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The purpose of this report is to write an appropriately structured academic report analysing my personal academic and employability skills. As part of my report, I will be outlining my personal development and the skills acquired through this study. It will include problem solving techniques, time management, teamwork, organisational and interpersonal skills, including in-class exercises and published literature.
Prior to studying this course, I have made most decision impromptu by using my instinct or following a set of rules or standard procedure, but my approach to decision making has changed significantly, because I now prepare and plan using the skills acquired through academic and employability skills.
After studying this course, I now plan by analysing a problem, draw up an action plan, executing the plan and monitoring the entire processes from start to finish.
[bookmark: _Hlk17273868]Skill is defined as the the ability to accomplish an activity or work with knowledge and less effort and as part of studying this programme, the following are some of the skills I have gained for the work environment, for example – Good communication, Teamwork, Problem solving, planning and organising, time management and the ability to think critically.
Good and Effective Communication – Academic skills has improved my communication, because I am able to listen to others, understand what they are saying and able to carry out instruction and provide a feedback, whether through verbal, oral, formal or informal conversation. I have also learnt to be concise, clear, open minded and communicate with respect.
When trying to understand information, I sometimes paraphrase statements into a more understandable context or summarize them into a simpler and more readable format. 
To paraphrase is to express the meaning of a written or spoken statement using different words or terminologies to achieve a better understanding or clarity
Summary is a short or brief statement of the main points of an essay, that is to condense a long statement or story into short, simple and concise statement.
I strongly believe is good for me to acquire the appropriate academic and employable skills because it will enable me to do my work more effectively and efficiently  
It is very important to have this skill set in the workplace because it will improve my communication skills, interpersonal relationship, ability to plan properly, organise and increase productivity.
Critical Thinking has been one of my favourite skills that enables me to prepare, set goals, plan and accomplishing task. With this skill, I am able to;
. Identify, construct and evaluate arguments
. Understand the logical connections between ideas
. Detect inconsistencies and common mistakes reasoning
. Solve problems systematically
. Identify the relevance and importance of ideas
. Objective in my approach to issues
. Fair and focused on the project or task
. Rational and not impulsive, that is weighing the pros and cons of the situation before making a decision
. Critical but creative, that is thinking out of the box
As a critical thinker able to deduce consequences from what I know and how to make use of information to solve problems, seek relevant sources of information to stay informed.
I have learned to set SMART goals ensuring that my goals are specific, measurable, realistic and time based, for example if my goal is to hold a weekly project meeting with my team to organise and run a test programme, I have to ensure each member of the team is informed about the meeting, the agenda, the venue, date and time. This will ensure each member of my team is well informed and adequately equipped coming into the meeting.
Time Management – managing my time has always been an issue for me, however, studying this course has helped me manage my time very well, had a very bad habit of keeping time, but, I now breakdown my task, activities and work into a timely fashion and set deadlines. 
I have learned that whatever the qualities or attributes, I attain as successful leader, one essential skill I need is the effective use my time.
Time is a very unique resource, one cannot hire, rent or buy more time and the supply is irreplaceable and everything requires time.
The purpose of time management is to;
. Plan the best use of time
. cut down on time wasted
. devote more time to the really important issues or jobs at hand
. complete more work in the time available
. eliminate wastage 
. refuse excessive workloads
. monitor project progress
. allocate resource (time) appropriate to task importance
. plan each day / week efficiently
Taking time to think and plan, is time well spent, because as the saying goes “failing to take time to plan, is in effect planning to fail”, therefore, a breakdown of my time spent in a typical week, divided between activities at work, home, study, leisure and travel is essential.







