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Introduction
The aim of this report is to analyze several academic and employability skills.








Summarising
Definition
Summarising like paraphrasing it’s a very important skill for effective communication. A summary is a brief resume of a conversation, document or presentation. Google.com [online] accessed 07 December 2019.
The importance of summarising for students 
Summarising teaches students how to determine the main ideas from a text and combine them in a meaningful way ignoring insignificant information. Google.com [online] accessed 07 December 2019.
Paraphrasing
Definition
Paraphrasing is the skill that helps express the meaning of something written or spoken using different words but maintaining the original meaning. Google.com [online] accessed 07 December 2019.
The importance of Paraphrasing for students
Paraphrasing is very important skill for students because it shows the tutors that they understood the source well and the student is capable to write it in his own words. Latrobe.edu.au [online] accessed 07 December 2019.
Communication skills
Definition
According to the dictionary communication skills is the skill to transmit or share opinions and emotions effectively. Google.com [online] accessed 03 December2019.
The importance of Communication skills at the workplace
Communication plays a big role in businesses productivity and efficiency. Employees with good communication skills can create trust among themselves, resulting in productivity, achievement and boost their confidence. Likewise, companies value employees with good communication skills. Furthermore, effective communication brings significant benefits to the work place such as:
Success 
Successful businesses depend on employees that can express their ability to communicate effectively, capable of suggesting ideas without the anxiety of ridicule or reprisal.
Expansion
To secure the density of the externally delivered information employees have to be able to correlate internally. Good communication skills help projects expansion.
Constructive communication
Good communication skills are fundamental for managers, this way they can supervise disagreements, achieve goals and create associations.
Team building
Satisfied and motivated employees will build effective teams. Likewise, this requires management with good communication skills.
Giving a voice to all 
Satisfied employees can very much depend on their retaining a spokesperson and being heard too, basically feeling confident to communicate their ideas. Incorp.asia [online] accessed 03 December 2019.
The importance of Communication skills at university 
Unlike those who struggle to express themselves, good communicators are more likely to prosper and come to be great managers. Effective verbal and nonverbal communication help students express opinions, empathy towards others and constructively understand differences. Furthermore, brings:
A Course to Prosperity
A successful student needs to retain strong verbal and written communication skills. Hiring directors record shows that younger employees need to communicate effectively and professionally, therefore, is very important to develop these skills at school.
A Solid Foundation for Academic achievement
Through school, students develop communication skills related to the growth grade. Giving attention to eye contact, speaking clearly and being aware of the velocity of their dialogue at kindergarten. Later on, they learn distinction of verbal and nonverbal communication, manly through group work.
Developing existing abilities sets 
Primary and high school help students improve their ability sets through different activities, that teaches them to interact tutors and cooperate with others in higher education and workplace.
Analysis of my communication skills 
I have good communication skills because I think that I understand and deliver the information quickly and accurately. Rupali Karekar,( 2 November 2018) ‘Why Communication Skills are Important for Academic Success’, Global Indian International School. 
Time management 
Definition 
According to the dictionary, time management is the aptitude to use ones time effectively or productively. Google.com [online] accessed 03 December 2019
The importance of time management at the workplace
Everyone has an equal quantity of time accessible on a day. Therefore, good time management brings numerous benefits at the work place and personal life.
Be more efficient at work 
Managing a project implies having a clearly enormous schedule of stuff that needs to be accomplished. Using time effectively will facilitate management and employees to recall the responsibilities required and prioritize them, establish schedules to fulfill responsibilities and follow the situation of the commitment.
Have more private time 
Effective time management gives a great opportunity to be productive at work. This means completing work commitments within regular job hours having the rest of the time for personal use.
Be healthier
Often today people have so much work to do and not sufficient time. Stress can be caused by overwhelming that can lead to numerous health issues such as heart illness, sleeping crises, depression, obesity. Using time effectively minimizes pressure and come to be health fuller. www.projectmanagementskills.com [online] accessed 03 December 2019
The importance of time management at university
The process of growing as a student is to conclude how to organize time effectively. In order to be successful they have to follow schedules. Likewise, time management has numerous benefits for students.
