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Introduction 
In this assessment I will talk about the academic and employability skills and how they are referrer to communication skills, time management and few more etc, in this assessment main point is to talk about how communication is good for the academic and employability skills not just communication but also time management and many more, this is good for many companies such as Indian restaurant or retails jobs.  This is good for me because use communication in my work place and time management too. 





Communication 

As we all know that communication is to talk to someone or could be your friends or families perhaps but yeah communication is basically for talking. The definition of communication is the ability to convey ideas or you can share that ideas of you to other people if you wish too.  If you have good communication is good because you know how to talk to people in well manners and how to reply to them well and that way your communication won’t be lacking anything if you know how to talk to people and handle any types of situation that you may encounter in the near future.  So, having good communication is good even for your work place because as I said if your well manner you can talk to other people rather than your friends and families. I use communication during my work hours because I need to communicate with my colleagues also the consumers, this is good for me because I know how to talk to the consumers in my work place. 
Communication is the ability to convey the information to another person effectively and efficiently. This can be used in the businesses such as retails or restaurant and this helps the businesses with none-verbal, verbal and written communication skills which shares the information between people within the companies. 


There are many types of communications such as the following…
· Communication 
· Verbal- communication 
· None-verbal communication 
· Visual communication 



Time Management 
What is time management, well time management is that something you keep on track or go on time to work for example.  The definition of time management is the ability to use time effectively especially during school time because you don’t want to be late for your school otherwise you might get for your school.  Time management is the process of organising and planning your time and how to divide your time between a specific activity such as you are playing football in your spare time and how you are managing your own time. 
Good time management allows you to work smarter not harder so that you may have more done in less time even if your time is so tight and pressure are high but failing to manage your own time damages your effectiveness and causes stress.  Unfortunately, there is not enough time a day but since we all have 24 hours so why is some people take less time of achieving more things than other people and yet they still have some time to spend with their friends and families. 
What is time management well as I said the ability manage your own time like organise and plans your time and how long you take on a certain task for example you need to do Landry.  Time is so essence because you or me don’t that much time to do something because something always come up and you get frustrated because you wanted to meet up with an old friend of your but yet you couldn’t meet him because you didn’t have that time or couldn’t meet him because something came up and it was an emergency and you had to leave, that a shame, so whatever you do just make sure you always organised before you go somewhere or a meeting. 

A good time management including the following…
· Greater productively and efficiently 
· Better professional reputation 
· Less stress 
· Increased opportunities for advancement 
· Great opportunities to achieve important life career goals 
· 
Failing to manage your own time including the following….
· Missed deadlines 
· Inefficient work flow 
· Poor or lack of work 
· Poor professional reputation and stalled career 
· High level stress levels 
These are the failing to manage times so therefore you need to improve them by learning techniques of time management such plan your day, to do the list,  simplify how you do your work and work smarter, if you can do this then you would improve your time management and have more time to spend with families and friends. 
This is a time table chart tool used during your weekly planning and organize your time. 

	Times 
	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 
	Saturday 
	Sunday 

	7:00am
	Working 
	Working 
	Working 
	Working 
	 
	
	

