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Introduction:
The aim of this report is to analyse different academic and employability skills. The skills which will be discussed are time management, communication, team working, problem solving, decision making and leadership skills. Academic skills are those skills that we require to study and learn well in the university; they are key skills we need to discuss in class, go to library to do research, do our assignment and work with other students in class. Employability skills are skills that are needed to apply for jobs and keep a job; these skills are required by employers. Most of the academic skills used in the university can also be employability skills, for example, time management and team working skills. 
Analysis:
Academic and employability skills analysed in this report can be put in groups such as basic skills, thinking skills, people skills and personal qualities. As student and worker, I have developed some academic and employability skills and there are other skills that need to be improved. 
Time management skill: Time management is the ability to organize and manage your time when doing different things such as going to school, studying and doing tasks when you are at work. According to Morgan (2017, p.50) time management is simply ‘our ability to use our time effectively’. 
I have developed time management skill and has been using it to manage daily activities like attending school and going to work. I use different tools to organise, plan and manage time such as the phone alarm for wake up, school timetable, diary to write down what things to do in the day and write down own study plan; then follow this plan so nothing is missed or run late. To improve this skill, I will learn how to use electronic time management tools such as Microsoft calendar.
Time management is important as an academic skill used in the university. For students this skill is important because students have many activities to do in a day such as attend lectures, do class assignments and engage in other things in school. As an academic skill, good time management can help achieve more things quickly, it helps students have less stress because they can plan time to study, time to revise and time to do assignments to make sure deadlines for submitting assignments are met and meet other academic activities. 
As an employability skill, time management is important because you learn to divide your time at work in a way that you get more done in less time, complete tasks on time without you put yourself under too much pressure. Time management can make an employee look good in the workplace because the person is organised and this increases opportunity to be seen as reliable. Poor time management in the workplace can make it hard for colleagues to take you seriously, you can miss important meetings and others may not want to work with you (Morgan, 2017). At work also, time management skill is used to plan different tasks of what to do every day and complete them on time. 
Communication skill: Communication is about how to give message to other people and the person you give message understand you well. According to Indeed job website communication skill ‘are abilities you use when giving and receiving different kinds of information’. Communication skill can be verbal, that is when you speak or non-verbal, when you use body language (indeed, 2010). Effective communication can affect other areas of our activities such as our ability to lead others, to work in teams and ability to work with people from different cultures (Morgan, 2017). 
I have some communication skills such as writing and good non-verbal communication skills but need to improve on the different parts of this communication such as verbal communication. For some students English language is not first language, and this can make communicating to fellow students, teacher and colleagues at work hard because some students or employees do not have right words to use to say things exactly how you feel or think so people understand what you mean. I will improve my verbal and non-verbal communication by listening to other people, watching them to see how they do things and using dictionary or Google translate to learn new words and how to use them in making sentence. Working in teams with fellow students and colleagues can also help me to improve the verbal and non-verbal communication.
Communication skill is an important academic skill used in the university. Students need to participate in lessons, group and other activities in school, and this requires having good communication skills to pass information correctly to fellow students and work in groups by speaking and writing to them. Also, non-verbal communication is an important part of how we communicate with fellow students. It is important to make eye contact, use good tone of voice, smile, sit well in class, use our hands and give people space to make others get message about how we feel or what we think. 
Communication skills are also important in the workplace because the employee may need to work in teams and get messages across clearly. Not having good communication skills at work can cause problem between colleagues if the message they send is not clear or received incorrectly.
Team working: A team can be defined as a group or groups of people that come together or exist to achieve common goals or objectives in an organization or setting (Kozlowski and Bell cited in Griffiths and Dunham, 2017). Team working skill is to be able to work with other students and colleagues in the workplace in a team to complete tasks or achieve goals. 
I have developed this skill from working in different teams at work and in the university. This skill is important because we are doing and working with others every time in school and in work and if a student or an employee cannot work with others, it will be difficult to get things done. When working in group team activities, I have tried to be a good team member by be patient, ignore some things and say sorry when I do wrong
Team working skill is an important academic skill. In school, teachers ask us to work in groups or teams to complete activities or assignments. If a student cannot work with others, then that student cannot do the task alone and can fail assignment.
In the workplace, team working skill is important because the organization require everyone to work to achieve same thing and this is not possible without teamwork. According to Morgan (2017), teams fail when people in the team have different or personal agenda different from the team, when the role of team members are not clear, having different personal conflicts, bad leadership, lack trust or even not willing to accept mistakes or change when things go wrong.
Problem solving skills: Problem solving skills is the ability to handle difficult situations or remove something that is making things not to go the way we plan it. There are different processes used to solve a problem in a clear way. One process according to Morgan (2017) is to be sure what you want to achieve, find out what is causing the problem, look for different ways to solve the problem and decide what to do. 

I have problem solving skill but at a low level that need to be improved. To improve this skill, it is most important I learn from past mistakes and think about problems properly before making decision
Problem-solving skill is important for students as in school, problems can come when something you didn’t plan happen. For example, students can have a problem when a team member that was supposed to be part of presentation did not come to school and did not handover their part of the task. In that case, it is important to follow the steps in using problem solving skills which is to define the problem, check for how to solve, choose the best option to solve and use the way you have decided to solve the problem and the best option can be to call the student that is absent to send the task by email.
In the workplace problem-solving skill is very important as a business can have a problem in the workplace or with customers. According to Indeed recruitment website employers look for employees who can stay calm in difficult times and solve a problem without fear (2020).
IT skills: IT (Information technology). IT skill is to know how to use computer programs in our everyday life. It is not only about be IT expert but these days it is about knowing how to type with computer, make emails, use phone to work and many things. 
I have developed some IT skills but at a very low level which need to be improved because some tasks are difficult for me to do with the computer. For example, it is difficult for me to do some things on Excel and PowerPoint now, but it is improving. There are many ways I can improve my IT skills these days, for example using YouTube videos I can learn how to do most things and practicing every time is helping me improve.
Student in the university use IT skills to make efficient use of different equipment to learn in class. One example of use of IT skills now is the situation in the school because of the Corona virus pandemic. Our university is closed, and our teachers teach us online. I have used IT skill to learn online lessons, do assignments and prepare presentations for group activities. but the level is still low. 
In the workplace, IT skills are used in different tasks such as manage files, send work emails and share information with teams. Employers now consider IT skills as a key skill because most of the tasks at work are done using the computer and if employees do not have this skill it can make getting a job difficult.
Personal Development Plan (PDP): To improve the skills that are low and to learn new ones, it is important to have a PDP (personal development plan). This is a personal plan for students or employees to write down the skills they want to improve, the activities to do to learn them and the time to finish the tasks in the plan. This will help the student or employee to organise and look for those things needed to support the plan like YouTube videos, class lessons and colleagues or fellow students that can help you.
Conclusion
This report focused on different academic and employability skills such as time management, communication, team working. Problem solving and IT skills. The report discussed the importance of time management in working effectively, communication skills in passing information correctly and team working in achieving goals. The report also, pointed out the need to follow a process when solving a problem and the importance of IT skills in today’s world. Finally, the report identified other skills that need to be developed or improved and how to do that using the personal development plan (PDP).
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