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[bookmark: _Toc39095164]1. Introduction	
The aim of this report is to analyse explain, identify and define different skills that individuals can use academically and the workplace as well as how these skills apply on my personal experience. The report discusses five different skills that can be use by individuals in their workplace and academic education as well as enhancing personal life experience. These skills are time management, communication, team working leadership and critical thinking.
[bookmark: _Toc39095165]2. Time Management

Time management is an ability to manage your own time well or very well, as well as use one’s time effectively or productively especial at work (Covey,1989).The importance of having time management is  because allows people to accomplish tasks in a short period of time as well as leading people to more free time, as well as it helps people to have quality life and more opportunities and success. Manage the time well usually considers amount of time to organize, plan and delegate tasks on time. 
The time management is that  student manage their  time  well by  using rules that helps individual to improve on their own skills such as the rule called 80- 20 of (Pareto) where people give priority to the most important first, then finished with the least important after, also the advantage of being on time will give you the opportunity to analyse better than when rushing.
Time management are relating to behaviour, body language, attitude toward others as well as finding to many obstacles to finish tasks by making a lot of excuses, showing inactivity, lack of interest, fatigue, stress and struggling to multi- task. According to Convey (1989)theory in time management anything can happen such as crises on planning, unscheduled  interruptions and routine escapes, as each individual has different ways on manage their time, people’s life  constantly change in many ways financially, Healthwise, emotionally therefore these crises can affect people dramatically. In terms of unscheduled interruptions these can be caused by natural causes, such as this Pandemic that we are all affected by now Covid-19. It is a natural cause that affect people worldwide and affect our routine as well as our time management around our lives, such as important tasks and things need to be done like going to work to earn money, go to university for lectures, taking our children to school.
Time management is a strength on my personal experience naturally I have this skill on organizing and plan my schedule as it goes according to one of (Convey,1989) theory. As well as the rule called 80-20 according to (Pareto) theory by giving priority to the most important first once more this skill it applies to my personal experience as I do give priority to the most important tasks first. Nevertheless as (Convey,1989) theory says unscheduled interruptions happen in which brings to attention of urgent as a natural cause, this unexpected had been
applied on my personal experience where I had to decide which was the more urgent to attend and prioritize as first place. 
[bookmark: _Toc39095166]3.Communication

[bookmark: _Hlk38504111]Communication is the ability that each person has in order to communicate with others around their environment such as work related with managers and colleagues, university with lecture’s and other students at home with family such as parents, partner’s ,children, friends   and communities. People use their communication skills for a different purpose, normally people use different types of communication such as written, verbal by voice in order to express themselves. According to (P.V. Yakupov) there are more ways of communication such as cognitive, persuasive, and expressive. In communication some barriers can occur such as mute, poor communication, lack of information and noise according to some theories like Shannon-weaver (1949) mathematical module. As well as his colleague Schramm’s (1954) and (Berlo’s) has a different point of view from the other colleagues.

Communication is vital because without a good communication nothing happen or will happen in the wrong way there are so many advantages to communication across the world with business partners such as  work from home, delegating essays and reports for our assignment and using the sources available such as books, website, journals, as well as sending emails, memos, speak and see people via internet.
Communication can be complex sometimes for many different reasons such as noise, misunderstood, poor communication, being rude, being vulnerable by having a sight, hearing, a speech problem and language can be a barrier in communication. 
Communication skills is a skill that applies to my personal life as a strength because I do communicate with people effectively, where I always use some of the theories mentioned above such as give feedback on Schramm’s. Always communicate with people effectively like Schramm’s I do have positive attitude towards other most of the time.
[bookmark: _Toc39095167]4.Team working

Team working is an ability that each person should have to work with others such as group work or teamwork. Team working is generally understood as the commitment of a group of people working together to achieve a common aim (A. Brian). People who born or have this skill can become team players or leadership as natural skill, so that person can organize, plan, and communicate with others effectively in order to have a positive attitude towards others and be able to understand and help others when difficult situation appears  as well as conflicts between them, be able to solve problem, found solutions and make decisions for their best interest as the team leader in order to achieve good results and achieve further goals. Team working is where people should stay and work together and everyone should have their opinions and ideas freely to discuss and contribute towards the same  aim and those opinions and ideas should be respected by all in order to have a health work environment and good relationship with all, by considering all points of view make a reflection and discuss among group members to make decision together as a group and come with a conclusion by using this good practice will avoid lots of frustration, dispute and stress between colleagues.
Team working is sharing experiences and knowledge from different people with different backgrounds and explore all with joy by working in teams people are giving each other opportunity to learn different thinks and show them what are they capable of doing as their personal skills.
Team working is a strength that I possess because I can give people an opportunity to express themselves first such as opinions and ideas towards a task. I do organize and plan along with colleagues what best suits them and make sure that everyone knows what to do and when. I believe  this ability  has to be used at work and university because if people are not united is not a team work and an individual needs other people around in order to share experience, knowledge and good willing of help each other towards the aim that all need to achieve in order to produce a quality work and good results.
[bookmark: _Toc39095168]5.Leadership

