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Academic and Employability Skills
1.0 [bookmark: _Toc17668328]Introduction
There has overtime been increased debate over the approaches that are being applied in order to prepare students and graduates be ready for college life and career. It has been viewed as important not to overlook the potential implications of this readiness. Being prepared for a career has been said to entail three primary skills which include Fundamental academic skills and the ability to utilize them in real situations and be able to function in a working environment and daily activities. In this day and age, employers are looking for people who are qualified and evidenced to be employable, and that could be an excellent addition to the achievement of their set objectives. 
Employability skills such as critical thinking and problem-solving that has a central significance in the career aspect and career-specific skills to outline a career path that offers opportunities for career growth and family sustained compensation (Cai, 2012). Employability skill is defined to be skills which are transferable and needed by an individual to be qualified as employable. These skills represent an array of abilities that involve knowledge base development, level of expertise, and a necessary mindset for the success in any endeavor. The employability skills are based out of soft skills. Soft skills also considered as interpersonal describe a person's attributes, social cues, personality, and being able to communicate with others. These soft skills characterize how a person acts while in relationships with other people. However, employability skills are directly dependent on the operating conditions of an organization, and organizations have different standards.
On the other hand, Academic skills describe concepts and skills that assist a student to gain skills that are career-ready. Such skills prepare students for both post-college and secondary careers and education. Every learner needs basic academic knowledge in order to maintain and keep up with the current economy and environment. Academic skills will assist in seeking higher learning with no remediation. Academic skills are base out of hard skills which refer to necessary expertise need by a person to be successful in handling a task. These skills, unlike soft skills, are acquired over time from training or education programs such as internships, colleges, training classes, and tutorials (Cai, 2012). Academic skills are evidence of competence and understanding of a particular field which can be interpreted and applied in a manner that can be able to solve problems and offer solutions to issues needed by a business or work-related activities. Employability skills enable learners to use these academic skills in the work environment and the development of careers. Most of the times many employers employ broadly written communication in letters, technical reports, proposals, and memos; therefore, there is need to be competent and adequate to analyze, develop and apply these materials in an academic manner. This paper is aimed towards a personal analysis of both employability skills and academic skill that I may possess or may need to improve on in order to be eligible for employment.
2.0 [bookmark: _Toc17668329]Academic Skills
[bookmark: _Toc17668330]2.0.1 Composition
	This refers to the skill of effective academic writing.  Academic writing requires a broad understanding of grammar, vocabulary, and style so as to be able to create a refined academic work. In so many ways, Academic writing is distinct when compared to other writing forms.  This is because academic writing requirements are unique and is defined in the way an individual develops sentences, grammar, clauses and paragraphs (Cleeve et al., 2019). I possess this skill, and additionally, I am familiar with the writing formats. Through my experience in writing, I was able to understand the various steps and techniques to academic writing.
[bookmark: _Toc17668331]2.0.2 Referencing
I do not possess this skill as it proved to be challenging. Referencing refers to the support of argument with evidence so as to evaluate the validity of the evidence. In academic writing, it is footed information which shows the reader the supporting evidence used in writing. The Referencing role is mainly twofold namely showing the reader where written ideas were borrowed from and secondly is the referencing offers the opportunity for evaluation and further reading. I found out through practice that not adequately citing the borrowed works of people well leads to the work being plagiarized and utilization of the work of another author with no acknowledgment is an offense that warranty's termination (Cleeve et al., 2019). Application of reliable citation is evidence that an individual has done research from various online and academic sources and demonstrates that you're giving credit to the views of the author. Additionally, using references enables the writer to identify sources used through including them in the bibliographies, reference list, and works cited. However, it was difficult to personally recognize the different syntax of referencing based on different formats. This can be changed through the use of referencing guides or use of reference generators.
[bookmark: _Toc17668332]2.0.3 Academic-Text Strategies
	This refers to the skills for analyzing academic text and sources in detail. I possess this skill as in the process of doing research it is important to analyze various sources form different authors and borrow their ideas in order to build on the research question the broader the research scope, the more detailed information you get that informs the research. I am able to make out the difference on the bias of different authors on similar topics and able to be objective in including them to build on the research (Cleeve et al., 2019). Detailed analysis of academic text and sources calls for a broader scope of research.
[bookmark: _Toc17668333]2.0.4 Paraphrasing
Sometimes I am faced with the difficulty in understanding the information provided by other authors. Consequently, it presents the problem of paraphrasing and summarizing there work well. Also, with the difficulty of making out the difference between unreliable and scholarly sources. Often I tend to see the author of a source documents in it all ideas, particularly in scholarly book sources (Cleeve et al., 2019). With no additional consideration, I often fall into the error of using the source to support my claims and ideas. Through that, I was able to understand that attributing the information and ideas of the source to the proper author and scholar is vital. This can be changed through acknowledging and assessing suitably the sources needed and take time to understand the author's idea. 
[bookmark: _Toc17668334]2.0.5 Note Taking
	Taking notes is considered among the fundamental academic skills. I possess this skill. Taking notes is essential as it allows the Organization of ideas for easy recall and reference. Note-taking enables one to read with better understanding. This follows three principles, namely knowing what ideas to record, not writing a lot, and labeling. This will assist in guiding the research.


