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Introduction: 
The purpose of this report is to analyse my academic and employability skills. I will be focusing on few different skills such as, time management, communication, team working, leadership, decision making and problem solving. I will be writing about the skills as to why they are good to have and if me, personally have this particular skill or not and if I do how I can improve.

Time management:
Time management is the process of organising and planning how you use your time on the things you have planned and how much time you spend depending how big or small it is. If you have good time management skills you can get stuff done and have plenty of time to relax and use that time on family and friends. In this class I learnt that doing the most important thing on your list first so you can achieve all the other tasks too. I think I have very bad time management skills as I tend to do things last minute even if I know It is important, I than start stressing and use that time to get stressed rather than getting it done. I have tried to use the skills I have learnt in class about time managing at home, which has improved my time management skills. 
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Communication:
Communication is to able to convey information to one another efficiently that includes good eye contact, language and your tone of your voice. It is good to have good communications skills for professional and personal life. Good communication skills is not just about speaking it is also about listening if you listen you can communicate better because you will know what you’re speaking about. Communication is key everyday example: giving out important orders at work you need to make sure you give clear instruction as if you don’t communicate properly it may affect your work. I have very good communication skills as I have two small children and I know if I don’t communicate clearly my children will not listen to me they have given me plenty of practice. I also have to communicate with their dad about the children, I do this via phone or face to face. I have worked in office based work in my past and I did training on how to improve communication skills.

Team working:
Team work is working with a group of people and everyone cooperating with each other using their own individual skills and also giving constructive feedback. To have good team working skills you need to make sure you have good people skills and you listen to everybody’s opinion and can take constructive criticism. Working in a time can cause conflict between each other at work or even  doing group work in class, especially if you have a group of people with big personalities you may clash but it is good to take some time out while working in a team especially if it is going to cause conflict. Listening to each other and communicating clearly can make a very good team. I work well in a team as I can get along with people easily as I also have good communication skills. I can get frustrated sometimes if I don’t think people are listening to me but I do make sure my opinions are heard whether they are right or wrong furthermore I am ok with taking constructive criticism as I believe everyone can always improve on themselves.

Leadership:
Leadership is leading and taking control of a group of people or an organisation. Being a leader you need to be confident in yourself in what you do. For example when leading a group of people you need to have good communication skills. As a leader make sure you listen and that the group of people you are leading are clear. You also need to have a good and professional relationship with the group you’re leading as you know what skills abilities they have on the task you set them, they need to feel as though they can come to you confidently if they occur a problem or having difficulties on doing a particular task. I do have good leadership skills as when I worked in retail I had to train new members of the staff but this was basic leadership role. I do not think I am as confident to take a leadership role as it can be very intense and requires time and patience.






Decision making:
Decision making is a skill of making important decisions at work or your personal life. Decision making is a key skill in the workplace for example when hiring new people or if you are firing someone. The decision you make impacts everything whether it’s a right one or not you make the final decision. Decision making does not have to be that intense it could be something like who’s throwing the bins out today but it still makes an impact because if no one takes the bins out the whole house will smell. I have good decision making skill at home as I am the only adult at my house, for example making the decisions to pay the bills do the shopping and even when my children are fighting how I come to do decisions on what to do about it. I have not had to make any major decisions when I did work but I think everyone is a decision maker somehow whether it is for work or personal life. 

Problem solving:
Problem solving is finding solutions to difficult issues. Identify the problem and then determining the cause of the problem and plan how you can solve the problem effectively. Problem solving skills is important at work and as individuals, fixing the issue. If you have god decisions skills you may be good at problem solving as I believe these two skills are very similar, if you are good at decision making, most decision  making are positive so that connects with problem solving.  I also believe problem solving connect with leadership as if you lead a group you most likely have to do a lot of problem solving which may be with the team your leading or a particular task that you and your team are facing, if you are a leader you may try and solve the problem with your team which also connects with team working skills I am very good at solving other people problem than mine I believe when you’re thinking outside the box it is easier to solve. In professional manner I’m not sure how confident I will be at problem solving but I would like to improve problem by following the easy steps such as identifying the problem and evaluate the options and see which one fixes the problems.



I will be writing about paraphrasing and summarising and what it means. 

Paraphrasing:
Paraphrasing is when you take a passage and you re word in to how you understand but making sure you express the original idea. When paraphrasing you need to think about plagiarism, so when you are paraphrasing you need to make sure your wording is not too close to the original text as that could mean it is your own work but really you copies most of what someone has written and that is called plagiarism. Paraphrasing is important as this shows you understand the passage to write is it in your own words 

Summarising:
Summarising is a when you give a brief statement of the main points. The purpose of summarising is good for memorising what you have learnt. Summarising is ignoring irreverent information and just focusing on the important bit, the best way to summarise is to read the passage and then underline or highlight the main point and then take the main points and write them.


Conclusion:
[bookmark: _GoBack]This report analysed some academic and employability skills such as time management, communication, team working, leadership, decision making and problem solving. I realised most of these skills connects with each other, so if your good in leadership skills than you will be good at problem solving, decision making and also team working.  I wrote about what they are why it is good to have them skills and I also if I have those skills or not. I also wrote about paraphrasing and summarising, how to and when to use paraphrasing and summarising. 
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