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[bookmark: _Toc60616426]Introduction:
This report is presented in the academic writing and the problem –solving skills I have developed during the course of Academic and Employability Skills. The report highlights the importance of the future development of these set of skills as a necessary part of every student and employee.
[bookmark: _Toc60616427]Presentation Skill
“Presentation is an oral delivery of information to achieve particular objectives” (P.Morgan p.180).The presentation is very important part of the business life and part of every academic student life. “Academic presentation in the University is seen as something similar to an academic essay in spoken way” (P.Morgan p.180). There is no best way to deliver presentation but there is an appropriated and not an appropriate way to deliver presentation. 
Firstly we need to find out what skills that the speaker possesses. There are a few categories of different speakers: avoider-personality who is trying to avoid speaking, resister-when you don’t have the courage to speak, acceptor-personality who can present but doesn’t seek for opportunities and seeker-always ready to speak (Robert Dolan, 2017). Reorganising   the nature of the audience is a very important part of the process for preparing the presentation (P.Morgan p184). The most important key is that the presenter has to have balance.
A good presentation has to have fantastic structure and has to send a clear message to the audience. Usually the presentation is divided to different parts like an essay – beginning, middle and end.
The way the presentation has to deliver is very important, for example the smile and the expression of the presenter. It is very important that the speaker displays confidence to the audience. The peaceful movement helps the audience to be persuaded. It is also very important to point out the time management. It is very important that the presentation has to be kept on time because the time of the audience has to be respected.
Presentation skill is not one of my strong side. Since I started the course of CHE, I had a presentation on business management about the financial plan. As a speaker I had assessed myself as a resistor. I had shown very poor level of stress management skills during the presentation. My time table management skills were also very poor; as a result I went over the limit during the presentation. According to the structure of the presentation I received positive feedback from the lecturer and my skills of non-verbal body language were good. Because I was presenting the financial part of the business plan, my project was with table and graphics which made me use a lot of pictures of graphs and gestures with my hand to explain the graph. According to my presentation skills I had receive positive feedback from my colleague and the lecturer but comparing to my personal self -assessment related to my personal presentation skills, I still need future improvement in my confidence skills, control of the tone and skills of handling my stress.
[bookmark: _Toc60616428]Academic writing
Academic writing is a skill where nowadays it is very important for a student, academic person or businessman. The academic writing has to be clear, supported with argument, well-structured and the purpose to make the reader understand. To be clear and understandable the academic writing has to follow a structure and format. This means that:
•	The academic writing has to include relevant argument supported by primary and secondary sources without emotional expose.
•	The long and complicated sentences have to be avoided.
•	 In the academic writing “passive voice” is used.
· Another important part is summarising, referencing and paraphrasing 
•	“It has to be written in brief and expressed manner” (P.Morgan p.147). This is related with the reducing the amount words that are not needed. The academic writing has to be succinctly which is very important for the academic life and skills.
According to Anne Whitaker (2009) the academic writing skills are important for every course in a University .Academic writing helps you to develop skills in researching relevant information, organisation skills, time management, analysing and evaluating the information. All of these skills are very important for future employability.
According to my personal academic writing, paraphrasing and referencing there are seen as weaknesses. The first time I meet this kind of writing was when I started to study the course in the University. For me it was so confusing to start the process of writing. Firstly I was trying to understand the structure of the academic writing and the expectation. In this cause I supported my study by using the presentation from the Moodle and exercises from the class room. Especially when I had to use my research skill to find and select the correct information.  
To make notes is a skill that is more familiar to me because of my experience, where I needed help a lot was in my academic writing. Another set of skills that I needed to develop are paraphrasing and referencing. We did a lot of class exercises which did help me a lot in my journey in the world of academic writing. I used my linguistic skills to paraphrase the sentence correctly and how to keep the same meaning of the sentence meantime describing it in a different way as well as how to reference using the Harvard reference book. I also used my linguistic skills to understand the source. Reading and writing skills also helped me to write the sentence.  The class activity was an opportunity for me to reference a book, a journal and a website. To write the reference in the proper way I used my learning skills which are related to my knowledge of Math, Science and History. I also used my counting skills to do the reference in an alphabetical order as well as using the rules referred to the Harvard reference book. My referencing skills were very poor and I needed extra academic support class. I still need future improvement in my searching skills for finding a relevant source and my organisation skills with time management.
[bookmark: _Toc60616429]Problem solving
