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[bookmark: _Toc28034809]INTRODUCTION

This report aims to analyse and define my own academic and employability skills. The aim of every employable person is to be in demand on the labour market. This is facilitated by the qualities acquired during the improvement of personality and which are improved every day with any activity. Thereby improving employability skills at workplace and academic skills in academic institution, as university or college. 
[bookmark: _Hlk27332693]The skills which will be analysed are communication, paraphrasing, summarising, organizational skills, what includes planning and time management. 
[bookmark: _Toc28034810]COMMUNICATION

Communication means sending and receiving information between one person or more.  Impossible do not communicate in everyday life. Communication process take a place even watching TV, sending a messages or e-mails. The shared information can be delivered to a receiver two ways: verbally - direct speech or writing to the person/s with e-mail exchange or sending a letter, including displayed information e.g. posters or advertisement, or nonverbally- using body language, gestures, eye contact. Effective communication means deliver information clearly and accessibly to receiver, without misunderstandings and frustration (Grimsley, 2019).  
It is very important to have good communication skills. Is very essential at workplace communicate with work team, management, service users to updated at place and time. In the university or college exchanging information with students and lecturers to get knowledge about the subjects. In all life aspects necessary to have good communication what is equal possess information. 
Communication is one of my weaknesses. According to in-class exercise, test showed, that my communication skills are not at great level. Firstly, sometimes can feel language barrier, therefore I need a lot of practice to improve my English, what will give me more confidence and freedom to keep up the conversation. Secondly, friendliness and openness are parts of good communication, which are not my strong sides. I am more mood person, and not always happy to talk or get attention. 



[bookmark: _Toc28034811]PARAPHRASING

[bookmark: _Hlk26129107]Paraphrasing is complex of reading, writing or speaking skills which shows how author catch the point and understand what have read and how can use received information in own words. Academic writing mostly depends of paraphrasing skills (Rogerson and McCarthy, 2017).
In High Education paraphrasing skills give an idea, how good are students reading and writing skills, how good is understanding of the subject (Rogerson and McCarthy, 2017, p. 13). One of the options, what can be used in academic writing is quoting. Including authors direct words from text using quotation marks. But in academic writing best way is paraphrasing of full text instead of using quotation, because it gives originality to own work and better understanding of source. Important part of paraphrasing is source citation, what shows from where information taken. All information sources must be included in a list of references in the end of the academic work in alphabetical order.
 To avoid plagiarism better to use different paraphrasing techniques:
1. Using synonyms (different word with same meaning)
2. Changing word class 
3. Changing sentence structure
4. Divide the text into separate paragraphs and sentences (Gahan, 2018).

In-class exercise showed my weakness in the paraphrasing skills. Need to pay attention to a text paraphrasing by using different techniques. As a student, I need to improve my paraphrasing skills for better assignment writing and for building my speech in best way in overall, what can help me in my future with career development. For my present work is essential to increase my paraphrasing level, as for writing assignments or projects is necessary to use paraphrasing skills to avoid plagiarism. 

[bookmark: _Toc28034812]SUMMARISING

In academic writing same as paraphrasing skills important is knowledge how to summarise all text. Summarising is ability to highlight most meaningful points from essay and paraphrase in own words in minimised version. Good summarising skills show how good is understanding of all text, and how good is paraphrasing skills (Cooper, 2008). 
Is good to have summarising skill, as it helps students or employees find the important bullet points of books, documents or articles, what is helpful with text understanding. It gives ability to recognise necessary information in shortest way by using minimum of time. 
According to an in-class exercise my summarising skill is good. But always can be better and good to practice more. Summarising is a part of paraphrasing skill, which shows how good is full text understanding and ability to cut in appropriate way with preservation of meaning. 