According to Susan Ward the ability of leadership defines as art of motivating a group of people to act towards achieving a common goal in business setting this means directing workers or colleagues with a strategy to meet company’s needs. Leaders are those people who born with a skill or ability to motivate, inspire, supervise and communicate with others such as groups or teams. Leadership is an activity that persuade others to follow their suggestion as a course of action, leaders are those who possesses traits and qualities that help them to step into roles of leadership. Leadership involves a collective model such as public services, roles of practitioner as leaders by taking a significant power, also the positions of teachers  and doctors as leaders as a way of gaining purchase on what comprises and shapes the potential form of leadership their ability to bridge traditional systemic and professional boundaries by engaging all workers in change of initiative (Dickinson and Ham,2008), such as  (Bolden, 2011) points out that most distributed leadership by focus on the “holders of formal positions” which “severely limits opportunities for recognizing the contribution of informal leaders in a physical, social and cultural manner. Leadership is all about creating the right atmosphere, culture for action to happen, by inspiring others to increase emotional and practical effort towards a particular aim by using the right communication, people are able  to have a better vision together in order to a commitment to realise that vision. Leadership is not about having power, being popular, being emotional because this attitude can impact on people’s decisions towards a bad leadership. Leadership is something that I do not possess on my personal skills as I need to improve my abilities on how to persuade people to achieve that same aim as a team, in order to achieve success together as team leader.     



[bookmark: _Toc39095169]6.Critical Thinking

Critical thinking is a composition of skills and attitudes that involve the ability to recognize the existence of problem and to support the truth of the problem (J.A. Train) [2003]. Critical thinking is a form of thinking that involves a critical way of analyse information more seriously and deep, therefore it can be negative painful or helpful as well as identify errors and mistakes in others work including a clear interpretations of situations and events on how to solve them, students tent to use a lot of critical thinking when writing essays, reports and presentations as well as critical thinking it does apply on workplace when people needs to get  involve with projects and meeting where they need to analyse and explain statics and graphics to others critically, teachers, doctors, police officers are also included in this critical thinking process which leads them to taking part of team discussions where they need to take decisions in order to solve problems, evaluating some situation it can have an impact of being a strong or weak point of view according to the person in charge(P.Morgan) is it very important to understand the arguments that others come up with in order to avoid ,mislead or wrong doing, in order to be a strong argument we gather enough information and then must support the facts along with evidence, if not it would be considered as a weak argument as well as not critical thinking therefore,  to be a good critical thinking must involve action, evidence, thoughts ,assumptions and decisions in order to influence others that are involved on this process of critical thinking we also use the compare and contrast instruction to decide either the information is credible or not as well as their actions must be successful.
Critical thinking is a skill that I do not possess is a  weakness in my personal experience as my valuation sometimes is not as critical as it should be in order to turn my weakness into a strength I need to improve my valuation skills into a more critical thinking in order to avoid the mislead information or misinterpreted vital information which can have a negative impact on my academic education and workplace. 

[bookmark: _Toc39095170]7.Conclusion

In conclusion this report is about different skills that everyone including myself should have on their workplace such as some of the skills, I have mentioned above time management, communication, teamworking, leadership and critical thinking. Those skills are vital for our lives as well as for our knowledge in order to do a decent and efficient work. Moreover the rules and theories mentioned above are essential in all the skills some more than others for instance on time management, we should be using the rule 80-20 of (Pareto)in order to do our job on time ,communication must be effective as it says(Schramm’s)  theory, team working is generally a commitment between people working together in order to achieve the same goals, Leadership is all about being humbled towards others in order to have a good relationship with all members of the team as well as critical thinking the information must contain evidence to support the arguments plus accept suggestions and criticism from others in order to improve any weakness or improve additional strength already possessed.
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