Improves commitment 
The difference between prosperous and liable is time managed effectively.
Keys to beneficial knowledge
Good time management leads to productive understanding. Studying quickly and efficiently allows more time for different aspects.
Impact of efficiency improvements 
Higher education requires lots of time. Good time management help students achieve their commitments at school and maybe find a job at the same time too.
Instruct them for the working world
After graduating from high school students start their careers and they need to manage their time effectively both to get and keep a job. Guest Writer , (16 July 2019) ‘5 important benefits of time management for students’.
Analyzing my time management skills 
I do not have good time management skill because I always  procrastinate things that need to be done. Therefore, I need to improve this skill.
Problem-solving 
Definition
According to the dictionary problem-solving, is the method of finding explanations to difficult or complicated problems. Google.com [online] accessed 03 December 2019
The importance of Problem-solving at the workplace
Good problem-solving skills are very important for professional and private life. Employees can use problem-solving to develop useful and productive outcomes and demonstrate self-sufficiency and ambition to management. To facilitate the way to identify and solve solutions employees can use a few helpful steps:
Recognizing the issue
Recommending solutions 
Assessing alternatives
‘Fufilling a solution’, (18 September 2017) latestquqlity.com [online] accessed  22 December 2019
The importance of Problem-solving at university
One of the most significant aspects of educational programme is and should be problem-solving skill. Therefore, students can carry on the commitment for their own learning and improvement. Google.com 09 Jun 2019[online] accessed 22 December 2019
Analyzing my problem-solving skills
I have good problem-solving skills because I successfully solve personal and work situations.
Adaptability 
Definition
According to the dictionary, adaptability is the quality of being able to adapt to new circumstances.
The importance of adaptability at the workplace
At the workplace, adaptability is the ability that allows employees to be volatile in order to become prosperous. Many of the employers expect their candidates to have adaptability skills. Very often management has to deal with unexpected circumstances, therefore, they have to be confident, counting on their own judgment to make difficult changes. In order to be appropriately referred adaptability skills requires some other soft skills:
Capacity to comprehend 
Perseverance
Resourcefulness
Alison Doyle, (04 September 2019) ‘Interest Important Adaptability Skills for Workplace Success’, The balancecareers.
The importance of adaptability skills at university
Often students are told that is important to have goals. Long-term or short-term goals motivates students to focus on their future. Good adaptability skills help students to adapt to new circumstances and challenges. University experience comes with numerous inevitable difficulties, therefore, being able to adapt to new circumstances help students reach their goals to pursue and bee open to changes. Viki Nelson, (n.d) ‘Going with the flow: Why college students ability to adapt maters’, College Parent Central.
 Analyzing my adaptability skills 
I have good adaptability skills because I am both flexible and volatile. I always vary my behavior to improve my communication and develop relationships at the workplace, school and social life.
Collaboration
Definition
According to the dictionary, collaboration is the action of working with someone to achieve a commune goal. Google.com [online] accessed 23 December 2019.
The importance of collaboration at the workplace
For a successful business, collaboration is one of the most important skills for an employee to have. To deliver work much quicker and productive, employees have to be skilled to work in teams. However, working in teams brings advantages to employees such as
Mixing talents and stability 
When members of the team collaborate they can use the knowledge of everyone implicated.
Improvement of employees abilities 
Working together brings a huge benefit to the organization and the employee.
Speed up outcomes
Collaboration makes employees deliver work faster than working on their own.
Improved efficiency 
Collaboration facilitates finishing significant undertaking efficiently.
Improve employee retention and job satisfaction
Because collaboration bring importance and enlarges integrity to the way team members anticipate their job makes them feel promising about what they do. Therefore, employees are more likely to keep on working for a company longer when they feel like they are part of something valuable. Nutcache.com [online] accessed 26 December 2019
The importance of collaboration at university
In today’s academic society, to secure constant improvement for students and teachers, it is exceptionally significant engaging skilled comprehending communities and seek skilled knowledge chances.
Learning collaboratively helps students
Collaboration should not be used only among teachers, but among students as well. Scheduling in-class exercises will offer students the possibility to work and cooperate concurrently. Collaborative learning will help students improve management abilities, higher-level reflection abilities, increase their dignity and self-esteem. Sabrina Gates, (18 October 2018) Neatoday.
