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Introduction

The purpose of this report is to discuss and to analyse different types of Academic and Employability Skills.  Academic skills are the skills that students need at the university to be able to communicate with teachers, colleagues and to write reports. Employability skills are those skills that every employee need in the workplace. Moreover, by having these abilities everyone can become an attractive candidate or employee.
Down below are evaluated the following skills:
· Time management
· Communication
· Teamwork
· Problem solving
· Leadership

[bookmark: _Toc39435742]Skill No 1 (Time management)

Time management is the ability to manage the time efficiently. Proper time management is the key to success in life. It is an imperative skill to have in a workplace. By mastering this skill, employees can finish their tasks on time or even in advance. 
Time management also involves prioritizing and organisation. For instance, a good practice, not only in a workplace but also in day-to-day life, is to start and complete the hardest or worst task. 
Planning is also a part of time management. To do so, employees have several options. For instance, they can use a pocket diary or a small notebook. However, nowadays the best option is a smartphone. Being a good employee can enhance the chances to be promoted.
At university it is essential to have good time management skill to complete all the assignment on time. Moreover, it is imperative to know how to divide, set up the tasks which matters most in order to reduce procrastination. Students should schedule specific period of time to complete activities and not to wait until the last minute to complete the task. After I have learned at school Eisenhower Method, I have started to put it into practice to know how to share my tasks and to begin with.
Time management includes setting goals, meeting deadlines, using time management aids such as list making, coping with change, making plans and effectively organizing one’s time. 
Time management is a set of habits or learnable behaviours that may be acquired through increased knowledge, training or deliberate practice. (Caroline McCann et al,2020).
I consider I possess this skill due to the fact that I can prioritize the tasks and set goals. Time management is a very important skill for everyone. If everyone will master this skill, then their lifestyle will only become better, with more time for ourselves and peace of mind. 




[bookmark: _Toc39435743]Skill No 2 (Communication)

Communication skills is the ability that every person use when giving or receiving different types of information.
It is good to have this skill in a workplace to communicate with superiors, colleague and customers.  Improving the communication skills at work increases the chances to achieve success and to be promoted.
Today, communication is a very important skill for both, business world and in private life.
Successful communication helps employees to better understand people and different types of situation. Also, it helps to build trust, respect and create condition for sharing creative ideas and solving problems.
Being a good listener is one the best way to be a good communicator. Careful listening can create an environment in which every person feels safe to express ideas, opinions and feelings or plane and solve problems in a creative way. (blog.smarp.com 2020).
It is imperative to have good communication skills at the university due to the facts that students can learn more easily, can communicate with their teachers, ask questions with confidence, share ideas and make great presentation. (skills you need.com 2011-2020)
It is the skill I have to improve, especially the writing and listening. To achieve this, I will do the following; read more books and newspapers, watch TV content only in English, start a diary.

[bookmark: _Toc39435744]Skill No 3 (Teamwork)

Teamwork is generally understood as the quality of being prepared to do something as a group of people, to work together to achieve a common aim. Teams are created for many reasons, but in general they are used to move an organization closer to a set of objectives. One of the most important skill of the teamwork is communication. It is crucial to be part of a group and to have good teamwork skills such as responsibility, honesty, respectfulness, collaboration, positive attitude and to speak the same language. Teamwork is required for almost every industry.
Another important part of the communication is to listen to all the ideas of the group, to understand their ideas and the concerns. Some people are naturally more organised then others so in this case to be sure that every task is accomplished it is safe to set deadlines, to take time to gather the information. The team’s members should be committed to the team’s aims, to have the same goals and common approach, to stick together and assist each other when things do not go according to the plan and act as one if the result is not good.
Giving and getting great input is fundamental in any cooperation environment. Being able to allow clear and compelling input to others is crucial to keep the bunch prepare running viably. It too makes a difference to guarantee that workers are not irate or focused. (skills youneed.com 2011-2020, 14 March).
At the university, this skill is being put in practice because students can get to know each other, make new friends, socialize more and work as a group. Therefore, it is easier to achieve goals, and share information or knowledge. Working in a group can be valuable as long as they have the right administration and direction as well as fitting preparing. Hence, teams can achieve high performance. However, when the team in not guide correctly it can lead to negative outcomes and will not be successful.
Groups have helped association when times alter in arrange to keep up with the competition.

