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INTRODUCTION 

The purpose of this report is to analyse different academic and employability skills.
The skills which will be analysed are: Time Management, Communication, Listening, Writing, Note- Taking.
The reason why I have chosen to analyse those five skills is because I use them everyday specially at my workplace and I would like to improve my knowledge about them.


TIME MANAGEMENT 


Time Management is the way of organizing and planning the time to spend on a specific activity. There are two important rules which helps how to manage the time, first one is 80 -20 rules by Vilfredo Pareto which says to start resolving the most difficult task of the day first. The second one is Eisenhower method is about the importance of prioritizing the tasks, not everything that is urgent is important. 

A good time management at university is necessary specially for the assessments, most of the time all the assessments have the deadline the same week which means a good plan to get to finish them on time is very important. 
A good way to be successful managing the time at university is making a weekly planner and follow that planer day by day. 

At Workplace Time Management is very important for the business, planning the day, the week and how to reach the targets is required however sometimes is hard specially when few members of staff are new then is very important to start a training as soon as possible. Organization is the key of time management however is necessary to know how to prioritize things, not everything is always important.

I have this skill as my job is all about organization, supporting a team and targets to be reached, I would like to share my professional experience,
when I first start few years ago as a supervisor, I was not able to control everything at the same time, I learnt day by day at work making a lots of mistakes until I realized that the most important is to prioritize, once I knew that my shifts became much manageable. 

COMMUNICATION


Communication is a very important process of passing information and understanding from one person to another. Good communication skills are essential to understand information and to be understood however is essential to communicate clear and to use easy words while communication. It will be helpful to get feedback from the receiver at the end of the conversation to make sure it was successful. 

At university is necessary to have a good communication between you and your lecture, it is important to understand from the beginning the subjects, the assessments and the activities during the class however having a good communication with your classmates is important as there is the only way to get to know each other and work together as a team when is necessary . 

A good communication at the workplace is very important because increase relationships with clients which are important for the business but also between management and team, to build up a strong team is indispensable.
Using an effective communication, it improves productivity, management team can easily get to know their team and find the right position at workplace for them.

I need to improve this skill because most of the time at work I find difficult to get important information from phone calls specially from my manager and my area manager.
I consider this happens because I want to pay attention and to understand everything that at the end, I get stressed and that affects me.

I can improve my communication skill by communicating more specially by phone however I really need to relax before I pick up an important phone call, taking a deep breath and trying to keep calm during the conversation.
At the end of the conversation if I am still not sure or I have any other questions it will be very helpful to send an email and make it clear specially if the information it is important.





LISTENING

Listening is the ability to obtain and understand messages in the communication process. The key to an effective communication is listening, without this ability messages are hard to understand. Therefore, communication breaks down and the seder of the message could be disappointed.
At university listening skill is essential, students who listen in class attentively achieve better understanding of the content and concepts. When a student is effectively listening, it is much easier to remember information which it will be very helpful for the exams and assessments.
[bookmark: _GoBack]At workplace it is necessary a good listening skill as is one of the most important part of the communication process. It helps to understand and perceive the other person’s message. Positive relations ships at workplace which are very important for the business and for the team are created by an effective listening skill. However, a listening skill is important to get to understand the tasks at workplace day by day.
I need to improve my listening skill because sometimes I find difficult to understand an information from the sender. This happens because while the conversation occurs, I think about something else or I get easily distracted and I am not focus in that conversation.
To improve my listening skills what I should do is avoid all other distractions and give all my attention to the other person. 








 
WRITING 

Writing is the process of a communication by using letters of the alphabet, symbols, numbers etc. It is another way of expressing ideas, sharing information or just communicating via messages or emails. Normally for this process a pen and paper has been used since long time ago however nowadays it is more common to use a keyboard attached to a computer, laptop or mobile phone. 

Writing skills at university it is very important as allow students to express the knowledge during the academic year. It is necessary to have a clear and formal writing at university without misspelling. Having a good writing skill will be much easier for the student to write down assessments, take useful notes during the class and research, pass exams. All this it is the key complete a successful academic year at university.

At workplace writing skill is necessary as currently most of the communication specially for office jobs as most of the tasks during the shifts consists in communicate and resolve issues via email however for any others jobs it is essential as companies are using this skill to communicate or give instructions via email and messages with the workers.

I have to improve this skill specially because English is not my first language and I find difficult writing some words or expressing myself specially at work when I have to report an issue that happened in my shop and this has to be fast , it takes me quite long to find the words ,write down and send the email. I consider this happen because I miss vocabulary however, I can improve my writing skill by reading and writing more.



 










NOTE-TAKING

Note-Taking is the practice of writing down useful or important information from books, articles or just things that needs to be remembered day by day at home, workplace or in class in case of students. However, it is an important part of the research and study process, Note-taking is a beneficial way to learn because it helps to process information and link ideas, forces to activate your brain and maintain only the important information.
This skill is necessary at university because it helps to get the important information which it will be very useful to improve and develop new skills.
Taking notes while a student is reading or listening it helps to concentrate and understand the meaning of the context however it helps to maintain a permanent record of what the reading or listening it was about to and this is useful in terms of revising for the exams. 

At workplace note-taking is also important, not every situation at work requires a Note-taking but most of the time it does. It is useful to take notes during an important meeting or big conversations it shows respect and interest for the job.
This skill could be used during the shifts to write down the important tasks, clients, orders, standards … it helps to remember and to be organized. 

I consider that I have this skill , I usually take notes at work specially when I have to remember important things like dates of meetings , customers preferences , standards of the company as they are very important for the business , tips from my manager.
However, at university and during my research is when I take most of the notes, it helps me to remember the important information during my classes and my researches. 
















CONCLUSION 



During my research for this term I found very interesting to analyse those five skills which I chose.
I have learnt new important things which I did not have the knowledge at the beginning of this term. For example, listening skill is not just about hearing something from another person, it is very important for a good communication and understanding.
I enjoyed watching the videos in class about Eisenhower method and 80-20 Rule and after I included them in my assessment, this new skills are very useful, I will definitely include them in my routine at work, university and home however writing and taking good notes it is  necessary specially at university .
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