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    The aim of this report is to analyse several academic and employability skills. The skills which will be analysed are:  Paraphrasing, Team working, Summarising ,Problem solving and decision making ,Leadership and Time management.












































                      
Paraphrasing, can be defined as the ability of reproducing original ideas and information in your own words. There are a few very important key points that people should take inconsideration when using paraphrasing skill:
Read the text very carefully, underline and write down important things that people should remember .
Use lots of synonyms, however, do not change the meaning of the original text.
Change the word form and simplify the vocabulary. 
Convert the grammatical format.
Be careful to avoid plagiarism, that means the text is too similar to the original one and it can lead to a fail assignment.
Be grammatically and spelling correct.
Paraphrasing skill is important at University because it help students to use original sources material and paraphrase them in order to have a good assessment.
However, it also helps students know that they have the ability to understand enough to reproduce in their own words (La Trobe University). 
I  need to improve this skill because sometimes it is hard for me to paraphrase as English it is not my native language and I found it difficult, however I am trying to exercise as much I can writing down just a few key words and writing my own version of what I just read using the key words as a guide and lots of synonyms.

Team working skill is the ability that enables people to work with a group of persons in order to complete a task in the best possible way (Business Dictionary)
In order to have a good team working skill there are a few key points to be taken in consideration:
Encourage socialising, encourage team members to get to know each other better in order to have a good relationship with no conflicts in addition to get better results.
Be open, clear and organised is very important therefore everybody will know what their task is and there will be no misunderstandings. 
Set goals, allows people to track their progress, give them a starting point and direction,helps people to stay focused and priorities things.
Respect other people point of view, everybody has the right to opinion no matter if  it is good or bad. 
Team working is a very important skill both at University and workplace because it helps people to get to know each other better,motivate ,support and learn one from another.
Furthermore, it also helps people to achieve a higher quality of work, productivity and finish a task faster.
I have this skill because I am a friendly ,respectful and flexible person , open to new ideas and always looking to learn something different .

Summarising skill can be defined as the capacity of reducing a long text  and create a short  version only for the main and important points using your own words, to use summarising skill correctly there are a few important points that people should take into account:
Read the original text several times.
Ensure the summary it is shorter then the initial text.
Use your own words.
Do not include irrelevant information.
Do not incorporate your ideas or thoughts.
Using summarising skills at workplace is it very important in a conversation as it can make the communication more accurate, efficient  in addition to ensure that the high points of communication are picked up.
Summarising is an essential skill at University because it allows students to improve  ability of writing short notes ,essay, research and teach them how to target the key points of a  text.
I have this skill because when I need to summarise a text I always underline all the important things, and look out for the five Ws : What? Who? When? Where? Why? And H-How?
Change the order, exclude any repetitions , use lots of synonyms and not give irrelevant details.

Problem solving and decision-making skills are the abilities of identify a problem, analyse it and solve it in the best possible way, in order to achieve the best results people should take in consideration a few key aspects:
Identify the problem.
Prioritise the problem.
Look at potential triggers of the problem.
Understand your role in the problem.
Choose an approach method. 
Plan other options.
Supervise the implementation of the plan.
Verify if the problem has been solved or not.
Problem solving and decision-making skills are important both at University and workplace because it helps people to identify any problems that they might have and make the right choice in order to solve it.
I have this skill because I like a challenge, I am a good listener ,reflective and organised person always looking to help and encourage other people to achieve their goals.
Leadership is the capacity that enables people to lead, motivate and influence other persons to accomplish the same target between leader and followers Silva Alberto( 2016) 
In order to be a good leadership, there are a few very important steps that people should not avoid:
Communication, leaders must be able to communicate very clearly and use different methods of communication for example: phone, email, letters, face to face... etc 
Delegating tasks, recognize the skills of each team member and appoint duties based on their skills, by delegating task to team members the leader can focus on other important tasks. 
Motivation, leaders should inspire and motivate the team members, find out which are the motivators factor and reward the team members to get passion and productivity.
Positivity, a leader should always be positive, things are not going always smooth however being positive reduce stress and create a nice and healthy environment.
Self awareness, leader must know really well his strengths and weaknesses in order to lead other people.
Give and receive feedback, leaders must give good or constructive feedback in order to get loyalty and productivity and be open to new suggestions. 
Trust, is a very important skill for a leadership, team members should be able to come and talk with leaders regarding their concerns, make them feel comfortable.
Responsibility, leaders should be able to accept when they fail, find the problem and plan options with the team members.
Leadership is an important skill both at University and workplace because sometimes people need somebody to push, challenge and motivate them in order to move things along and achieve the best result.
I need to improve this skill because I am not a very confident person and sometimes, I need someone approval in order to proceed with my work. 

