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[bookmark: _Toc45033740]Introduction
The skills that students require in order to perform school tasks and activities are known as academic skills. Chaita (2016) explain that employability skills are skills that students may acquire at school and help them be their best when employed. I currently work at a nursing home as a care assistant where I perform various roles like monitoring the patients’ health condition and provide the best possible care by coming up with an excellent healthcare plan together with the physicians on duty. I report serious symptoms to physicians who handle them with immediate effect. I administer medication to patients according to the doctor’s orders and maintain the patient’s hygiene and safety by decontaminating the equipment used by the doctors in case of an operation and sanitizing the surfaces. I also prepare the patients beds and change the sheets regularly. I also train and supervise the nurse assistants. This report will explain how acquiring academic and employability skills can help me both at work and in university.
[bookmark: _Toc45033741]My Academic Skills
[bookmark: _Toc45033742]Paraphrasing and Referencing
Paraphrasing is a skill that I have mastered and is very helpful while studying. It refers to using another person’s or author’s words and writing them according to my own understanding. While doing this, it is important to always acknowledge the original writer’s work by referencing my work. I often use Cite Them Right referencing which is also a skill by itself. According to Pears and Shield (2010, P 1), referencing my work enables other readers determine the source of my work and when used appropriately, it can help me get better grades by strengthening my work. I often use synonyms and at times changing the order at which the words have been written so as to make the paraphrasing successful and avoid plagiarism. Summarising almost similar to paraphrasing but in this, one has to come up with a brief text that hold the writer's main ideas or facts written in a paragraph or page.
[bookmark: _Toc45033743]Summarising and Report Writing
 Dyer, Riley & Yekovich (2015) states that student should summarise a topic or title to explain in a clear and logical order. I often take notes while reading for a topic for a better understanding and preparations for the exams ahead and it also helps me research better. Another skill that is very important for every student is report writing. Whenever I am asked to write a report, I make sure that I have followed the instructions attached to it. I make it clear and very formal showing the issue and purpose of the report in a structured manner. 
[bookmark: _Toc45033744]Giving a PowerPoint Presentation
This skill may not be easy but with enough practice, anyone can do it. Andrei (2019) teaches that while preparing a power point presentation, one must learn how to open the presentation, how to speak, check his/her body language, answer questions from the audience and how to conclude the presentation. Audibility and clear articulation of words is a must during the presentation. I learned that getting the audience’s attention was very important when starting the presentation so as to avoid having to repeat yourself and being interrupted in the middle of the presentation. I also practiced how to minimize my time during the presentation to make time for questions that the audience might have regarding the topic. I was sure to make eye contact and make my presentation lively to keep the audience focused.
[bookmark: _Toc45033745]Academic Skills I need to Improve
[bookmark: _Toc45033746]Referencing and Paraphrasing
I need to improve on my referencing skills by learning more about how to use full references and in text citations on cite them right. My paraphrasing skills will also improve once I practice the appropriate use of synonyms and how to change the sentence or paragraph structure. Making use of various writing tools will also help me come up with effective paraphrasing strategies.
[bookmark: _Toc45033747]Giving a PowerPoint presentation
I am not confident in public speaking. Giving a power point presentation needs me to practice often especially limiting words on the slide to save time and using the right font so that the audience can clearly see my work and be able to take notes if need be. Ensuring that each slide represent one topic will help avoid confusion during a presentation. 
[bookmark: _Toc45033748]Report writing
Writing every day during my free time will help me improve on my report writing skills. I also need to study on the correct format and creating an outline about my report will also enable to me to boost my skills. I should also be able to use other writing techniques like charts and pictures for a presentable report that will engage the readers. 
[bookmark: _Toc45033749]Research and note-taking skills
Taking advantage of the resources like books, journals, documentaries and professional advice from senior professionals at work will greatly help me improve on my research skills and note taking skills. Communicating with other people outside my scope of work will also help expand my research and come up with unique results. Following guidance Robin, 2009) When taking notes, I have to make sure that I note the major questions that I need to answer before I start so as not to waste time on minor topics. 
[bookmark: _Toc45033750]My Employability Skills
[bookmark: _Toc45033751]Time Management
Working as a nurse at Richmond Medical Centre, I acquired various employability skills like time management which is one of the most valued skill that every employer looks for when hiring someone. According to Managementstudyguide (2020), time management is the ability to identify how long a task takes and come up with strategies that will help you complete the task within the given time. I realized that using a notebook or diary is very important especially when I had a lot of tasks that I needed to accomplish. This helped me be more creative in how to best handle my patients and ensure that they never missed any medications. 
