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As a society, we learn how is important to possess or learn new skills that could boost up our lifestyle and the challenges we face every day. Acknowledge and try to develop those new skills is really the beginning and key of success of your goals and it has important impact.
The purpose of this report is to analyse and explain my own academic and employability skills that I have and simultaneously trying to improve. In the following pages I am going to mention of the main skills that I have needed to improve in order to achieve my own personal targets in my university and workplace. 
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London is a multicultural city, full of potential with more than 9 million population and nearly 270 nationalities and almost 250 languages are spoken, making the capital the most linguistically diverse city in the planet. Working and studying at the same time in this very busy popular city I must have and develop at least very vital skills. These following mainly essential skills could help me to achieve my goal in my university and workplace.
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People who are successful both in academic and workplace manage their time effectively so the right time can allocate to the right activity. Managing time is very important skills especially when you live in busy city like London and could be very challenging. According to Brayan Tracy from the book, time management, better you use your time, the more you will accomplish, and the greater your rewards will be.

My university in central London and to travel from my house which is in the south west of London has taken me more than an hour. I have been late the first two weeks of class and I was trying to improve my time management and I have learn managing my time effectively could maximize my productivity. 

I believe that I have time management skill and I just need to keep develop by doing this few step. First, I must prioritize my tasks by numbering them in order of importance. Getting up just an hour earlier I can make a big difference in how my day is structured so I can have more time for my unplanned emergencies such as train delay or bus delay. Mobile devices like email, text, phone calls and social media can be a distraction when they are not being used for anything productive. By doing these few steps could help me up to be successful in my class lesson and workplace. 
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Communication skill is the process of exchanging information, knowledge and idea between two individuals and the goal is about to understanding in manner and clearly possible way to each other. Effective communication skills are fundamental and vital to success in many aspects of life. According to Peter Morgan from chapter communicating effectively, communication skills is very important not only linguistically but even physically such as facial expression. 
For example, as I mention earlier London is very diversity city and you need to deal with different background people who might not understand or speak English so might need even nonverbal communication could at least help them understanding.
In my university is very essential to have communication skill so you can able to communicate effectively with the teachers and your classmate so you can understand the subject and what you suppose to do, It makes easier to achieve and guarantee to pass the year academic with impeccable manner and grade.
I have been working as a customer service in retail for more than three years and it has been very useful experience which I have learnt and developed so many skills including communication skill. Serving different customers everyday has made me realise facial experience, professionalism approach, manner, understanding and good verbal language is effective way to communicate.

[bookmark: _Toc39502968]Leadership 

The great quote from article of Ajit Sharma, Leadership is a matter of action not a position. Many people they confuse leader with leadership because leader is an individual who has been chosen by a group member as having legitimate position of power or authority, but leadership is the process of influencing the group to help it reach its goal or target. Leadership skill require loads of patience, confident and communication in order to share ideas. Leaders must be able to put a plan in place and must have vision. In order to possess leadership skill, you must be a good listener who will understand his team and able to take criticisms from anyone and find a way to resolve problems or find solution.  
The leaderships in both academic and employability skills require the maximum attention, good communication skill and understanding of each people opinion so therefore you can provide good leadership. In workplace being leadership is mean taking full responsibility of each colleagues and customer satisfaction. It is your responsibility to provide good customer service and good feedback for the business. Been leadership is mean been the icon of the business.  
I have learnt leadership skills require a lot of skills such as speaking, listening, organisation and working under pressure and so many other skills. I do not think I have enough or full leadership skill right, but I am willing to develop that momentum in order to achieve my long-term goal. 

