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INTRODUCTION
All of us is the ability to do something well. These are skills. They are different sets of skills that identify strengths and weaknesses. This report aims to analyse part of Academic and Employability Skills and how they help us. Why are very important for our education and career. The skills I will write about are: Time management; Communication; Problem-solving and Paraphrasing.

TIME MANAGEMENT
There is nothing more powerful than time. It changes, builds, destroys, shows or hides; however, nobody can stop the time. Great Time Management is the option to control our use of time to such a level that can arrange and oversee what someone does without going to pressure. It is vital, important in a lot of different ways and must think carefully about choosing a definition. What is our view for managing time, how the principles and the methods will be useful directly or indirectly in our studies, and later in our professional life at the workplace? (Morgan,2017pp52-53)
This few straightforward principles about time management are elementary — the effort to focus on the most important things. Our effectively to attention maximise what is realised by an expense of time and energy. The other is to reduce time wastage. One of the requirements is obviously to better organisation. Organise a way that will ensure that you know what you have and where. It is beneficial for learning or when having a task. If everything has planned, it can reduce stress in studying time or workplace. The clearing about our goals and exercising time management skills help us in making any work situations less stressful. (Cameron,2009 pp38-43)
Eisenhower’s principle is beneficial to me in my practice related to my job as well as at University. Effective as well as efficient. The critical is not essential, and anyways the important are never urgent.  It is his principle. The people must spend time on important things plus not just ones that are important. The result of important activities is achieving our goal. Urgent activities require an immediate solution. About these two types, important and urgent, the best way is to give some period for unexpected problems and important unplanned activities. When the tasks are important, however not urgent, then important work is completed, achieving our styling, professional or personal goals. Not important, however urgent chores are things that prevent us from achieving our goal. In this way need to ask yourself for rescheduling or delegate them. Not important plus not urgent, if possible, to avoid or ignore many of them (Mindtools,1996-2019).
Another principle for good Time Management at the workplace along within teaching is Pareto’s Principle,80/20 role. His principle is that 20% of our hard work give us 80% successful result. Our attention must be focusing on that 20% to use most effectively the time. Have identified the most critical tasks. The steps which need to follow are to think about expecting a result, to allocate by activities necessary to get the job done. To work with complete dedication in the right order. Identify and perform the next essential action. The fifth step is to do again until done (Timeon, 2019).
Generally, I have good time management skills. My job is mobile if I can say in this way. Every day is a different place, in a different time. It requires me to be very organised to anticipate unplanned delays or changes. I also successfully allocate my time between my professional duties and a University. It leads to a lack of stress. 

COMMUNICATION
Communication means connecting people and places. It is the sharing of data along with different individuals. It includes the sharing of ideas, notions, minds, behaviours and written content. Various ways of communication and spaces make the process complicated, also when it includes electronic and digital methods, the machine and network errors can disturb the effectiveness of communicating. Typically, if there is a problem encountered, there will be an unwanted delay in information. When someone sends a message without an answer from the receiver, such as the Media content, it means a one-way process. When the recipient formulates a solution, it means a two-way process. (Entrepreneur Handbook,2019)
Some people have excellent communication skills come naturally; for others, it is difficult to articulate their feelings and troughs. It leads to main mistakes and conflict. It is essential to appreciate the importance of communication and how it helps us in our work. Excellent communication within the working environment is a fundamental component of a business’s success. This need for mystery not as it boosted group soul then it moreover contains a positive impact on staff attitudes. Excellent communication leads to the progress of our career. Poor communication and unclear instruction necessarily lead to a conflict situation. in turn, compromises efficiency and quality of work.  Our feeling comfortable discussing any career or individual issues. It will improve our loyal to the firm. Bilateral trust and respect give more productive results.   (CareerAddict,2019)
Communication is essential for the successful opportunity profession of a learner.  After the quality of knowledgeable characteristics, the companies require these skills. Reading and writing performances, reports and lectures are a part of the University's program. It has presented for the global development of studies demonstrating skills and managing skills also crucial for a student. To express our thoughts and feelings to reach to listener use our expressive skills. An important role at University is the demonstration and development of writing skills, such as in-class tasks, assignments, graduate work and more. Beneficially is communicative skills, to demonstrate and outside the classroom, in ordinary daily conversation (Linkedin,2015).
I do not have excellent communication because English is my second language. I have to improve first my English language skills. I need more practice about it. Usually, I learn of online lessons, ask my classmates or friends to explain the meaning of something I do not understand. I need to be more confident and not worry about making mistakes. Someone can not correct my errors, if not heard it.

