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Introduction:
This assignment will talk about what studied in the last few months in the Academic and Employability Skills class. What understood so far is that both these categories of skills are fundamental to improve the quality of life, to make projects feasible, and to get better results. The academic skills are the ones to spend at school, at university, or when doing a course. Improving these skills is the track to success while studying a subject. The employability skills are the ones to spend at the workplace or during an interview, a training or a trial shift. It was very useful and interesting to understand this module in the detail so far. I can not wait to learn more about everything I can improve and develop.

ACADEMIC SKILLS:
1- Paraphrasing: the ability to change words and structure techniques. In detail, paraphrasing means using synonyms and changing words order.
2- Taking notes: the ability to catch the main idea and the main concept explained in a lesson or in a book to extract the helpful and useful information.
3- Summarising: the ability to make concepts shorter but efficient, being able to do not report not relevant details.

1- I think that paraphrasing is a very important skill which I should improve. I find difficult sometimes to make a sentence in a different way or in a different order from the original one.
2- Taking notes is something I am pretty good at, and it’s fundamental to save time and understand every concept exported from a class lesson. Taking notes in a constant and productive way, helped me at the high school to finish my studied easily, having on my laptop and on my notebook all the mains and relevant information in order of: timing of the discussion in class and importance of the topics. Highlight the key information is another important part of taking notes. Highlighting the important parts of your notes you will be able to focus your attention in there quickly and easily.
3- I had occasion to experiment summarising in class, especially in this module. I have been surprised to discover how helpful it was for me to improve this skill through class exercises, lecture’s explanations, and taking notes about how make it works efficiently. You will find the attachment of my summarising in class exercise at the end of this document.


EMPLOYABILITY SKILLS:

1- Time management: the ability to product good results consequently to the commitment.
2- Communication: communication is the ability to empathize with others and to be open towards other.
3- Problem solving: the ability to find and solve issues and tensions.
4- Leadership: the capacity to drag people for a common objective.

1- Time management is the ability to product good results in a good timing. (L. Ho, 2019) It is the ability to do not procrastinate and to organize the own undertakings in the best way. Dividing the own time by putting priorities is essential to make goals and to do not get overwrought, tired and still busy at the end of the day. This skills is relevant to improve or get in every area of our life: at the workplace will be fundamental to finish your tasks on time with less efforts and less stress, and it will be also important show to your colleagues and your superiors that you are an organized person, able to manage what they expect you to do and even more. This skill has an important part in the Academical Skills as well. At university time management will be very important to manage student’s assignments and study moments. Starting from what is subjectively more tricky and harder it is usually the best solution to feeling your job almost done when you are missing just the easier and smaller part. I guess to be not bad at time management, I am a very organized person, I like to have everything tidy and planned. I often put alarms to remind my tasks, and I project every single step of my actions to get everything done and ready in the scheduled timing. I think to be very responsible and to do not procrastinate much when I have goals to achieve. For example, when in a busy day at work most of the people is stressed and upset because of the many things to do and to think about, I’m able to stay quiet and define a list of priorities to follow. One day one of my colleagues was panicking because of two important tasks to end in a short time, and I helped her to put a priority, working at that in a productive way without rush. I think that when you can manage your tasks properly, rushing is not necessary. It is also not recommended, because a good job consist in organization and accuracy, something you can’t obtain when you are revved up. What I personally must improve about time management is my occasional laziness. Sometimes I get lost or distracted, and I struggle to keep the track. It is absolutely something I hope to improve practicing, because as I said before I consider this skill one of the most important to be a winner in every situation you will face.
2- Communication is the key for every relationship and a necessary instrument to make situations works properly.(G. Satell, 2015) If the communication with others will be good, situations will be healthier and more productive. Not everything can be solved and fixed by ourselves and asking for help is not a sign of weakness. Moreover, being clear and honest about how we feel and about what happening around, shows to employers the maturity, the professionality, the integrity and the honesty. I think to have good communication skills because I often find easy to understand who is in front of me, and easy to get then what’s the best attitude to use and in which situations. I also guess to have a successful way to talk with others, all of this because of my personality very extrovert and friendly that often makes me thing that a dialogue and a clear openness about what we feel and what we want is always the best solution. For example, the last year at my previous workplace, two of my colleagues had problems between each other because they got into a competition. They always wanted to do more and better than the other, challenging each other and trying to get the managers consent undermining one another. The situation was getting worst and worst while days went, and there wasn’t effective team working, as well as good vibes. I tried then to talk with both of my colleagues, explaining them in a sympathetic way that their attitude was good because they were showing caring and interest for the company, but that acting like this the workplace could not work properly. I tried to let them understand that a good job is possible with humility and positivity, mutually supporting each other, Supporting each other is the only way to bring the organization to the success. I think I should improve my way to communicate when someone has ideas too different from mines, because in these cases I become a bit close towards the person I am talking with, and this is neither correct nor productive. I should accept more easily what is different from my point of view, and I am sure that this module will be very helpful to get better. I will put all my energy to improve this skill, because communication is too important to be neglected.
3- Problem solving is the skill that allows you to fix situations and create ideas to get better. Problems are only opportunities in work clothes. (Kaiser, 2016)
This is an academic and employability skill, because it is necessary in both the fields. It requires a lot of patience and thinking in an alternative way. There are always solutions for any problems. But the real ability is to find the best way, even if it is temporary, to fix the issue. I think I have a good problem solving capacity, because when it happens to have a problem I never get nervous and I have the lucidity to think about how to make it an opportunity to grow. This is to key to have success in both the academic and employability worlds.
4- Leadership is the ability to guide people and be their landmark for anything they need. (K. Kruse, 2013) This skill is very important to have a managerial position and to be able to have big responsibilities and resist to the pressure.  It is right to say that it is an employability skill. I think that this skill is something that people can have or not according to their personality. We have been doing an in-class exercise about it, and I had the possibility to think about this thing in a deep way. The exercise said that to be a good leader for others you have to be a good leader for yourself first of all. There was also an interesting suggestion about thinking as Marcus Aurelius, asking to yourself in every situation: “ How would the leader I want to be handle this situation?” I think to have a good leadership ability, because I usually have this role in the society and at my workplace as well. For example, I always take the control of my shift at the place I work at. When there are some issues I try to help everyone to get the solution, without losing patience and encouraging the team to be productive. I see myself having a leader role in the future, and I hope this course will be the best way to win this challenge with myself. I do not think that it will be difficult, because when I put all myself in something I am usually successful. 






Conclusion:
The best way to conclude this report is summarising all the information I elaborated from this course. It is right saying that these skills are something to keep in mind to get better humans and have better results in everything in life. This report has to be a reminder of everything I learned in this course and in life. There are not excuses to not evolve. We need to study and work hard and improve every day to become what and who we want to. Only in this way we can say to live our lives at our best, when our skills are devoloped at the maximum. To do it, it is important to follow all the cited rules to regulate our attitude. 
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