Academic and employability skills





Contents


1. Introduction
2. Description
3. Time management/ Organising study
4. Academic writing
5. Paraphrasing
6. Summarising
7. Conclusion
8. References


[image: A picture containing grass, outdoor, sky, building

Description automatically generated]


1.Introduction
Academic and Employability Skills is one of the main courses that will allow me to develop and grow in my future career. This report describes a review of my learning from the Academic and Employability Skills course.
Employability skills are those required in the workplace, such as a positive attitude,                                                  
communication, teamwork, and self-management. Academic skills are the ones that help you to organise, plan and manage information, such as time management, effective reading, essay writing, taking notes, research. 
	I have chosen a few topics as a reflection of what I learned through this course. I will also analyse online sources and books. The following topics are used in the report:
· Time management/ Organising study
· Academic writing
· Paraphrasing
· Summarising

2.Description
Through this course, the lecturer taught me various concepts about Academic and Employability skills. I have learned how to develop and use my development plan, how I can optimise my time as a student, how I can schedule time efficiently and how to use the information. Apart from that, the teacher explained how to collect relevant information used for writing reports, essays and projects. Taking notes during lectures, from readings, note taking methods, source research, how to discover good scholarly sources, effective sources, and evaluating material from websites were some of the significant aspects found. Another essential part of the course that I learned was paraphrasing, summarising, and referencing. I also learned how to write a better curriculum vitae (CV) and cover letter.
	As a student, I improved my communication, personal and interpersonal skills, including the ability to listen, understand and communicate efficiently, the ability to work alone or in a group, problem solving, interpretation and creativity, the ability to manage my stress level and maintain a good attitude, the ability to organise my time and my priorities, the ability to research efficiently, using online materials, books, articles.
	From the viewpoint of Professor Mantz Yorke, Employability is “A set of achievements-skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.” (2004)

3.Time management/ Organising study 

Time management is the method of planning and coordinating how to split your time between specific tasks. When time is short and demands are high, good time management allows you to work smarter, not harder, and get things done in less time. 





 While studying is important, motivating yourself to do so can be difficult. Making a research space you enjoy working in is a great way to make learning more enjoyable. Another excellent way to remain focused and on track with all your tasks is to create a research schedule. You will ensure that you do not fall behind in any of your courses by creating and keeping to a research schedule.


The Eisenhower Grid is designed to give an overview of your tasks and priorities. For example:
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Boxes 1 and 2, which concern our major priorities and strategies, are essential activities. Box 1 tasks apply to urgent demands, upcoming deadlines and immediate attention.
Box 2, which is not urgent, but also relevant, relates to preparing and scheduling. However, the activities included in box 1 need to be referred immediately and reactively.
Less time spent on box 2 tasks increases the volume and impact of box 1 tasks. The effect of tasks in Box 1 is minimised by spending more time on tasks in box 2.
Box 3 tasks are those which say "no" and box 4 tasks are time waste with regard to job quality. But just take the time from boxes 3 and 4 to focus on box 2. This will lead to duties being reduced in box 1.

This method, as Pareto's Principle, provides the structure needed to efficiently plan time and concentrate on tasks that add the most to productivity.

4.Academic writing
Academic writing is concise, focused, structured, and evidence based. Its aim is to make the reader's understanding easier. It seems to have a formal tone and structure, but it is not too difficult, and it does not necessitate the use of long sentences or a vast vocabulary.
As Hilary Nesi and Guangwei Hu, in the Journal of English for Academic Purposes (2013), “A key element in academic writing instruction is developing in students the ability to use source texts. This involves important connections between reading and writing: reading sources effectively to identify the most useful information for writing purposes, and knowing how, in the act of writing, to successfully incorporate that material into the text being created (Hirvela, 2004). Indeed, while writing from sources, students need to engage in a variety of complex reading and writing activities and make contextualized decisions as they interact with the reading materials and the assigned writing tasks (Kucer, 1985; McGinley, 1992; Spivey, 1990)”.
Types of academic writing:
· Notes- a short list of points or ideas written down as a mind aid
· Report- a document written for a specific purpose and for a limited topic
· Project- a formal piece of work that helps to present and analyse the findings of your detailed research
· Essay- a short piece of writing on a specific topic
· Dissertation-a long piece of academic writing witch content the original work of research on a specific topic

