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This report contains personal experience in the area of academic and employability based on my class activity, knowledge based on the process of the study of the Academic and Employability Moodle as well as life experience. This report will describe the process of development, improbement and the gaps in the area of time management skills, team management and effective communication as set of the most marketable skills.
[bookmark: _Toc60587708][bookmark: _Toc60589866]Time-Management
Time management is the ability to organise the time in a productive and in an efficient way. Good time management is when the thing get done. ’’Being a student involves taking a lot of different task done: attending to lecturers and taking exams’’ (Morgan, 2017, p.50). Successful completion on one task requires good time organisation. Some of the most important skills related to the time management skills are prioritising, focus, organisation, scheduling and goal setting.
Prioritising is an essential skill which helps to organise space in a schedule. Good prioritisation helps to bring in order during chaos and helps to reduce the stress while making the best use of time and resource.
“Prioritisation is an act of decision of the selection of the goals which are more important than another goal (Morgan, 2017 p.57)”.”Working on highest priority goal first until you reach the goal or use all available recourses to achieve the goal” (Jo-Ana C. al. et. 2012 p.157).
Next skill that is important for time management is focus. Focus is a very important skill to achieve the goal. To stay focused means removing another’’ interesting’’ topic (Jo-Ana al. et. 2012 p 158).
Scheduling skills - are essential skills to plan and organise the time, point the priority and reduce the stress. There are two main ways to improve scheduling skills “To-Do List’’ and a calendar.
* To-Do List is the first way in which you can to organise these things. ‘Making a to-do list every day and crossing it when the job is finished helps to use time efficiently’’(Jo-Ana C al. et. 2012 p.161).
*Using a calendar also helps to map and reminding in long term planning.
Time management is one of the most important skills out there. According to my personal assets, I pose a very good level of time management. I know how to use my prioritising skills and how to organise the process to achieve the task. However it is still difficult for me to create boundaries and say ‘’No’’. Sometimes I leave my own plan to help others which makes it difficult for me to meet the deadline. I am also ready to work really hard to complete the task which is accepted as a very marketable skill. Most of the time, completing the task is related with stress management skills which I have to work on and need further improvement. Most of the time it is difficult for me to cope with the situation of organising time. The poor organisation sometimes is affected by my personal skills of perception which makes me late in some situations.
In the class activity I had the opportunity to use my management skills. As a first exercise I had to fill up the Eisenhower Method, which is a model about prioritising the tasks and duties depending on how important it is. I used my prioritising skills to prioritise and divide the tasks depending to the square they belong to. The first box I used my organisation skills to decide which skills are important and urgent. I had to prioritise my goal and fill up the box. I found it difficult to find difference between important and urgent where I can note as skills which need future development. I used my schedule skill to create a To-Do list and a weekly calendar. This was also a very challenging task to do because there are tools which help to organise in the environment around you in a long term. The time management skills are very important skills for academic and employability success.
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‘’Communication skills are consistently one of the most beneficial skill between the employees (Choren, 2015)’’.Communication skills are one of the most important skills which allows us to understand and to be understood by others.
‘’Communication skill is exchanging message information or ideas between two or more people’’ (Maund 2017, p.47). Communication takes place when the receiver understands the message from the sender. Effective communication does not happen overnight. There are several skills which help to communicate effectively .The first skill is interpersonal which helps people to communicate verbally and non-verbally. Interpersonal communication is not about what you said but is about the way you say it such as the tone of your voice, body language and gesture.
There are also three set of skills which are very important –verbal communication, non-verbal communication and active listening.
Verbal communication is a skill we use to share information with others. To communicate efficiently we use large set of skills like speaking clearly, listening and e.tc
Verbal communication is based on talking which is a skill of what you said and how you say that.
“Nonverbal communication is reflective as a body language without skill’’ (Maund al. et .2017, p.69).Nonverbal communication is a skill which depends on the facial expression, tone of speech and body movement.
Active listening is an important skill and is the ability to interpret a message in the communication process. Listening is seen as a key skill in the active communication. Listening is a very important part of the employability skill. Good listening skills can be considered as better communication, productivity and can increase more creativity and innovative work.
‘’Listening is not only physical ability of the nonverbal communication skills and helps you to concentrate to the verbal and nonverbal message and to understand the massage.’’(Maund 2017,  p.88).