According to targetjobs.uk the problem –solving skills help you to find the right solution to the problem and is essential part of every problem. They are also very important because many employers rely on the employee to resolve the problem in the organisation. To solve the problem efficiently there is also a structure. “The framework for solving a problem described as typical set of stages: definition of the problem, establish the causes, developing opinion and selection of the choices’’ (Maund p.298). This structure contains few steps to solve the problem. ”The first thing to do in solving a personal or organisational problem is to define the problem and the knowledge for problem solving” (Faida onur Armagan ……2009).
The first step is finding the real problem or to define the root of the problem. One of the skills you have to poses is to stay calm. If you are nervous and you chose the decision on how the problem has to be solved, there is a possibility that the solution is not going to work as a result the organisation is not going to be able to move forward.
The next stage is to find the causes of the problem:
To find the cause of the problem first you have to find where the problem is, when the problem happened, does is the problem causes any other problems and any changes or difference that can or cannot affect the problem.
The third stage is related to the option for solving the problem. “Once the problem is found, the next stage is to create options to help the organisation to solve the problem.”(P.Morgan p.301).
The last stage is to make a balanced choice. When there are a number of solutions it is time to choose the best solution. To implement the right decision of resolving the problem, the solution has to be relevant to the needs and criteria of the organisation.
According to my personal skills I do not have experience with problem solving solution. When I am solving the problem I also have experienced that some problems need a different approach such as creative thinking. When I am solving a problem I am always ready for team work and open to other people’s ideas. However some of my skills related to the problem solving such as resilience skills as well as improvement in approaching on finding  a better solution to the problem. I need future improvement on my problem solving skills. I don’t have any practise on analysing my diagram so as a result I need future development in this sector. The use of the PESTEL analysis which is widely used is more familiar for me as I had previously used it from another Moodle. I also need future improvement on finding the right decision (resolving skills). 
[bookmark: _Toc60616430]Leadership
According to P.Morgan ‘’Leader is someone who has followers.’’(P.Morgan p.222). Usually the leaders are more paid then other employees as they are more responsible for some things. The leadership is an integral personal skill and it usually takes long life-time to build up this skill. There is no one way to be a good leadership. Good leader poses a set of skills. The leaders use these skills when they have to organise the team as well as motivating them to achieve their goal in order to complete the task. The basic skills are strategically thinking which helps the leader to analyse the situation and to create a vision where you want to be. Planning and delivering the vision which is related to the plan of the steps the team have to follow to achieve the goal. They also have to create clear vision on the strategy. The leader has to create clear vision of the plan and in order for it to be successful it must to be based on evidence and analysis.
Organisation skills are very important for a leader because poor organisation can lead to different issues and a lot of stress.
Organisation skills are a combination of time-management and self-motivation. ’’Good management is the ability to organise, control and prioritise the use of the time without stress and pressure” (P.Morgan p.52).”The ability to motivate is really important to the leader because motivating others who are affected on the workplace will bring positive change in the organisation”. (A.Khan &Dr.Wisal Ahmad p.297).Motivation skill is related to the emotional intelligent and the pushing power to achieve the goal.
The facilitation skills are set of skills which include teamwork, building a project and change management which are supporting skills that help the leader in workshops and are very similar to the presentation skills.
The innovation skills are part of every good leader because they are helping us to grow, deal, adapt and create new ways to deal with situations.
According to my personal self -assessment I take my strategically skills as a strength. In the process of work I have clear vision where we are and where the organisation has to go. I had an opportunity to organise the process of work which was very challenging for me. I am aware that with good organisation, the organisation will achieve more productivity and win time. Also my innovation skills I can underline as strength. I am always thinking on the problem critically and to implement new path of the solution of the problem.
According to my time–management skills and facilitation skills I can underline them as a weak site. Most of the time I need a lot of time and I am not able to manage the time frame and as well as my facilitation skills need further development and improvement. I found it very difficult to communicate the other members and to lead a workshop.
[bookmark: _Toc60616431]Conclusion:
The academic and employability skills are very important part of my academic and professional life. During the course of the Certificate of High Education I had an opportunity to improve and to work on my gaps with the help of the class activity which I mentioned above.
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(Activities in Class)
The Complete Guide to referencing and avoid plagiarism by Neville ,Colin Book .English.2ng Published Maidenhead: Open University Press 2010
In text: (Neville and Colin, 2010,)
In reference list Neville and Colin (2010). English 2ng.Published Maidenhead: Open University Press.

