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The aim of this report is to analyse different academic and employability skills. Academic skills are all about helping the students to become more efficient and effective learner at University and to develop study skills which will benefit the students during studies but also in the future. Employability skills can be defined as transferable skills and depends on the knowledge, skills, attitudes, creativity, the way how to use those assets and how to present them to employers. Communication, time management, team working, note taking and listening are few but important skills if possessed and master can help to achieve big gaols at work, university or day to day life. 
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Communication skills is the process of transmitting and sharing ideas or thought, is about passing information from one person to another. Good communication is the result of the use of common terms that are clearly understood by both parties, (Morasch,2004). Communication is the element of success in transmitting or imparting a message, whether information, ideas, emotions are.
 
Communication skills in university helps the students to hold conversations, and to take information about the subject from the teachers. Moreover, communication skills enable the student to ask useful question when discuss their subject, to understand the teacher and other students speaking in the class and to obtain a good degree. Communication at university increase the ability to understand and share the feeling, knowledge, and ideas. (Sharma,2017)

Communication skills at workplace helps the employees to have a good conversation with all the staff, and to build trust between them and manager. Exchanging information in a work please is a tool to keep strong team connections and to achieve and increase productivity, efficiency, and big profit for the company. The communication skills will help the employees to get hired, land promotion, and be a success throughout their career. (Alison, 2019).  

Communication skills for me is an important tool because it helps me every day at my workplace to get maximum results when I interact with colleagues, manager, and customers. Communication skills help me every morning in the team meeting to collect all the information I need to get about the customers and rest of the duties. In the end of my working day I need to inform my manager if there was something wrong or changes in my list, if  all my duty was done or not, and I have to  do a list with all the things are not done for the next shift.
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Time management refers to the easy way to organise and plan the activities and how long time to spend on specific activities every day. Managing and organizing each task helps to complete work on time, to have a bigger productivity, and increase the opportunities to improve the skills and to achieve goals. Using the time effectively help you to work smarter and to get more things done in less time. (Brian, 2009).
Time management help the students to manage the time effectively to finish all the essay and exam on time without stress. Better time management skills can improve their grades, to be successful and to be competitive following the university education. Managing the time well help the students to improve the academic performance, moreover, will help the students to complete their assignments easier and on time, which will give student more time for themselves. (Lavendaire, 2019).  

Time management it is important at workplace because helps the employees to manage their time well to be more productive and more efficient. Is important to manage the time because helps to get high profit and high productivity, to reduce the stress at workplace and to build healthy and dedicate work environment. Time management helps the employers to manage their staff, project and all the business process. (Skill You Need 2019).
At work place the time management skills help me to finish all my duties on time every day, to arrive on time at work.  However, I have to improve my time management at university because I am stuck many times and I am not organized with all my paperwork. Therefore, I will apply the formula of 80-20 rule to improve my time management skills, which also will help me to do the more important things first. (Brian 2009).
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Teamworking is a group of people working together to achieve a common goal or to complete a task in the most effective and efficient way. Every member from the team must contribute in his best way to work together for a common object. Effective team working means sharing responsibilities and knowledge for optimum result for the team.  According to Tuckman model (1965), the development of the team will occur in several stages, each of which can affect interaction between members of the team. 

Teamwork at university is coming up when is necessary to do a presentation in group, where should be no more than five-person working together to achieve a common goal. During group work, each individual will learn how to work in a team, to share the contest of presentation, the ideas, knowledge and skills to support and encourage each other for a good progress to finish the presentation on time and to achieve great degree.

Teamwork plays a big important role at workplace in every industry. With an efficiency teamwork a manager can be very proud because can achieve high success in the company. At workplace, the employees are glad to work in a team with their colleagues because difficult task looks simply when more minds work together. In a teamwork the individuals help each other and if one of the teammates are stuck on a task, the others coming up with their knowledge and motivation to help and the difficult task become an easy one. (Katzenbach and Smit, 1993).