Structure:
1. Table of content- give to the reader on overview of the report, essay or book
2. Introduction- give the reader a guide and the main idea of your report, essay or book
3. Main body- main part of the work
4. Results/ Findings- tables, graphs, diagrams
5. Conclusion- this part summarizes the main point and bring the paper to the close for reader
6. References- a list of all the sources you consulted

5.Paraphrasing
Paraphrasing is the process of expressing someone else's ideas with your own words. To paraphrase a source, you must rewrite a passage without affecting the context of the original text.
Paraphrasing is an approach that allows you to read and quote basic sentences. It is usually better to paraphrase than to quote in scholarly literature, since it shows that you are following the source and making the writing more original.
Whenever you paraphrase, it is necessary to quote the source. You must be careful not to use too close to the original vocabulary. You could be charged with plagiarism otherwise.
How to paraphrase in 8 steps:
1) Read the text
2) Think about the main idea
3) Understand the meaning
4) Go away from the text
5) Return to your own writing, without looking at the original text
6) Write the idea with your own phrases
7) Verify the original text and your paraphrased text, that it varies in word and sentence structure from the original text
8) Cite the original source where you found the idea 
9) 
Paraphrasing techniques:
a) Using synonyms- this technique changes some words, but structure remain the same
b) Changing word class- this technique changes words from one grammatical word class to another (verb, noun, adjective, adverb) 
c) Changing word order- this technique changes the words in different orders
Paraphrasing example:
· Original passage:
“The number of foreign and domestic tourists in the Netherlands rose above 42 million in 2017, an increase of 9% and the sharpest growth rate since 2006, the national statistics office CBS reported on Wednesday.” (DutchNews.nl, 2018).
· Paraphrased version:
“According to the national statistics office, the Netherlands experienced dramatic growth in tourist numbers in 2017. More than 42 million tourists travelled to or within the Netherlands that year, representing a 9% increase—the steepest in 12 years.” (DutchNews.nl, 2018).
· The text has been reformulated with new phrases.
· The text's significance remained unchanged.
· According to APA in-text citation guidelines, the source is correctly cited.
6.Summarising 
To summarise, it means giving you a detailed summary in your own phrases of the key points of a paragraph. A summary is often significantly shorter than the source.
To write a review is not to criticise or evaluate the source. You should only provide a simple, objective, concise summary of the most valuable information and ideas without replacing text from the original and with some of the key points omitted.
Summarising helps students to identify the most interesting ideas in a text, to ignore irrelevant content, and to adapt the central ideas in a meaningful way. Learning to summarise students improves their knowledge of what is read. Description techniques can be used in almost any subject area.
How to summarise:
1) Read the text
2) Write down-if there is a long text, identify the main idea and make notes
3) Compare your notes with the text, make sure that you keep the essence of the source
4) Write the summary with your own words
5) Check the summary
6) Cite the original source
Summarise example:
· Original passage:
“So how do you go about identifying your strengths and weaknesses, and analyzing the opportunities and threats that flow from them? SWOT Analysis is a useful technique that helps you to do this.
What makes SWOT especially powerful is that, with a little thought, it can help you to uncover opportunities that you would not otherwise have spotted. And by understanding your weaknesses, you can manage and eliminate threats that might otherwise hurt your ability to move forward in your role.
If you look at yourself using the SWOT framework, you can start to separate yourself from your peers, and further develop the specialized talents and abilities that you need in order to advance your career and to help you achieve your personal goals.”
· Summary
“SWOT Analysis is a technique that helps you identify strengths, weakness, opportunities, and threats. Understanding and managing these factors helps you to develop the abilities you need to achieve your goals and progress in your career.”

7.Conclusion
	In conclusion, this report contributes to the reflection of what the graduate’s students learned through this course. After finishing this course, I gained a better understanding of grammar and language usage, such as how to borrow and use words, as well as how to improve sentence form and body paragraphs. 
The teacher gives us a concise overview of academic writing methods, basic essay structures, and paragraph structure. Through this guidance, I improved my skills by understanding the various language directions in order to advance my academic knowledge. 
This module has indeed helped in developing academic and professional knowledge. I have discovered a variety of methods for understanding the structure of sentences, sentence styles, and scholarly essays. 
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Time Management Tips


Set goals correctly


Prioritize wisely


Set a time limit


Take breaks between tasks


Organise yourself


Remove non-essential tasks
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