Copies of in class work and assignment;
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Defining employability is more difficult than might be imagined. the definition of employability has shifted throughout history, ait ontinues to be contested. A key issue is how far employability is a distinct concept from employment. In other words, it is possible to be employable but still unemployed. What is more, debates on the meaning of employability are not simply questions of academic interest. Rather a wide variety of stakeholders including Government, graduate employers, higher education providers and of course students and graduates themselves may have an interest in defining employability. The HEA’s (2013) employability framework represents an important and influential attempt to define employability in a way that could unite all of these stakeholders in a common conversation. 
There is a strong consensus that employability is about more than obtaining employment, and that HEPs should not focus simply on supporting students to get their first job but instead support them to building positive and meaningful careers and to participate meaningfully in society. An influential and important definition of employability was developed by Yorke and colleagues in the Enhancing Student Employability Co-ordinating Team (ESECT) established by the HEA. This definition has spawned several models for embedding employability in the HE curriculum, notably the Understanding, Skills, Efficacy beliefs and employability is defined as: A set of achievements – skills, understandings and personal attributes – that make individuals more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy. (Yorke and Knight 2006, p. 8)
The literature about employability in higher education is extensive and approaches the topic from a range of perspectives: for example, students and graduates, institutions, and policy-makers. In order to make sense of the diversity of material reviewed, we have adopted the following structure, which draws heavily on key components of employability identified by the HEA’s Framework for e embedding employability (2013), referred to as ‘the framework’, hereafter. The framework describes the key aspects of employability under the following headings:   confidence, resilience and adaptability; experience and networks; attributes and capabilities; specialist technical and transferable skills; knowledge and application; behaviours, qualities and values; enterprise and entrepreneurship; career guidance and management; self, social and cultural awareness; reflection and articulation.  
The aim of the review is to support the HEA to maintain an up-to-date evidence base and to better understand the practices and policies that have a demonstrable positive impact on employment outcomes. This has resulted in a focus on employability initiatives that are embedded within the HE curriculum, and in particular whether there is evidence that such initiatives work in practice. The objectives of the review are to:  address the relationship between theory and practice and to assess whether there is scope to strengthen this relationship through the capture of key concepts and ideas drawn from research literature.
My organisation and working life for the past fifteen years has been in the Logistics environment. During the period I have worked in various positions within the organisation such as;
. Post room assistant – where we receive all the mails and post the come into the organisation, sort them into various departments and deliver them based on the positions, rankings and sensitivity of the mail
. Client Service or the Customer service – I was part of a team of three females and a male, we worked as the face of the organisation, taking phone calls, answering queries, reporting, informing and advising all the departments about client issues.
. Marketing Department – I must say this department was the most technical of all the departments I worked in, because we were a team of three, working along side the Business and Product analyst, we were given different project each month to advertise, market research and evaluate the competitive advantage it has in the market. Hence, we had to be innovative and always one step ahead of our competitors.
. Transport and Distribution – this is my current department and the experience is very intriguing, the focus of this department is effective delivery service. We ensure, every product that comes into us from a supplier, manufacturer, client, in-house, outbound is successfully delivered to the appropriate recipient or consignee and a proof of delivery is obtained. Besides, the delivery of the products, another function of my department is to ensure all the vehicles are well maintained and serviced.
The transport department have a unique task of understanding the geography of the business, that is knowing the location and address for all the clients and suppliers, demarcate the distribution area and track every product on delivery. 
Learning new academic and employability skills has significantly improved my work and private life, so much so that am able to balance them properly and have time for other things. 
In the past, I made decisions and on hindsight regret the out outcome, but, with a critical thinking approach am able to plan, organise, review and reflect, hence giving me a possible foresight of the possible outcome, which reduces my anxiety level through regrets.
My time keeping and managing my time has also changed, case in point, quite recently, I had the pleasure of join my old team within the marketing department to work on project called “The Brexit Challenges”. I was assigned the task of investigating the new United Kingdom with no deal, the challenges and effects on logistics. As a Mum of three and studying at Trinity Saint David, I knew the task was up against me, my stress and anxiety level began to kick in, however, using the skills acquired from academic and employability skills, I was able to plan and accomplish the task with any anxiety.
I structured my time in such a way that, the days I had lectures or class (Tuesdays and Wednesdays) were not compromised with any activity, I then broke down the topic into a suitable research method, which would enable me to collect the needed data and information for my analysis. The goal was to ensure that current affairs and new updates on the subject are relevant, because, the subject was continuously developing and changing by the hour. I was able to complete and submit my research findings before the agreed date for submission, all because of the new skills I have learnt to do things effectively and efficiently. 
I am very enthusiastic about my chosen field of study and am hoping to further my learning and understanding of this skillset to a higher and advance level. I can confidently say that there has been a significant improvement in my way of approaching issues and decision making based on the skills I have acquired.
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In-class exercise 1: Paraphrasing

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 you Task 1 (part of the Assignment for this module).

Student Name: Florenc  ©doniter studentiD:_| £18 734

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or 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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LONDON
In-class exercise 2: Summarising

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?)r/rite about 175 words.
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In-class exercise 2: Summarising
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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.

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 displays, 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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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 218

Paraphrase 1 {acceptable w

Reason:

American education 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 the
educational future.

Paraphrase Z{ccepta le /

Reason: 5 5 %“”C'\j Gy out WnCrecoe n Sie

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 rathegha—n the educational goals that were their primary objective.

/

Paraphrase 3 cc\epltal@/({naj

cceptabl
Reason: - t maltea Moy  Meanuny 6o a Semlim e

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 educationra\l institutions "have no soul, no memory, and no conscience".

SRR
Paraphrase 4 - {:'ce\zptabl / una:ceptabI;

Reason:

In his book, Beyond Culture, Edward T. Hall discusses 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."

wed Jo U0 W rfade%f/ﬂ cwne&u(w‘u‘
Lecturz":tignature: C‘)/ﬁ?); Date: /}/0}/451//'/?

2|Page