Analyzing my collaboration skills 
I have good collaboration skills because I embrace variety, listen and concede the emotions, interests, conclusions, ideas of others and I contribute to teamwork respectfully.
Technology use
Definition
According to the dictionary, technology is the since or knowledge put into logical use to understand situations or formulate beneficial elements. Goolge.com [online] accessed 26 December 2019
The importance of technology use at the workplace
In today’s modern workplace technology has evolved an indivisible factor. Here are eight benefits of technology use in the workplace 
Makes work faster 
The main benefit of technology in the workplace it is speeding up outcomes. The perfect computer with adequate software can make employees a lot of work be accomplished impeccably. Also, the storage place can be very insignificant instead of cupboards full of files.
Encourages innovation and creativity
In the present time, technology has been a clue party in improving creativity. That is why the way employees think and develop new achievements in the workplace is important.
Obtain coordination
With the use of technology equipment like the internet, today is possible liking tow offices to each other. Likewise, an increased level of coordination can be accomplished at work.
Uniformity and consistency 
Consistency is the main factor that enables corporations and institutions to persist in the main place. The uniformity of integrity, impression and composition in lots of merchandises can be accomplished with the help of technology.
Increases profit
[bookmark: _GoBack]GhIn many corporations and institutions, the expenses have been decreased by the use of the technology with swaps human resources.
Boost work efficiency
With the help of computers, software and machines lots of work has been reduced for the employees.
The importance of technology use at university
Technology brings many benefits for schools, teachers and students. That makes teaching and learning effectively. Here are some of the most significant advantages of using technology in the classroom:
Boosts concentration
The use of technology in lessons makes students be more curious. Providing teaching trough gamification can be fun and enjoyable and that can apprehend students attention.
Increases understanding retention
Students with better understanding retention they the ones that interested, committed and study. Therefore, technology help stimulate effective participation in the classroom.
Motivates personal knowledge
Because everyone learns in various ways technology gives the chance to make learning more beneficial for everyone with various needs.
Motivates cooperation
Cooperation can be practiced trough technology at school, home or other countries. Working on different projects students can use technology to communicate and share ideas with others.
Students can learn useful skills through technology 
Both teachers and students can improve essential skills for this century by using technology in the classroom. They can improve collaboration, solving problems skills, critical thinking, different forms of communication and leadership skills and improving courage and productivity.
Benefits for teachers
To help students engage, teachers use online resources or different apps. Likewise, virtual homework techniques, evaluating software and online homework can save lots of time for teachers. Pano Savvidis, Webanywhere.com, ‘Top 6 benefits of using technology in the classroom’  [online] accessed 22 December 2019.
Analyzing my technology use skills 
I do not have good Technology use skills because I have never been interested to learn. Later in my life, I realized that the use of technology in today’s modern society is very important, therefore, I need to improve this skill.
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Conclusion
This report focused on presenting the importance of several academic and employability skills at the workplace and university.
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in-class exercise 1: Paraphrasing (Oct 2019
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. it will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form ofan
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The

chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)

The boss o s\ QUMNEYQ %Q)JJ Q&Q N %gb m X in the office.
2) He doesn't write to me as frequently as | wanted.

I wish ﬁ_cmmmmé%&ﬁ

3) We were concerned about her health. X
We had some SN QRIVYY Qﬂw\

4) You weren't careful, so you made so many mistakes. (had) 5(

If %ig“ 9:9;5 ﬁgm QY géﬂ %FM A 19;5@& P Ng so many mistakes.

S) The council cut funding so we could not provide free parking. .
Because of _Csna@ ok < N‘% we Q‘\G& St ,&m ?03(&2* (‘f\%ﬂ

6) His proposal w a fallure as it was tog theoretical. (relied)
His proposal _3y.XA Q‘@fﬂuw‘\ul

Z‘)elta:éissgzar\y who stole moqey % QL g xkoQ\ x
8) He's!ebemé\w l- educatec{bHowe &hegﬁ‘very brg’r‘\t%though) \)Ueee; Q&\U\gkol '

9) Universities place the burden of understanding plaglansm and attribution conventions on

students. \/\
The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third) ?Q
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. it will be returned
to 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

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I’d like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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