[bookmark: _Toc28034813]ORGANISING SKILLS

Organising skills- ability to use and plan time productively, using own strengths and available resources (Reddy, 2019). Being a part of organisation means, to achieve company’s goals, raise productivity and get the profits. To be valuable at workplace first meaning is to be able organise own workload according to a held position and to be productive at it. 
Organising skills include planning and time management. To be organised is part of daily living, also important in any workplace. Is part of main tasks what help every individual to set their priorities and focus on main target. Recognise long-term and short-term targets. To reach them all, best to build personal planning system and personal time schedule, what can include reserve plan in case of unexpected circumstances. 
My organising skill is good enough but need to be improved day by day. At my workplace is important to organise myself, to be able plan activities for long term - year, then dividing into short terms as a months and weeks. Is important to be orientated in time limits and to be ready for unpredictable situations. Being self-organised is strongest side of team leader position. Only with having these skills is possible to organise effective work between the members of staff and meet organisation needs.
[bookmark: _Toc28034814]PLANNING SKILLS

The way of thinking for successful daily task managing, with any help of possible resources, to complete different targets known as planning skills. Planning is a guide what need to follow to get tasks done before even try to start it.  These are self-managing skills what allow manage and navigate colleagues at workplace or university, including resources as a time and all-around circumstances to set the targets. Planning skills helps to think ahead, focus on intended goals and how to act in certain situations to get job done (Cleverism, 2019). 
Ability to plan next steps for a day or for longer term is very important as in university for students, as at workplace for employees. Without the plan activities and tasks get mixed and bring the chaos into a structures and employees heads. In the end misunderstanding and frustrating take a place and group’s goals are not achieved. To avoid similar situation, must be plan on daily bases and emergency plan for any contingencies.  
With the day starting is important to plan future activities. So far, my planning skills are satisfied. Very often must to rearrange previous plan in short period because of new uploads and unpredictable situations.
[bookmark: _Toc28034815]TIME MANAGEMENT

Time management is the ability of using time productively, the most important skill in everyday life, also at study and at workplace. Is very important to control own time and use effectively. Only we can decide how is better to plan all time to set the tasks without any stress or pressure (Morgan, 2017). 
Good time management includes self-motivation, prioritisation and focus. Is important, firstly, to be self-motivated person. Must be a motive to get some job done. In the university the biggest motivation for a student is pass the exams or assignment’s on time, as a long-term target is to get diploma or certificate. For employee get the job done on time. Next step is prioritisation and focus. Important is dividing primary affairs from secondary and focus on most important (Morgan, 2017). 
Eisenhower method
To identify most important tasks in order with time limit, revealing priorities, can use Eisenhower method. Meaning of using this method is ability recognise urgent/not urgent, important/not important tasks. Eisenhower priority Matrix help to focus on top priorities and subjects by Nguyen (2012). 
[image: Eisenhower Box/Eisenhower Method]
Figure 1. Eisenhower Matrix
(Source: Nguyen, 2012).

This matrix can be organized according to priorities and time limits for each student personally and individually according to the importance level. Critical and immediate means the job must be done first, what is very important and very urgent. Not critical but immediate -second. Meaning of critical is not very important but must to be done on time. Critical but not immediate-third. Task is very important but have not high time limits. Uncategorized- tasks without time limits, or not relevant. 
According to in-class test, my time managing still need to be improved. Sometimes I plan to many tasks, which must be completed same time period. Therefore, is essential plan most important duty according to a time frame by using Eisenhauer matrix. 





[bookmark: _Toc28034816]SUMMARY

In this report described and analysed my own academic skills and employability skills. To be successful at work and studies most of the skills must to be improved constantly. All skills are connected and complement to each other.
Communication skills are the main skills to be able express myself and are necessary to communicate with other individuals as at workplace same in the university. Important is to send and receive information in understandable way for all participants. The way of communication can be verbal and non-verbal.
One of the important academic skills is paraphrasing. To be able carry out the report writings and be prosperous, students must have great paraphrasing skills- ability to express some author’s text in own words without losing the meaning with referencing the sources. Summarising definition is close to paraphrasing, but with significant difference. Summarising must be short with same principles. Same as paraphrasing it should be in own words. 
After all my own skill evaluation can recap as my communication skills need more improving and practising. The main problems are the language barrier and personal traits as a shyness. According in-class exercise paraphrasing skills are the main threat and summarising skills are in a good level, but in both ways need more practice. 
Employability skills as organizing, planning and time management are close connected. Impossible to work effectively without these skills.  It is necessary to build up self- organising, self-planning skills to know and perform own responsibilities with understanding on time without misleading colleagues. These skills important in academic life equally as in the business area. Important divide time respectively, according to importance level. My employability skills, a specially, time management, need a lot of correction.  One of the solutions of saving time, can be Eisenhower method bringing to life. Importance is to focus on urgent and most valuable activities. 
These are most important skills in my opinion, to be successful in all daily living. Improving them day by day, getting closer to set the tasks. 
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