Feedback
Giving and receiving feedback is an essential communication skill. ’’Feedback is any communication to a person that give them information on the way they are act.(Morgan 2017, p.67) .The feedback is communication in which you can receive some messages in order to improve behaviour or performance.
Written communication
Another important skill is written communication. ’’Written communication is a reliable and temporary document’’ (Arund &Khann al. et. 2016 p.14).The written communication is a process of creating message with symbols. 
Good writing skills help you to communicate to a large audience comparing with face –to-face or telephone.
Usually we use writing skills when we are preparing a note, report or a speech.  The writing report should be absolutely clear, easy to understand and follow. The report has to outline an issue to the audience.
According to my personal communication skills I can underline them as a strength. This strength is based on my wide work experience where I had the chance to use a lot of my communication and presentation skills.
During my course of academic and employability skills I had the opportunity to use my communication skills in different aspects such as using verbal and nonverbal communication. I knew how to use the tone of the voice as well as knowing how to create and sent clear message to my audience which I can achieve as a very good skill. 
Also according to the feedback provided from the lecturer, my body language skills are also in a very good level. When I was presenting I used my facial expression, my body gesture and eye contact to complete the massage. I always combined the verbal and nonverbal communication skills with an aim to create one complete picture to transmit my message to the audience.
As a weak skill is listening .Most of the time I only hear the information instead to listen which sometimes leads to misunderstanding in the processes of effective communication .Also another skill which I underline as a problem related to my listening skills is that I don’t use my focus skills enough. In the area of my listening skills I need further improvement and development.
Another weakness is my written communication .The English language is my second language and all the time I am aware of the possibility of grammar, spelling or punctuation mistakes. Especially when I have to write an academic report. The first time I met the standards of an academic report and essay in the course Certificate of Higher Education. I can conclude that I have progress in my writing skills for 1 year but I still need further development.
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Team-working is one of the most marketable skills in the workplace according to the National Association of College and Employers.  ’’Teams touch our lives every day and their effectiveness is important and beneficial in many different social aspects.’’(Kozlowski Steve W.J. al. et., 2006).Working with a client ,university ,leaders and another employees of the workplace can collaborate to complete the task and to build up sociable atmosphere. Company that develops very good team-skills is a very strong organisation.
Team skills are the ability and compatibility that afford to work with another groups and teams, on projects, meeting and another activity.
The team work skills are very important and they depend on ability to communicate, listen and respond. There are also many another skills like empathy, collaboration, awareness, organisation skills and feedback skills.
The ability to communicate efficiently is a very important team work skill. In the collaboration with others is important for discussion, sharing opinion and ideas.
The verbal and nonverbal communication is a crucial team skill. Also the listening skills help you understand each other. The empathy skills helps understand better the motives and feeling of the team member. Also the collaboration skill is important when the member of the team work together on the same task. It’s a key factor when you are in team to exchange concept; they collaborate together and help the same task. Giving and receiving feedback helps improvement between the team relationships. ,, Team can be deferent as a group of members who work together on the same task and aim is to provide excellent quality and service.’’(Sanyal, Mohamed Waniqque, Hisam p.15).
I have achieved good team skills by working together with other members of the organisation or group to complete the task .In the job, in the College and in the University I had experienced to work in a team. Some of my projects in the University I had to work in a team with more members which I found challenging. Because my communication skills are very good, communication between us was very good. When I had to complete a task in the subject (career development), I had opportunity to work on a project where I have to work with a partner and to write scenario for an interview. My good communication skills helped me to collaborate with my partner. I found that the listening part was more difficult because both of us don’t have the English language as our first language and there were some kind of boundaries in our team work.  As a plus I have a good level of empathic skills which help me to understand the emotional feelings of my colleagues. I was also open to prove and receive feedback to the lecturer about our project. I found out that as weak side my skills dealing with conflict and improvement on the skills dealing with stress.
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Conclusion:
This report presented my skills in the area of commination, time management and team management as well as my personal assessment on skills as strengths and weaknesses. Also how to prioritise tasks using scheduling skills via using different methods .These skills are very important for the future employability, academic progress and future development as they are seen as a priority.
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Time Management:_The Eisenhower Method
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