PROBLEM-SOLVING 
People who take responsibility for their behaviour, and take a creative approach to task- these are people who solve problems very well. The stress is not crucial to the importance of the problem, and finding a solution is not always difficult. Must to focus on the nature of the problem and what will be the way out. Problem elaboration is the early planning stage. It involves analysing a task from all perspectives and defining what the job means. The similarity approach forms one way of doing this. If no parallels found, consideration must give to what was achieve in each context and its applicability in another (Cottrell,2010).
There is some basic approach to solve a problem; talking to others is one of them. People are a vital resource in problem-solving. Lists, it is easy tools to use and excellent starting point for any problem. Calculating is useful because most of the issues can solve more efficiently by using a mathematical formula. Following the rules and getting to know better leads to a method and time to adapt the policies. This point helps to achieve the desired results and successfully solve the problem. Trial and errors – trying out different ideas until coming to the right one. Visualising the problem, picturing of the ability solution in our mind's eye. Someone can use a chart, diagram or graphic.it is helpful to draw out the problem (Cottrrell,2010).
In the workplace, it is essential employees have to deal with problems. Be able to use different methods to find a solution and understand how they will affect them. To improve their skills is impossible training process is underway, such as online simulations, brain games. It develops the ability to deal with problems and to work more effectively in a work environment. (Latest Quality,2017). 
My opinion is that at University, students should create the ability to apply problem-solving skills when met with difficulties or troubles that are new to them. The evaluation and use of problem-solving skills also improve learning. The problem should captivate student’s attention, be meaningful, and allow a wide range of individual responses. With the appropriate lecturer action, students will be able to learn how to solve a variety of problems.
Problem-solving is a learned life skill. It’s a process. The ability to make choices, large and small is also a learned skill and one most parent teach their children from a young age. Analysing and taking solution is the main point of solving problems. The right alternative contributes to success, coming from more confidence and security within ourselves. Sometimes I make hasty decisions, and I think that I have to follow the points written above for improved results. 

PARAPHRASING
Paraphrasing is a method of using different words and phrasing to keeping the main idea, using short sections of text. Also, when utilising direct quotes. Finds ana application in note-taking, in making a list of data in charts or diagrams. When paraphrasing what has been written by another and using it in our work, the resources from which we have taken information, must be presented (UNSW,2019).
The different way to rewrite the words of others is the ability to rephrase. This skill allows Paraphrasing allows developing and demonstrate our understanding and explanation of the major concepts of our discipline and avoiding plagiarism in assignments. It requires analytical and writing skills which are crucial to success at university. Paraphrasing is an essential instrument for nonfiction writers, journalists, and essayists alike. Correct paraphrasing protects authors from plagiarism and allows them to rephrase original pieces, integrating them into their compositions productively (UNSW,2019). Moreover, the paraphrasing at the workplace might be useful when to have to explain something better, although generally, this skill is part of Academic Skills.
I need to improve my paraphrasing skills because when to paraphrase, we have to change the grammar and sentence structure; change the voice, or change words form. I will be better with more practice like in-class exercise. I will apply two of my in-class training. Also necessary, I have to work hard about my English language skills and grammar, using an online source or a course.
CONCLUSION
This report focused on several Academic and Employability skills, including; time management, communication, problem-solving and paraphrasing. All of these skills are very important for both studies and the workplace. Excellent time management leads to timely elimination on task. Dealing with an unforeseen situation deprives us of stress. Receiving and sending information in various form- orally; in writing; by phone; by e-mail, it is communication. Excellent communication skills are perhaps the most fundamental skills that you can possess as a student and an employee, yet they remain one of the most sought-after by employers. Problem-solving is a necessary part of education. In this way, the students can take responsibility and readiness to solve problems. Talking about options and concentrating on analyses of critic point. Paraphrasing is a simple tool to enable productive, purposeful conversation in the workplace, using different words to achieve greater clarity. At University, this skill is essential to show that we have understood the source enough to write in our own words.
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