I believe that I am a team player because I like to work with my colleagues, and together we become more productive and efficiently. We share our knowledge, ideas, creativity to finish our job very easy and quickly. I like to help my colleagues when they need me, also when I need, they are coming to help me. For me, teamworking, means to work ‘’all for one and one for all’’ the team becomes more organized, productive and responsible.
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Note taking is the practice of recording information on writing. Writing note is the process to observe and saving information to remember what was said. Taking notes helps to remember what have been said, heard or read. (Kesselman,1982) Using a different colour pen to highlight the important points, or abbreviation, symbols, and drawing, make it also more visible when looking back for that information.

At university taking notes creates a resource for a preparation helps the students to understand, concentrate and listening more efficiently.  Taking note in classes often contain information that cannot be found elsewhere, writing down notes means paraphrasing the lecture or material into own words, moreover, helps the students to organise the ideas and to arrange topics. Taking note help the student to keep focus on the subject and to the task also will help them to remember what they have heard or read. (Kesselman,1982).

At workplace note taking is an important key for employees and for employers. Note taking helps the employers in an interview to get a lot of information about employees. Taking note for a meeting helps them to organise and remember the speech. Also, helps them to cheek back the information they took from the meeting.  As a new employee at workplace is very useful to take notes to remember the information about the new workplace. Taking note will help you to extend your attention (Rowntree, 1976).
 
 Note taking help me to remember all information and writing it down, every time when I need to take an information make me remember things in their original way. I take note at university every day in class, this helps me because I am listening the lecture very cheerful, and I am focus on what the lecturer says, this help me to remember important and value information for my  assignment . Note taking help me, allot at my workplace, to remember customer preferences, allergies or birthdays, but also to do my job better and faster. I take note in the meetings when my manager gives the instruction and the information, notes will help me to remember what I must do in order and the priority things.
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Listening means paying attention when a conversation take place, listening it is the most important tool in the total communication process. According to Nixon and West (1989) listening is the most basic communication skill and supersedes all learning process. The value of listening refers to concentrating and being present to the conversation, to understand the speaker language to remember the conversation, to interpreting the message and to give a value of the message. Become a better listener takes time and effort, (Brownell, 1994,1996).


Listening help the students to get direct information and instruction. When the students is listening effectively the lectures they have an advantage when are preparing for their homework. Students who listening carefully in class and have assignments, they do not waste time asking questions and start straight away the writing. When the students watch a video in class is necessary to listen to the video to be able to answer the question addressed about the video after. Technology has changed the tools we use for listening and how to listen them. (Jalongo,2008). At university, the active listener student ask question and often listen the message and then paraphrase and summarize that message to check the understanding.
  

At workplace listening skills help the employees when they have a meeting or an interview or they have o conversation with the customers. When they are listening carefully, they will get the right meaning of the message being send to them and they are able to give back the correct answer or to make a question. Listening is helping the employees to evaluate the information been said from a customer, if a customer is coming out with a complaint the employee has to listen the customer to understand the problem from his perspective without judgment. According to Haas (1995), listening plays a pivotal role in conception of communication competence for co-workers.
   
 Listening skills is useful for me because I used at home with my family and friends and at work with my colleagues. When I have a conversation with  my children I am paying attention and I am focus on what they want to say and what they need  because I care about them, and in this way I show them they are important for me. At work with my colleagues for example I have to be focus when we have to work together like a team I have to listen them very careful because we have to finish our job  without any mistakes. I own the listening skill because I like to pay attention and to listening my family and my friends. Listening them means I show them respect and they trust me, and we can share everything about our problems and happiness.

[bookmark: _Toc39522682]Conclusion:

In this report I analyse few Academic and Employability Skills like communication skills, time management, team working, note taking, and listening skills. Communication skill help me how to make a professional and academic conversation. Time management helps me how to manage my time better and to finish all me jobs on time. Team working is a strength especially important at work to be a good team worker means the job is well done and finished on time. Note taking skills is a good way to have all the information about everything   writing down to be easier when needed refer to that information to find it as it has been said. Listening is the way to show respect to the person you have the conversation and to collect useful information about the subject. In this term at university I been learning many useful skills.
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