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The purpose of this report is to analysis academic and employability skills.  The different between academic and employability skills, how to develop the skills through several different processes (e.g. gathering information and knowledge in in different ways). It also analysis team working, leadership, communication skills, problem solving, time management paraphrasing in Harvard style, referencing, summarising and presentation skills. 
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 Time management is the process of establishing and planning how to divide your time between several activities by focusing on specific ones. Plays a very important role on our day to day life. It is necessary for workplace, business, personal, studying, and general lifestyle. It is a significant thing to have a good time management skill. The idea of time management is not very difficult but it’s very hard practice, it requires to devote a little time and energy to prioritize and organize task. To understand the key idea of time management is to recognise the different between urgent and important, urgent tasks require immediate attention but does not matter if you give them the attention. Whereas important tasks matter and a serious consequence may happen by not doing them.  It is vital to have a good time management skill, when you get good time management or good skills on how to manage your time it will make you a world class leader, work smarter and be successful. How we use our time depends on the skills we learned through self-analysis, planning, evaluation and self-control. Time management is a necessity as time is the most precious thing in our planet and will increase efficiency, effectiveness, productivity and help us to accomplish tasks on the expected time with quality and increase our work output, have more control on ourselves and our jobs by saving time.  Skills to help us improve our time management are;

· Planning skills 
· Organizing skills 
· Management skills 

Planning skills.  Help us to plan our day ahead by prioritize the task to work from calendar or by writing down our to do lists. make plan and try to identify your most important task and do it always carry on notebook and put your plan there and follow your plan, sometimes you have to say no for the other things or for more tasks when you cannot manage it. 

Organizing skills, organizing is very important and will help us to use our time properly and efficiently.  By organizing our self, we can plan our work and manage our time.

Management skills are essential for any leader, by managing our time effectively and efficiently we will be able to use time appropriately.
Hence it is very important to have a good time management skill it assists to use the time properly and plan the day. Having a good time management skill will reduce stress, it teaches to have self-discipline, help you find the free time by accumulating extra time throughout the day to use later for relaxing, and will make you become more successful in career. Before I start this course, I was not good on my time management, but now I have learn and gained a lot of skills and experience on how to use my time properly, organizing myself and planning ahead on my day by writing a to do list or using calendar. This course also helps me on my work area to prioritize things on time to organize my work through the day, manage my time properly so that I can be a role model for other employees. 

[bookmark: _Toc28807550]Team working 

is when workers combine their individual skills together to achieve common goal and are skills which help us to be successful on the work environment.  Team working is vital in workplace and employers, as teams are basic organizational unit within many companies and assists to work effectively in an organized group. Some examples of team working skills are communication, problem solving, reliability, decision making and planning, listening, conflict resolution. Team working skills help to create a teamwork environment by encouraging an atmosphere that raises friendship and loyalty, motivate employees to work harder and be supportive to one another. To be a good team plyer  we need to learn to lead by example, learn to respect others, appreciate others, encourage people to do better, learn to give a good feedback, work in unity to overcome weakness, and demonstrate most ideal team behaviour by working hard, have good communication, be punctual, have a mutual understanding, respect and politeness, efficiency and productivity. Team working skills assist me in a lot of way on my work.  
  
[bookmark: _Toc28807551]Leadership 
Is encouraging and helping others to work actively towards objective. Performance of an individual when directing the activities of a group towards a shared goal and when the person influence others to work together willingly on related task to achieve common goal desired by the leader. Leadership helps to set goals by providing guidance to a group by acting as a leader for the followers, and by representing the group to his superior, develop team spirit, motivation and supervising guidance by instructing to do the work effectively and efficiently. Some of the leadership skills are inspiring others, creativity and innovation, hardworking, commitment and passion, honesty, ability to deal with different type of problems, integrity, accountability, and decision-making skills. Leadership is all about having vision and communicate that vision effectively by inspiring others. I will improve my leadership skills by following the steps I have learned with the other skills. 

[bookmark: _Toc28807553]Problem solving skills 

Is important for both individuals and organizations because it allows to control over our environment and give us mechanism for finding this thing figure out the way to fix the problem.  By identifying, evaluating, execute and re-examine the correct problem to reach a solution we can have a good problem-solving skill which help us to be a good team player and simplify things by thinking laterally.
[bookmark: _Toc28807554] Presentation skills 

Are skills we need to deliver effective and attractive presentation to a variety of audience that cover areas on how the structure, the design of slide, body language and tone of the voices to attract the listeners. Effective presentation skills will help the presenter to communicate with confidence and help to keep the presentation interesting and motivate the listener. 
[bookmark: _Toc28807555]Paraphrasing 

Paraphrasing means using your own words by changing a sentence into a different sentence by keeping original messages and taking information and presenting it in a new way using our own words and sentence structures. When we paraphrase it gives us a deeper understanding of the source the topic we read about and show we can think critical about the topic. Paraphrasing needs to dig deep on the topic and rearticulate in a new way by maintain the original information. Paraphrasing error can lead to unintentional plagiarism. knowing how to paraphrase will make us better on writing papers we use three ways to paraphrase.

· Find source 
· Summarize the source by putting it in our own words 
· Cite it by letting the readers know we got the idea from someplace else

[bookmark: _Toc28807556]Decision making

Decision making is an ongoing process of identifying problem, gathering evidence, selecting alternative to solve the problem and make decisions. Managers or leaders make different decisions based on the role and position they have. For example, if we take the hierarchal stricture of organization, top management make decision on planning, policies, investments, middle managers and leader is also make decision on the implementation of plan set by top management. Lower level, supervisor and team leader make decision on the day to day operation of the business. To make effective decision leaders have to follow the following steps-
1. Identifying the problem need to be solved. Problem should carefully identify and evaluate by probability, size, effect on the goal. Wrongly identified problem leads the decision maker to make ineffective and wrong decision. 
1. Collect relevant data about the identified problem.  Gather information from internal and external source, make evaluations and researches, use expertise, 
1. Identify course of activities or alternatives- based on the information we collect we identify possible activities or alternatives to solve the problem.
1.   Once manager or leader identify possible alternative and should make analysis, compare evidences with industry rate, benchmarks and standards. 
1. Select best alternative- based on the analysis manager select best alternatives to solve the problem. This process is choosing best course of activist and make decision on selection is also type of decision. 
1. Make action- based on the decision made, manager or leader make plans of activities to solve the problem.
1. Review or monitoring the decision by evaluating the above processes by asking did the problem solved? If the answer is no, start the process from the beginning. 

As a manager in JD weather spoon for the last three years I have decided on lots of issues regarding recruitment of staff, monthly sale plan, cost minimization and stock controlling. To do this first I have to identify problem and evaluate by size, probability and effect on the company through gathering and getting information from company information system, interviewing staffs, analyzing the problem physically by asking what happened, why it happened, date and time happed, where it happened and decide and select best alternative by using my three years managerial experience, discussion with horizontal and vertical managers and also staffs. And then plan activities to solve the identified problem. Am gaining managerial decision-making experience through my three years managerial position. 
         Summarising 
Summary is a short conclusion of the whole content of report, literatures and lessons. To make summary of articles first read and understand the whole content and then identify the most important ideas from each content by taking note and write it by own words. Summary describe the large volume in to in a short sentence that help the reader to save time to find the most important ideas from the whole content. Summery should not be detailed and vast. Summarizing is taking a lot of information and creating a small version that covers the whole point.  In my workplace on the managerial position I used to summarize the full content of meeting, discussions, work instructions that helps to memorize the whole situations. Now after I get this lecture and took this course, I got better understanding on how to write summary on easy wiser. 
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