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Introduction
This report is going through my academic and employability skills. The report will contain the skills I have and the skills I will need to work on. Also I will be covering why it is good to have a specific skill and how to improve on a specific skill. The skills I will be talking about are communication skills, time management skills, leadership/management, problem solving and decision making and finally team working. I will be talking about these particular skills because we have done an in class exercise where we do a questionnaire and discover what skills we have and which we need to work on.
Communication skills 
Communication skill is where you use your skills to give or receive any information, which could be in a workplace or outside a workplace. Example of communication skill could be sharing ideas with your colleagues, discussing your feelings with a friend or family. Also there are many different styles of communication for example face to face, telephone, emails and many more. Indeed careers guide (2019)
Communication skill is very important to have as it will help you with your work life and your everyday life. The reason communication will help is if you can interact well with people you will come across confident and approachable. As in your workplace you will need communication especially if you want to be a manager or a leader, as you have to communicate with your colleagues and delegate jobs to your colleagues. Also in the workplace you will need to listen to the staff around you as they might have things to say or unsure about. Also depending on the job you’re in you may need to take calls, have face to face meetings so it is crucial to have communication skills.
I believe I have this skill because I am very good at listening to what people have to say and I’m good at giving feedback on what people come to me for. Also face to face with people I find it easy to communicate with as you can have a clear conversation. Another reason I believe I have good communication skills is because I work in a kitchen and to work in a kitchen you have to give nice, loud and clear instructions to people so they know exactly what they’re doing. Also when talking to customers I will talk formally and politely as this is the type of communication customers looking for. Not someone to be rude and inappropriate. 
Time management 
Time management is how people organise their time to go on with their everyday activity. There are two sides of time management good and bad. If you have good time management you would be able to go throughout your day smoothly and organised. Whereas if you have bad time management your day will seem hectic. Management study guide (2015)
Time management is really important to have because it will help with your lifestyle and work life. The reason I believe this is really important is because if you can manage your time right you would be able to do a lot more things in a short amount of time. There are different methods you can do to improve your time management, these methods are:
80/20 rule – the 80/20 rule is where you make a list of your 10 most important things you need to do. Then out of the 10 items you will choose two of the most important. By doing this you will do two of your main tasks for the day and the remaining task will be simple and easy.


Eisenhower method – This is another method which will help with time management. This method is also known as urgent-important method. This method helps to show you’re most urgent and important tasks and you’re less urgent and important task. This helps as you can prioritise your work by using this method. Eisenhower (2017)
I believe I have time management skill because at the moment I’m running a takeaway with my dad and going to university. I have to make sure I prioritise all my work before I go university. Then I got all university work to do. The way I’m keeping up with my tasks is by using the Eisenhower method and doing my most important and most urgent tasks first.
Leadership and management 
Leadership and management skills is when you have experience in a certain sector so you can use that experience to take charge in a team. Also it’s not just taking charge in a team also you need to be able to command the team and give orders for the final outcome to become successful. Also you will have to motivate a team, also you will have to be well organised and make your team organised to reach a specific goal at a time frame.
This skill is important because it makes you move forward in your career. It also gives you opportunities to take on a management positions at your work place if you’re looking for a promotion. Also this skill is important because if you open your own business you would have the ability to control your team the way you want done, and take charge. 
I believe I have this skill but I could improve it more. The reason I believe I have this skill is because at the moment I am working in my family business as a chef so I do have to take lead at times and make sure everyone in the kitchen knows what they’re doing, especially when it gets busy. Saying that, there are parts where I can improve for example sometimes in the team there might be conflict like I want something done in a specific way where the team members can’t do it rather than showing them I will do it myself. This puts a workload on me whereas the other team members stand around. This means if my leadership skills improve we would be able to do service where everyone takes part. Indeed career guide (2019)
Also I have read a book called leadership is what and I found out “Every organisation has its own unique culture and characteristics, and success depends upon one’s ability to work well within a very unique, dynamic, entrepreneurial, and ever changing environment.” Hancott (2017) This tells us each business has its own way of becoming successful.
Problem solving and decision making 
Problem solving is when you are in a problem and you have to think, how you would be able to come out of this problem. You will also have to try figure out the best solution on getting out of this problem. Also decision making is when you make the decision on what needs to be done. Also whatever results comes in the outcome it is because of your decision.
Also there are many decision we deal with throughout the day. Some decisions we make might not even matter too much like what colour top we out on in the morning. But some decisions we make can be important and long term like moving careers. So by learning problem solving skills and decision making skills we can make our decisions better. Important decision making can build our future, this means to make an important decision we should not rush into it as it will have an impact on the outcome. (Maund et.al 2017)

Problem solving and decision making is very important to have whichever position you may be in whether that’s at work or outside. The reason I believe this is very important is because in life we will have to make many decisions, that will have an impact on the outcome. Which means our decisions will have to be thought about rather than rushing into a decision. Also it is important because you might have a problem at work, and by developing your problem solving skills it will help you out with the problem you have at work. This is also important because if you are becoming a leader or manager, problem solving and decision making is crucial. The reason this is crucial is because you are going to face many problems which you will have to work your way out, for example two of your team members might have a disagreement, then it will be your job as a manger to make a decision stick with it and face the outcome. 
Personally I think I will need to improve on my problem solving and decision making. The reason I think I need to improve is because if I want to do something or get something I will always ask for approval before doing it. I would like to just make a decision whether I’m doing it or not without asking anyone. Also at work I need to improve these skills because I work in a kitchen and there’s lots of problems and decisions to be made for example sometimes deliveries are running late, telephones ringing, orders to be made, orders to be packed, all these problems and I will need to make decisions on which ones important and which ones I should do first. This can get very difficult at times, so if I can improve these skills it will help me run the kitchen and the takeaway much smoother.
Team working 
Team working is where you will work in groups and try and achieve a goal. Each member will have to play their part individually to become successful. If conflict begins to happen in the group and people start falling out, this might mean the group would not be able to reach the goal and become unsuccessful. 
This is an important skill because you will need to work in a group or a team weather its outside or in the workplace. By having this skill it will make you successful and stand out from the group. 
I believe I have this skill but I will need to improve in it. The reason I believe I have this skill is because currently I am working in the kitchen meaning you have to work in a team to make a successful service. 
Paraphrasing 
Paraphrasing is when you get an information which is written on spoken and put it in your own words, keeping the same meaning. Your dictionary (2018)
It is good to have this skill so you do not get done for plagiarism. To reduce plagiarism you will have to change the original words and change the order of now it is written but keep the same meaning.
I do have this this skill but improving, the way I am improving is through class lectures and continuing to paraphrase documents. Also my lectures giving me class exercises do to improve paraphrasing.




Summarising 
Summarising is when you get a piece of information and get the key parts of that information. You can also summarise when giving information to someone by just telling them the key points. Cambridge dictionary (2019)
It is good to have this skill because it saves time when you need to read long information, you can just pick out the important parts. 
I have this skill but I need to improve it, because sometimes I leave some information out as I am still new to summarising. Also my lectures giving me class exercises do to improve summarising.
Conclusion 
This report analysed some important academic and employability skills which I have and which I need to improve. This report also shows how important these skills are and what why you need to improve these skills in your workplace. Overall I think it’s important to have all of these skills and if you do have these skills it’s important to improve it. If you can improve these skills it will better yourself and make you more successful. Also it is important to have these skills if you are running a business or planning to open one up. As this will make you go a step further. Also I believe Team working skill is the most important skill to have in the takeaway business. As you will have to work in a team to give a successful service.
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