[bookmark: _Toc45033752]Good Communication and teamwork skills
Having good communication skills helped me identify my patients needs and react on them immediately. It also allowed me to get more information from the patient on how best I could improve on the services in order to provide them with the best healthcare they all deserve. All the managers in our organization always encouraged us about teamwork. As a nurse, we always needed the doctors in charge to help us with some tasks that we as nurses could not perform so we always maintained a good working relationship with them to ensure our patient’s safety.
[bookmark: _Toc45033753]Leadership skills
 Richmond Medical Centre always employed nurse interns who received training from the existing nurses. Through this, I learned how to be a good leader and trainer. My leadership skills were measured on how well they performed at the end of their internship. I always ensure that the rules and regulations at the Health Canter were strictly adhered to provide the best care to our patients. Learning about different types of leadership will helped you identify what kind of leadership characters you should portray while leading your fellow at work. I try to avoid favouring any intern as it might cause a hostile working environment for them and danger the safety of our patients.
[bookmark: _Toc45033754]Confidence
Confidence is a required skill where I work. Being confident showed my patients that I knew exactly what was best for them and it encouraged them to follow my medical advice. This led to greater patient contentment in the organization. I always go to work motivated to nurse my patients back to health. Sometimes I have to persevere with other patients whose recovery is not as quickly as the rest but once they get better, I feel a sense of relief and full of joy. 
[bookmark: _Toc45033755]Organizational skills
Organizational skill is important in my workplace. This skill has enabled me to come up with a more creative and efficient healthcare plan for my patients. Through this, I am more attentive to the user’s needs and opinions regarding their health. Having great organizational skills has helped be more flexible to explore new departments at work and be more productive.
[bookmark: _Toc45033756]Employability Skills I need to improve
[bookmark: _Toc45033757]Confidence
I need to improve on my confidence by challenging myself and not being afraid to ask for help when I need it the most. I also have to learn how to learn for to set goals and achieve them by myself. Surrounding myself with colleagues who encourage me do my best will also boost my confidence as well as my self-esteem. West (2016) suggested accepting both negative and positive feedback from my colleagues and the managers will help improve my self-confidence and encourage me to work harder than before. I should also learn to appreciate and reward myself whenever I do a remarkable job.
[bookmark: _Toc45033758]Leadership Skills
Understanding my strength and using them to the best of my ability will help me improve on my leadership skills. This can also be achieved by encouraging myself never to give up with tasks get tough and acknowledging my mistakes. Being a good leader means being an inspiring role model to your fellow colleagues and trainees. Assisting the interns accomplish their task and considering their opinions is a great way to achieve excellent leadership skills. I always acknowledge a job well done and congratulate them. I treat all interns equally and this creates transparency and motivation among each and every one on them. According to Morgan (2016, P 238 -239), it is important not to make people feel inferior because they are not leaders. Everyone needs to feel powerful enough to perform every task assigned to them.  
[bookmark: _Toc45033759]Time management skills
In order to improve my time management skills, I have to prioritize my tasks accordingly. This will enable me to spend less time on the small tasks and create time for the most important and major tasks. Avoiding distractions like at work can be hard at times but it is necessary to save time and do my work faster and efficiently without any confusions. I try to avoid procrastination and get things done when they need to be done. Finding ways to manage tress at work will also help me manage my time as I try not to overthink the issue but instead focus all my energy on my work. Working as one with my fellow colleagues will help me accomplish difficult tasks that I might not be able to handle on my own hence fining the tasks on me to do list faster and saving so much time. While trying to finish my tasks, I should be able to maintain a great level of patience while caring for patients and cooperating with other nurses and doctors to provide the best care for our patients. 
[bookmark: _Toc45033760]Conclusion
For one to be successful both at work and at school, he/she should develop academic and employability settings. At work, employability skills make one a valuable asset to the company. This builds a good working relationship between them and the management. Time management, motivation and excellent communication skills will greatly help an individual excel in their career and be considered the best in the organization or company they are working for. Leaning how to be a great leader gives one the courage and confidence to face any challenges whether inside or outside the organization. Students on the other hand need to excellent note taking while studying for their exams in order to improve on their grades. Time management skills will also help a student keep track of their assignments and make sure they complete them before the deadline. All students need to create time to reach the courses they are taking and reading further to have a deeper understanding of the topics they tackle in class.
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