[bookmark: _Toc39502969]Organisation 

Organisation is very essential in both academic and employability skills, in order to be successful in academic, workplace and in your daily life you need to be precisely organised. According to Oleg Konoval from book of Organisational Anatomy, Organisation is very extremely important skill that could make your life easier, if you have organisation skill you will be possess automatically other skills unintentionally such as time management skill or teamwork because it is a complex skill. Let say in order to be in a particular place in a particular time you need time management skill but to manage that journey you need to organise it. 
In academic, been disorganisation could lead serious consequence of failures of the kind of not being on time, lower grades, not paying attention and waste the academic year. For example, the importance of organisation skill is that you will not work harder and will not miss time to submit your work.
I am trying to develop this organisation skill more and more everyday so therefore I will be more focused to achieve and be able to prioritise my targets and tasks. In order to develop this skill, I need to practise and operate everyday so it could be a habit. It is very essential and necessary skill in life that could set and achieve any goals effectively. 

[bookmark: _Toc39502970]Problem Solving 

Problem solving skill is all about analysing and understanding the obstacle and find a solution or resolution that could prevent to occur the obstacle again, to become a problem solver you need to control your attitudes and your thoughts the way you approach each problem as it occur. Once occur the problem or the obstacle, all you need is to concentrate your energy on what can be done to solve and resolve. A quote I have read from one of Lewis Ashman’s articles, those who are not problem solver, let the obstacle simply block their path. 
In workplace and academic the problem-solving skill is very vital because it will help you to surpass your obstacles. Once you only focus on finding solution and only talk about solution in workplace or class the quicker you will come up with solution and that makes easier to be successful. In my workplace being problem solver is a combination analytical and creativity thinking. To be employee you must have this skill because the employer priority is to help his business by looking a problem solver that will probably occur problem in the future.
We have problem most of the time and the earlier we face them the easier they become. In order to keep this skill, we need to operate every time. I have learnt this skill in my workplace by trying to find a solution for customer who were struggle and could not find the product, I suggest them an alternative product by doing that I have satisfied the customer and I find the solution.

[bookmark: _Toc39502971]Team working

Team workings skill is a group of people who share the effort to achieve a common goal or task. This skill is very important that requires load skills including those skills that I have mention such as communication, leadership, organisation and problem solving, in order to obtain a effective team working skill you need also personal qualities as empathy, confidence and responsibility.
In workplace and academic, by many business experts, by many businessmen and by many teachers the team working skills is considerate as core driving forces for business organisation and education institution. For instance, in my workplace without working as team the business would not survive. In any field you work it is vital to have this skill in order to gain massive success, it all about team work but as an individual you need to do your best at any cost because if you fail, you fail as team. According to Don Miguel Ruiz from book of the four agreements, if you always do your best, your best is going to change from moment to moment. Under any circumstance, simply doing your best, and you will avoid self-judgement and regret. When you work as team is not about completion but helping each other.
I personally enjoy working with any team so I can keep developing the skill and learn any new mechanism to communicate and to work effectively, whenever I work as team, I always learn new technics to achieve massive success. The better we work as team the more successful in the task.

[bookmark: _Toc39502972]Conclusion 

In this report I have analysed and explained the very academic and employability skills which I have included the most mainly important skills that I have, and I must envelop frequently for my academic perspective and workplace perspective. I have started with the city I have been living and explained how much is important to have those skills in order to achieve and the obstacle of the city that you could face if you do not have these skills.
I have started with time management and I have remarked how important is it especially in London where I am studying and working at the same time, which I am still improving it.
Communication skill is also very essential in both academic and employability skills by listening, speaking and understanding you can effectively communicate. The leaderships skills require the maximum attention, good communication skill and understanding of each people opinion so therefore you can provide good leadership.
Organisation skill is one of the most important skills that we must practise it frequent daily, we must keep in through repetition. Problem solving is all about to find solution for any obstacle that we face in academic and workplace. The last skill in probably the most important skill, team working which is a must to possess in academic and workplace, by having this skill you can automatically learn and develop other skills.
All these skills that I have mentioned are very vital for my workplace and university and very essential that I must keep develop them in order to achieve a massive success in my academic and employability skills.
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