	10:00am to 1:00pm 
	lunch 
	 Lunch 
	Lunch 
	 Family
	Personal time 
	 
	Free 

	2:00pm to 4:00pm 
	Email work 
	Email work 
	Email work 
	 Email work 
	
	Gym and fitness 
	Free 

	6:00pm to 8:00pm 
	Tea 
	Tea 
	Tea 
	Tea 
	Off 
	Off 
	Off 

	9:00pm 12:00pm 
	Dinner 
	Dinner 
	Dinner 
	Dinner 
	Dinner 
	Bedtime 
	Bedtime 

	5:30am to 8:00am 
	Wake up 
	Wake up 
	Wake up 
	Wake up 
	Wake up 
	
	Free 
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Problem Solving 

What is problem solving well, problem solving is when you help someone who may be in trouble with something such as money but of course you will help that person because he/she is in trouble and as human being you cannot ignore if someone is in trouble like help that person with that the problem. The definition of problem solving is the finding a solution to a difficult or complex issue such as money. We face many problems during our day to day basis of your life. Everyone can benefit from having good problem-solving skills such as coming up with ideas fast and quick. Some of these problems are more complex than others. This would be wonderful to have the ability to solve all the problems efficiently and timely without a difficult but sadly no way all the problems would be solve. 
Doesn’t matter how well you are prepared for your problems but sorry to disappoint you there will be elements of surprise for you such as something else just came up. We all make common mistakes in problems solving and trying to find a solutions quick and fast way to solve the problem. Problem solving can be solved any place such as work place.  Problems solving also relate to decision making because while you trying to come up with ideas fast and quick therefore you don’t ned to worry if the problems are solved fast and quickly, weather is your work place, school or university but the faster are the problems are solved is better for you as well because you may have spare time in your hand to be with your families and friends. 
Here are some of the various ways of problems solving including the following…. 
· Identify the issues/ be clear about the problems are 
· Understanding everyone interests/critical steps you may be missing
· List of possibilities of solutions/ create a brainstorm 
· Evaluate the options/separate all the evaluation of the options of the chosen sections of options 
· Select an options or option/what is the best solution or balance or more satisfactory option 
· Documents agreements/ don’t all always rely on your memory because you cannot remember everything 

Listening Skills 
Well listing skills, you could say that when you talk to someone and that person  is listing to you that is listing skill, buy doesn’t stop there what if  there are more people in a group, it would be hectic right, well yeah because you cannot hear a person when that person is talking to you because its so load and can’t hear a thing because of the noise in a big group of people. The definition of listening skill is the ability to pay an attention when someone is talking to you and what other people saying. 
Listening skill is the key to all effective communication such none-verbal communication, time management, problem solving and many more. If you don’t listen well then you may not hear what other people are saying and easily misunderstood in a result, that may cause problem because you didn’t focus on that person so therefore you won’t able to say anything and the message he/she was trying to make to you but unfounately that didn’t go as plan and therefore the message came blur to you or breaks down the message but as result it became irritated and frustrated with that person that you where communicating. If there no communication between you and that person you are talking to then you should consider of mastering your listening skill as result. Listening skill so important in many ways such as when you at work, you fail to listen to a consumer or colleague of your then this may cause problem for you because I am sure that person got irritated since you fail to listen to that certain individual. 
As I said listening skill is important because some of the top companies provide their employers with listening since that the employees have poor listening skills. So some of you my think that listing is same as hearing well sorry to say this but is not, therefore listening means that you are paying an attention not yourself but as well in a group and that person is talking the way that person using languages and tone of voice, meaning of this, because he/she using body to move arounds which means that you should be always be aware of both none-verbally and verbally messages. What is hearing, well when you hear sounds such car horn or bus beeping which means it enter into your ears, moreover it doesn’t mean that you have hearing problems because you can hear which means that you have good hearing skill not many people can hear from far distances which means that you can hear automatically that is the fact that you have good hearing.   

What I Need To Improve
What I need to improve, well I have few such communication, time management, listening. So how can I improve communication well I should focus on what other people are saying and listen to them what they had to say. Communication is important because where I work, I use lots of communication during work time and I have improved because now I use more communication than I used to before. My definition of communication is when I am talking to my friends, families and consumers because this is required for the company I work for. 
I need to improve listen skill because I lack the listening because I fail to listen to my colleagues or even consumers sometimes, therefore I need to pay attention to the person that I am talking to and listen to that person well. My definition listening skill is when I listen to my colleagues and friends. 
I need to improve time management, therefore I need to manage my own times and deals with other things such as doing an assessment but unfortunately didn’t have the time to do it, therefore I need to manage my own time better and safe more time and the spare time I have I can spend with families and friends. Therefore, I will plan my time management and make a time table and use that time table to establish more time.  
 My definition of time management is being on time for everything such as going work on time.
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