3.0 [bookmark: _Toc17668335]Employability Skills
[bookmark: _Toc17668336]3.0.1 Communication 
	Communication skills are considered among the top aspect that employers are seeking from employees. A study has shown that effective and reliable communication skills are considered an essential attribute of any employee. Given the nature of most work environment employees tend to be most of the time in contact with other people and interact with various people (Wels, 2019). The ability of a person to be able to effectively communicate plays a significant role as it will offer a bridge in communication boundaries, which means that information and instruction can be successfully be relayed across the employees. Additionally, it can assist in solving problems as effective communication creates consensus and agreement which creates an open environment where anyone can express and be heard. Communication skills is an umbrella to various smaller skills which make it up, which include effective listening, nonverbal communication, empathy, confidence, and feedback. I possess this skill and have been able to perfect it through various interaction which others and during volunteer works in institutions and organizations.
[bookmark: _Toc17668337]3.0.2 Time Management 
	 This skill is described to be the process of planning and Organization of how to divide time between tasks. Time management is considered among the important skills needed. This skill is crucial as it assists in the management and structure of activities in a manner that will allow one to accomplish and realize the set goals and objectives easily. The time management skills include a variety of skills which assist in the easy management of time. Among the important skills under time management skills is Organization. Organization assists in the maintenance of a clear picture of exactly what is needed to be done and when (Wels, 2019). Prioritization refers to the reorganization of tasks at hand according to their priority, which will dictate which is to be accomplished first and which to be set aside for later. Finally, goal setting which poetry’s a clear image of what is expected. I do not possess this skill as I am prone to postponing and easily distracted when engaged in an activity. This can be improved through defining the long term and short term goals and keep away distractions through prioritization and keeping a calendar in order to have a good grasp of time.
[bookmark: _Toc17668338]3.0.3 Teamwork

This is described to be the act of collaboratively working as one towards the achievement of a particular objective. This is considered among the most primary skills in any business as it is important for colleagues to be able to work effectively as one doing their nest regardless of the circumstance (Wels, 2019). There is more power in a group compared to an individual. Employers seek a team player as it will mean that they will be able to blend in and give their input that will enable then come up with more reliable solutions to issues that are informed due to the input of various people. I do possess this skill. It was polished working in the volunteer jobs when grouped into teams to run projects and also in school when given group assignments.
[bookmark: _Toc17668339]3.0.4 Technological 

With the advancement of technology and the internet, it brought about the phasing out of old systems and replaced most operational functionalities with much more reliable and efficient ones. Most businesses have improved and up-scaled their resources and basic functionalities to become more technological for more efficiency. This change has made it necessary for people to gain computer skills and basic technological understanding that will enable them to interact with the technology employed by the Organization and to be able to keep to date with trends (Wels, 2019). And most importantly, how to utilize the technology aimed towards the realization of the set objectives. I possess this skill; I have experience in interacting with computers through taking computer studies and programming as extra classes from which I gained an understanding of the interaction and utilization of technology. 
[bookmark: _Toc17668340]3.0.5 Problem Solving
 	This is a primary aspect for most employers when they refer to problem-solving they often refer to the ability to manage unexpected and difficult situations that might potentially come up in the workplace and also identification of innovative solutions to complex organizational challenges. The employer relies on individuals who are able to interpret an issue to analyze it and in a clam way, identify the most reliable solution (Wels, 2019). This is supplemented over by critical thinking, which will enable one draw conclusion that might potentially help avoid the problem or solve by application of both possessed soft and hard skills to solving the problem. I possess this issue as our team in my volunteer jobs were faced with many limitations and problems that hindered us from achieving our set plans, and we were able to solve through finding an alternative solution and plans to make sure the objective is met as expected without the Organization falling victim to the problem.
4.0 [bookmark: _Toc17668341]Conclusion

To Conclude, we defined employability skills to be defined to be skills which are transferable and needed by an individual to be qualified as employable and based out of soft skills which characterize how a person acts while in relationships with other people. Academic Skills describe concepts and skills that will make possible students gain skills that are career-ready; they are based out of hard skills which are gained through training and education. It is important to be employable to work on the skills not possessed as employers seek individuals who are able to utilize this skill set to achieve the set goals.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
10 you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Rudthefouowln(tmandmkenotesmthemdnideu.VoumdoMonlupanupm
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displavs; additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi's
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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Ex.1
Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur of activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Paraphrase l@ / Gnacceptable

Reason
Ameﬂu:\?ducmoﬂ is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to
educational future. “

Paraphrase 2 cceptable @ y :
Reason: L9~ M\hbm Db&‘ﬂ\ﬂ)ﬂtAN

Bé—um’&c -~
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

soul no memory, and RO
racy @s we know it

Paraphrase 3 - acceptable
Reason:

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educatienal institutions “have no soul, no memory, and no conscience”.

In his book, Beyond Culture, Edward T. H_a_.ll%iscusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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