Time management skill is the process that allows people to control their plan ahead, their time spent on different tasks, be punctual, stay organised and finish a task faster. 
 There are a few very important keys that helps people improve their time management skill: 
 Set daily priorities. 
Do one thing at a time. 
Do not get distracted. 
Stay focused.
The 80/20 rule, also know as the Pareto principle. 

The 80/20 rule is a very important theory for time management, the rule says that 20 % of your work will reflect into 80% of the results, it means that people should decide on 2 out of  10 task that are more important, therefore those 2 will turn out to be worth more then the other 8 combined (Brian Tracy)
Time management skill is important both at University and workplace as-well because it helps people to reduce stress, learn to stick to a schedule, accomplish more , get higher productivity and become more successful in their studies and career. 
People who do not manage their time well end up letting their work sit until the last minute and then feel lot of stress and even reach their time limit. The most common problem for poor time management is procrastination, that is happening when people are keep delaying a task that must be done in a certain amount of time. A good example of procrastination is when you have to finish a project in 3 weeks, and you wait until the night before to start working on it. There are a few main reasons that people fall in procrastination:
Perfectionist, According to Hillary Rettig (2011) , people who procrastinate due to perfectionism skip to do different kind of tasks because they are afraid of making a mistake and they want their work to be perfect therefore they set it away for a period of time .
Fear, sometimes people are scared to make a move because it may affirm a truth they do not want to hear, if they neglect something for a long time thinking that it will disappear, it might only get worse. 
Clueless, lots of people do not know how to start a task therefore they are trying to avoid it as much as possible. 
Distracted, those people that always find something better to do rather then focusing on their task.
Indolent, plenty of people are avoiding their task for different types of excuses like being tired, sleepy... etc
Everybody has a different reason for procrastination, the key to defeat procrastination is to identify the reason and intervene appropriately, managing time effectively it can help people not to fall down into procrastination.
I have this skill because I am an organised person , always get somewhere earlier just to be sure that I am not going to be late and I like to finish my work in advance to enjoy the rest of my time  without any stress on my mind.                                                                                                                                                                               

                                                                                                                                                                            

























Conclusion
This report focused on 6 academic and employability skills:
Paraphrasing- when people are paraphrasing, they must understand the original text, change both words and structure and cite correctly otherwise it can lead to plagiarism.
Team working-is an essential skill in peoples life that can only be built with trust, respect, lots of communication and combined effort. In order to have a better outcome everyone brings their knowledge, skills and experiences for a common purpose.
Summarising skill-summarising skill is a short version of an original text only with the most important details ,a good summary helps people finding the main points and key details about an original text telling people enough about it therefore they can decide whether they want to read it or not .
Problem solving and decision-making skill- People are facing every single day different kind of problems, having this skill it can help them recognise the problem, understand the gravity and face it with more confidence.
Leadership-having this skill is very important for a leader as their role is to build a team, a good leader should know how to motivate others and build trust, respect , confidence and communication between the team members in order to get positive results and productivity.
Time management-for many people time management it is a huge problem in their life ,having a good time management skill helps them to stay on track , divide their time between work ,studies ,families etc ... stay organised and do not lose deadlines .
Skills are very important in people life as they help them to recognise problems and  the impact of their actions, to take responsibilities, be confident and develop themselves in order to progress in their personal, academic and professional life.
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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 1:eed 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 tha 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 soiic monthe, Sudmann realized he was fighting 3gainst certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too muchto de 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 Id 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 amoment to think: “How would the leader l aspire to be handle this situation?”

The answer will come to you.
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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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Time allocated: 1 hour. Please return your Paper to the lecturer ypon completion. It will be returned
to you at the next session. You will need to include a scanneq copy of this exercis.e in the form of an
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 worg in brackets where given, Pay attention to
grammar and make sure what you write matcheg what is already given.

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

Theboss_o_m,m&.\mn:k that by e 89@5 ‘o Lo orgodl SQen ("?gem‘fice,

2) He doesn't write to me as frequently as | wanted. \ Y] Hr\“‘“a .

fwish _he \i®) wmike Yo

3) We were concerned about her health.

We had some __ /@S beot  n m‘&& Mﬂg \L

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

If_A?,_Qu wm&gl_ ?o;i O)Y)fmjfhm%_ NESS) \X]&\AQA MQ* qwg%&_?fmanymistakes.

5) The council cut funding so we could not provide free parking.
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6) His proposal was a failure as it was too theoretical. (relied) SPQQS ;
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7) \t was Mary who stole money. e

He accused H’)J\f ‘%‘ h—“fm M

8) He seems well-educated. However, he's not very bright. (although)
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9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
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