rotated when needed.

We all can have an off day especially in our work place, when we take our eye of the ball so to speak. We had a group of spectators who were aggressive and boisterous towards other fans, so we spoke with them and gave them warning of ejection out off the stadium or maybe even banned for aggressive and foul language used. So we devised  a rota of every so often making sure spectators are not standing in gangway or stairs, telling them to sit down in sits unless their team have scored which obviously they would stand up, making sure they are always in their own seating area and not running up and down between seats, aggressors given warnings all the while keeping them safe and making sure no fans run on pitch (even before they get the chance to run on pitch they will get ejected from stadium, banned for life or even fined £5000 which will hurt their pockets as they can’t get refund on season tickets when banned from stadium.
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Time management is used in everyday life from when the moment you get out of bed to the last thing you do before you go back in bed, it is something you can never perfect as I have learnt and seen firsthand myself. I believe even if there were more hours to the day there is still something you could not do or finish after all we are humans not machines where we you can programme a computer or robot inputted data and it will do as it is programmed to do. I have tried to fit my university work with my daily routines, my daily five times a day Salah (Muslims obligatory prayer) to working patterns. Allocating each prayer as soon as it starts so they are never missed  by doing them at set time i.e.; Fajr Salah  one hour before sunrise, Duhr salah in the afternoon, Asr Salah at late afternoon at six, Maghrib Salah straight after sunset and last prayer Isha Salah before I go to bed. After praying Fajr Salah and going back to bed, I wake back up at eight, have a quick shower, brush teeth, and do ablution. Helping my children’s get ready, while my wife feeds my youngest, I get the breakfast ready. At eight thirty we leave the flat and set off to school by bus and drop them off to school. During the day when I am not working I help my wife with the household chores, although I cannot cook I try to prepare the produce by cutting and washing, while also making sure my youngest child is looked after. I try to work two to three times a week as I saw I could not fit in five days of work with my University assignments and helping/supervising my children’s in their homework. I think doing daily things at allocated time is effective; it helps to balance different aspects of your life. If we all can time manage when we do things from studying in class maybe 1-3 hours for every hour spent lectures and classes, prioritise how we spend our time with family, recreation, working, travelling, eating and sleeping. Being organised in effective time management listing what I need to do within a certain time span, prioritise all these activities in a urgent, next to do and something that can be done another day.  Allowing myself time for planning and problem solving, for delays and interruptions. We can all take a lesson from our school days where we were give a diary with our class time tables, when we had our allocated lunch and two breaks all the while fitting in 5-6 classes a day, than going home doing our homework, watching television, going out, eating our dinner and fitting in our obligatory Islamic routines.


[bookmark: _Toc512856958]Conclusion	
Through good communications people can have a safe working or home environment where nobody is misunderstood nor is there a language barrier or confusion. We all like to get our voices heard and our message across. When we communicate effectively we trust and respect each other, we listen to one another, and we have mutual understanding.

We use problem solving in our daily lives and routines, sometimes we solve problems without realising, we always have new ideas of problem solving, thus being creative and more improved ways of problem solving in future actives or environment.

[bookmark: _GoBack]Time management skill is a skill people always found to be a headache, we could never perfect it, nor have enough time to do things. Through these few months in university we have learnt to prioritise and organise ourselves in university and daily routines. we have learnt to time manage on how and when we do daily routines breaking each routine to high medium or low priority, this has been helpful in getting more things done efficiently. If we prioritise how we use our time we would have a healthier attitude, this may or may not help us in our every day routines but it will help us in perfecting and organising our mundane lives, maybe in improving our social interactions.
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