[bookmark: _Toc36843011][bookmark: _Toc39435745]Skill No 4 (Leadership)

Leadership is the art of inspiring a group of people to act together in order to achieve a common goal. A leader helps others to do the right things, set directions, build and inspire visions and create something new. The traits of a good leader are: critical thinker, risk thinker, visionary, innovative, courageous, creative, forward things, open to changes and learning from others. A great leader is a loving person, encourages others, honest, knows how to build a strong team, is accessible and ready to manage any conflict. Leaders need to know more about themselves how to process the information, barriers that prevent optimisation of their decision making and interact with others and how to motivate themselves and others. 
Being a great manager implies working with and for individuals to attain the objectives set for the company without losing locate of the group. Leaders know how to delegate activities and to whom, this way every team member feels that is involved. Moreover, this makes employees feel that leader trusts them and will be even more responsible. As a team every person should share the same vision, understand the mission, develop specific goals and objectives and agreeing on an action plan to achieve the objectives. 
One of the most important things of a leader is to know how to communicate with the team. Through viable communication managers succeed. Great communication abilities empower, cultivate and make the understanding and believe in arrange to empower others too gotten be a manager. 
Communication empowers employees to share what they have and what anticipate from others. A manager has the capacity to create individuals more joyful with what they can do and make a difference them accomplish the long-term objective of the association. A leader causes the employees to go past the fundamental level of efficiency and attempt to reach their full potential. One of the most foremost critical characteristics of the leader is that he treats mistakes as learning encounters. 
I consider myself a good leader because I like working with people, I know how to talk with people and motivate them.

[bookmark: _Toc39435746]Skill No 5 (Problem solving)

Problem solving is the mental process involving the ability to analyse and find the solution that best suits the problem. It describes the process where there is a goal that is blocked for any reason, lack of resources, lack of information and so on that presents a problem. (britishconcil 2020 ,3 April)
Everyone needs problem solving skill in everyday life in a workplace or at the university. Students gain the ability to reflect critically on learning, collaboration and cooperation, and are prepared to adapt fast to change and to work independently. Students required thinking and playing with the problem time. They need to test out ideas, to put ‘dead ends’, to discuss ideas with others and to be comfortable to take risks. (University of Cambridge ,2020)
Problem solving skill helps people to determinate the source of a problem and find an effective solution. As an employee to resolve a problem, it is necessary to have other skills such as active listening. 
To resolve a problem employee, need to be able to identify the cause of the issues, to understand it fully, to gather more information about the problem, to communicate with the rest of the team members. (indeed.com 2020, 3 April) 
The second thing is to create a plan to resolve the problem, find ideas, create ‘’a do list’’ and apply it. Problem solving skills are important to successfully complete tasks, work with others and achieve organizational goals. There are many situations where problems can occur in the workplace or at the university.  When problems occur, employees are expected to use they initiative and to find solutions to avoid this situation. 
I consider that I need to improve this skill because when a problem appears, I become nervous and I am afraid that I will not be able to handle the situation.

[bookmark: _Toc39435747]Conclusion

In conclusion the skills that I presented are important in every person’s life. Communication skill is important in daily life to build relationships, help us to become successful in our professional life but also in our personal life, in dealing with people, understanding them, working with them.
Time management skill is important for students and employees. Having this skill can accomplish all the task on time, it is the key to success. Using time management can lead to a productive and proactive lifestyle in which tasks are completed with the proper level of quality needed. (LinkedIn Corporation 2020)
Teamwork is another important skill vital in any organization, required in almost any industry. To become a good team worker, every person should know each other, to share their ideas to work together as a team.
A leader is a person who knows how to attract people to inspire them by its speech, actions or decisions. A leader is an involved person, possess qualities such as integrity, honesty, respectfulness. It should serve as a model for the rest of the team, ethical leader does not act for himself he takes decision for common goals. (Course Hero ,2020)
Problem solving is the skill that each person encounters at the university or in the workplace. To solve a problem, it first must be identified, acknowledged and explored.

While writing this report, I have been also analysing myself. Therefore, I have come to the conclusion that I have a lot to work on. 
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