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Introduction 

The aim of this report is to analyse three academic and employability skills which I have or need to develop. These will be discussed from the perspective of an employer. The skills which will be evaluated are: problem solving, time management and communication skills as these skills are some of the most sought after for employees to have.


Problem-solving
Problem-solving is the ability to use information effectively to solve problems and it is a crucial skill in the workplace. Employers value greatly an employee who has this skill, mostly because it is very complex. They prefer employees who can deal with various problems both on their own and as part of a team. Having employees who have well-developed problem-solving skills is a big advantage for an employer and his company.
Problems such as a task being too difficult for an employee, the pressure of sticking to deadlines, not having a good work-life balance can affect employees’ motivation at work, therefore they need to have good problem-solving skills. If employers do not have this skill, various problems at work cannot be resolved on time, and this will lead to misunderstandings, arguments and stress. Many disagreements between work colleagues can be minimised by having good problem-solving skills. 

By having good problem-solving skills at work can help employees have less stress and conflict with their work colleagues and the chief executive officer. There are several stages when solving a problem: clarifying the problem, establishing causes, developing options and evaluating them and making a choice (Morgan, 2017). All these stages need to be followed in order. Good problem solving skills enable employees to identify the problem severity, analyse it and try to find various solutions. As a result, they will work more efficiently with their co-workers, partners and customers.

When solving a problem, it would be good to address the problem without creating a bigger problem. Knowledge and experience are important factors when it comes to decision-making. However, because people have different life experiences, they may try to solve a problem in a different way, which might upset the other work colleagues. This is why it is important to be open-minded and flexible. 

Problem solving skill is a crucial skill which is demanded continuously in each and every field.  As not all employees have strong problem-solving skill, it is important to provide resources which can help workers both develop some problem-solving techniques and use problem-solving skills at work.

I believe I have this skill because in my job a lot of unexpected problems occur on a regular basis, and, so far, I have been able to cope with all of them. As a result of this, both my work colleagues and my manager ask me for advice whenever there is a problem.



Time management

Time management is the ability of managing the time effectively so that the right time is allocated to the right activity. An employee who has good time management skills will be seen by an employer as being a reliable and efficient employee. Time management can have an impact on one’s performance and productivity in the workplace. It will help employees produce better quality work and meet deadlines. Good time-management skills at work will also have a positive impact on personal life.

Lack of having good time-management skills will lead to employees having too much work to do but not enough time to complete it. This will lead to stress, and, overall, will have a negative impact on employees’ health and personal life. 

It would be a good idea to stop procrastinating things because this will bring more stress. Prioritising tasks efficiently is one thing which can be done to avoid procrastinating things. A difference needs to be made between urgent and important things. Covey’s (1989) Time Management Matrix shows that ‘urgent’ means that the things require immediate action whereas ‘important’ focuses more on results. This is important to know in order to manage the time effectively.  A diary can be kept to keep track of the urgent, important and less important things. By having a diary, one can easily identify what they have to do and prioritise the things. At the end of the day it can be checked to see what has been done. The things which have not been completed can be rescheduled.  By keeping a diary, it can also be seen how much time is wasted on various distractions. 

Another technique which can be used is the Pareto Principle, which is also known as the 80/20 rule. This principle says that 20% of the effort account for 80% of results. Understanding this principle will help employees to prioritise their activities and tasks more efficient and not to worry if they do not complete everything written on their ‘to do list’.

Planning in advance is another good idea which will make the employees feel that they have control over their time. This is also recommended because it makes one think how they will spend their time and which things are urgent or important. In this way, one can be both effective (doing the right things) and efficient (doing them well).

Another way of managing the time effectively is replying letters or emails straight away or as soon as possible rather than postponing doing it. 
Time management skill is useful in any area of life. At workplace, it will help employees to perform various tasks on time, reducing this way their stress and fatigue. When having a list, it would be recommended to stick to it otherwise the time is wasted.

In this digital era, there are different computer programmes which can help you organise the time effectively or teach you how to do it. An example is the programme called ‘Project Management’, which is part of Office suit.

I believe I still need to focus more on this skill. As I work full-time, study and also have a family, I need to know how to manage my time effectively in order to avoid being stressed and burnt out. In order to be successful, I have to focus more on the strategies I have mentioned above. 



Communication skills
According to Maud, Schriek and Tinkler (2017, p.47), communications is “the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people”. 
The ability to communicate effectively at work is crucial regardless of the industry one works in. Having good communication skills will help people get a job easily, and be promoted and successful in their career. In this digital age, employees are requested to know how to use a computer and different programmes, send emails, use social media and handle phone calls.
Being a good communicator includes being a good listener. This is important because for a good listener it will be easy to understand what is asked to do. Attention needs to be paid to what other employees or manager say so that an appropriate response can be given. If something is not understood, clarifying questions can be asked to ensure understanding. A friendly tone will help the employees appear approachable and will encourage the other employees or customers to speak openly.
When something is transmitted orally to others, several things must not be forgotten. These things include: the speed of speaking, volume of speech, intonation or pitch (Morgan, 2017). Serious misunderstandings can occur when the speech is very fast or very slow. Talking excessively will make other employees become bored, and as a result, avoid talking to you. Talking too little will make the co-workers think that you are not an approachable person, so they also avoid engaging in a conversation with you. Whatever has to be said, needs to be clear and each word has to be enunciated. The best way is to use messages which are short and clear.
Having good communication skills at workplace will lead to a better collaboration among employees, and also employees and managers. If the colleagues will share their visions and ideas, it will become easier to use the right words so that the appropriate message is transmitted and is accurately understood.
Being confident when speaking at workplace will make the other employees believe what one says and follow what is said. At the same time, they are more likely to trust such an employee. Confidence can be shown by using a firm but friendly tone and making eye contact. However, attention needs to be paid not to sound aggressive or arrogant.
When disagreeing with other employees or the employer, it is a good idea to respect their ideas and opinions. When listening to others’ ideas, new ideas can arise which may be better and more useful. In addition, a new method of solving a task can occur and this will lead to changing the work strategy. Being open to listen to and understand others’ viewpoint is a very important skill at workplace which is highly appreciated by an employer. Flexibility and being open-minded are other characteristics which are greatly valued by an employer.
An important communication skill is being able to give and receive feedback. Constructive feedback has to be provided both by employees and employer. The importance of praise when giving feedback should not be underestimated because this will increase employees’ motivation. Listening to the feedback provided, asking clarifying questions and making efforts to implement the feedback are the three important steps which can be followed. 
Communication is a key aspect of teamwork or when giving a presentation. Those teams which communicate well can achieve more and complete their projects quicker than those teams which do not. New ideas are shared and learnt when communicating with the members of a team. When giving a presentation, the presenter has to speak loud enough to be understood by the audience but at the same time not to shout. The ideas need to be short and concise. 
I have good communication skills because I am able to communicate effectively with my colleagues, my manager and people around me and make myself understood. I tend to respect people’s opinions and I am open to their suggestions.


Conclusion
This report has focused on three academic and employability skills which are greatly valued by all employers. The importance of decision making, time-management and having good communication skills are essential skills in every job. By using these skills at workplace, the director, work colleagues and customers will be satisfied.
Learning problem-solving skills is important at workplace because all employees have to make decisions as all of them face different challenges. Wasting time on things which are not important then rushing through the important things would lead to failure rather than success. It is very important to be nice and polite when communicating with co-workers
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