Chapter to edit the book :
Cite a chapter by P Baty called collaborative Learning from page 231 to page 248 contained in the following book: Study skills for Dyslexic  students.
Hargreaves, Sandra 
Book. English.
Published Los Angeles ; Calif; London: SAGE 2007
In text(P. Baty,2007 p.231-248) 
In reference list: P. Baty ,Study skills for Dyslexic students; Published Los Angeles; Calif; London :SAGE 2007
Journal articles
Putting the Defendant in in Their Place :Why Do We Still Use the Dock in Criminal Proceeding? Mulcahy ,Linda. British Journal of Criminology volume 53 Issue 6(2013):1139-1156
In text (Mulcahy and Linda,2013)
In referent list:Mulcahy ,Linda (2013),’British Journal of Criminology’,  Why Do We Still Use the Dock in Criminal Proceeding ?, 53 Issue 6(2013):1139-1156

Equity and Efficiency in the Workplace : new Trends in Managing Human Resources. Reid ,Douglas; Strudler ,Robert; Ryner, Sara ;Dyer, Lee, IRL Report  24.2(Spring 1987):35.
In text (Reid, Douglas ,Strudler  ,Robert, Sara ,Dyer and Lee, 1987 )
In referent list: Reid, Douglas ,Strudler  ,Robert, Sara ,Dyer ,Lee, (Spring 1987):35,’ Equity and Efficiency in the Workplace’, new Trends in Managing Human Resources, IRL Report  24.2.
Newspaper articles
Daily Telegraph (London) October 21,2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plan plant. Roland Gribben 
In text( Gibben,2013)
In reference list: Roland Gibben(2013),’ Fears of rising bills as deal is struck for new nuclear plan plant’, Daily Telegraph (London),21 October p.1.

Web pages 
Type the following words into Google: BBC news electronic retinas. Write a reference for article BBC news electronic retinas.
 In text: Google
In referent list: BBC news electronic retinas,’ BBC news electronic retinas’.


Referencing exercise:
Answer: Answer:5,3,2,1,4
1.A book with the title :Occupation health and safety ‘,published in Sydney in 2004 by McGraw –Hill ,with authors M. Stewart and F. Heyne. This is second edition

2. Book with title :’International control and corporate governance’, with authors K. Adams, R. Grose, D. Lessons , and H. Hamilton ,published in French Forest ,NSW by Pearson Education Australia in 2003.
3.An article by M. Scardamalia and C.Bereiter ,called ‘Schools as knowledge-building organisation’  , published in 1999 in book edited by D. Keating and C.Hertzman, called ‘Today’s children ,tomorrow’ society ’ in New York by Guilford as pages 274 to 289
4.An article by J.R.Savery and T.M.Duffy ,called ‘Problem based learning :an instruction model and its constructivist framework’, published pages 31 to 38 in the journal ‘Educational Technology ’ ,volume 35,number 5, in 1995.
5.An article called ‘Integration and teaching and learning ’by S. Lipson ,S. Valencia ,K. Wixson and C. Peters ,Published in 1993 in the journal ‘Language Arts ’,volume 70 ,number 4,pages 252 to 263.
6.A video recording of a television documentary called ‘Embers  of the sun’, produced in 1999 by Australian Broadcasting Corporation in Sydney.



1. M. Stewart and F. Heyne (2004) ,Occupation health and safety, second edition.
2. K. Adams, R. Grose, D. Lessons , and H. Hamilton(2003), ’International control and corporate governance’, ,published in French Forest ,NSW by Pearson Education Australia.
3. J.R.Savery and T.M.Duffy(1999), [‘Schools as knowledge-building organisation], ‘Today’s children ,tomorrow’ society ’, as pages 274 to 289.
4. S. Lipson ,S. Valencia ,K. Wixson and C. Peters,(1993),[ Problem based learning :an instruction model and its constructivist framework], ‘Educational Technology’, pages 31 to 38, volume 35,number 5.
5. ‘Embers  of the sun’(1999), by Australian Broadcasting Corporation in Sydney.
Answer:5,3,2,1,4
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