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Introduction: 
The propose of this report is to examine the studies I came to learn about the Academic and 

Employability Skills, the ones I have acquired while studying this course, together in-class 

exercises and published literature. 

The reason I started this course called Academic and Employability Skills has been 

intentionally to polish it up to my interpersonal knowledge to become confident in my reading 

and writing skills, in order to succeed in the academic development, professionally and life. 

In this report, I will mention important facts about the definition of each skill, including why 

is it good to have, and if I have those skills or not. 

 

This report aims to analyse: 
1.    Identifying Skills 

2.    Time Management 

3.    Academic writing   

4.    Paraphrasing 

5.    Summarising  

 

Identifying Skills: 
Identifying Skills, is all about understanding one's abilities of doing something really well, in 

other words, it's the ability to be an expert in a particular skill or role, although, Identifying 

skills is the ability to understand how to communicate well, to develop intrapersonal, listening, 

speaking, observing, questioning, influencing, work as a team, solving issues, motivating and 

leading others, organising and day, month or year ahead and planning the time, whilst 

demonstrating collaborative and creative approach, making the correct use of punctuation, 

spelling and grammar, these are mandatory abilities, also about developing a critical thinking,  



and the capability  to run a presentation in front of a crowd. These are transferrable skills 

because they can be used in every educational, vocational or job role. (Morgan, 2017) 

 

It is essential to have these skills in order to deliver a good job, to express clearly, also to be a 

good leader in the business field.  

Every day we face different types of situations, also problems too, be that at work or in life 

itself, having a good understanding about how to analyse the matter will help with an excellent 

solution for these challenges. It is vital to understand and pinpoint the essential facts about the 

problem, to think and to filter about the most crucial information, separating the pros and cons 

from each other, develop strategies and to review how the problem was concluded. (Trought, 

2017).  

 

I still must develop the abilities to solve issues and critical thinking in order to become a good 

leader and in order to be ready to face challenges promptly and to come up with the appropriate 

solutions based on proven evidence and resources. 

 

Time Management and Employability Skills: 
Time management is about prioritising relevant jobs and planning, and this could be for a short 

or long period. There are very different ways to make sure that time management happens 

effectively. 

According to Morgan (2017), the importance of time management is extremely important for 

any business, studies and life, to achieve goals promptly, it is also a characteristic of leadership. 

A good plan and time management will help a company or a person to put at first what is more 

important at a particular time. 

 

Two different tactics can be used to manage the time better, Pareto’s principle and SMART 

Objectives. 

According to Anderson (2017), SMART objective is a powerful tool to set objectives as group 

work and individually.  

 

 

 



SMART Objectives is Marketing Acrynomy to plan objectives, here are some ideas on how to 

use it: 

•   Specific: It is the meaning of what can be achieved, the objective, they desire, as an example: 

The objective is to get distinction marks in the exam. 

•    Measurable: It measures the performance to achieve the goal, what Am I doing to achieve 

it? 

•    Achievable: It is what must be achievable, is it possible? Am I a good student? 

•    Realistic: Is it relevant? Is it real to happen? 

•    Time-Related: It is about the timeframe to deliver the assignment work; in other words, 

Can I make it happen on time? 

 

Pareto’s Principle teaches us to prioritise tasks with the 80 – 20 rule; it is beneficial in cases of 

the decision – making, it helps, making sure to put at first the most important or challenging 

tasks. Making the correctly used of Pareto’s Principle, nobody would become stressed or 

behind with the allocated work; his Principle can also be used for studies, jobs and life.  

 

It is essential to have these skills in order to prepare and finalise assignments on time and to 

deliver them with good quality and well presented. 

If a frog must be eaten, then eat the most horrible one at first. Do the most difficult tasks 

primarily. 

According to Trought (2017), management skills is a vital element when recruiting new 

employees, since it shows and extracurricular skill in which it will help the candidate to excel 

and deal with challenges in a better light. It will separate the candidate from the competition. 

 

I believe to possess these skills at a certain extent since I already made used alarm clock and a 

bullet point diary, to manage the time previously, although I still must improve, I did not know 

about the existence of Pareto's rule until the academic year had started at the University. I am 

now already implementing these skill and experimenting; I have been allocating time for the 

most important tasks, to avoid getting distracted or procrastinating, a little bit per day, but 

continuously doing it. I am also making the use of SMART objectives to identify how specific, 

measurable, achievable, realistic, and how to achieve on time. I am also analysing what my 

most significant time wasters are. These are great learnings that I will take and use for life. 

 



 

 
Academic Writing: 
Academic writing is everything that includes language, structure, vocabulary and sentence 

structure. Academic skills are fundamental, in order to write a well presentable report, email, 

essays, or any formal document, punctuation is adequate, and there are no use of slangs 

(Yourdictionary.com, 2019) 
It’s a must to have academic skills, this will enable the student to understand about paragraph 

structure, and make the appropriate of use of it, to understand about the topic sentence adding 

the main ideas, adding up a supporting sentence with details of the explanation of the topic and 

the application of concluding sentence, in which it will be served as the end of the paragraph.  

 

I believe to possess these skills, but as student I will  acknowledge the continuation of my 

development, because there are different ways to write and different rules to be used, such as 

cutting unnecessary words to make them sound clear, sometimes I tend to extend  the use of  

words, and in academic writing it's vital to simplify the sentences cutting unnecessary off, in 

order to write a good essay, report, presentation, email and even taking notes. 

 

Paraphrasing: 
Paraphrasing is the act of rewording a primary source reading material. A person must read 

about a topic, to understand the context of it and to speak or write in their own words or 

sentence, creating transparent and new writing, easy for the reader to understand 

(Cambridgedictionary.org, 2019) 

 

It is good to have this skills in order to keep the same meaning of the phrase while writing it 

or; there are several techniques to present the meaning; differently, this includes the use of 

synonyms, adjectives, nouns and verbs in order to maintain the same meaning in a different 

structure. Also citing the primary source is part of the paraphrasing job since it points where it 

originally came from, to avoid plagiarism.  

  

I believe to possess these skills to a certain extent, at first, I found it to be a bit hard to come 

up with synonyms, faster than the usual since the English language is not my first language, 

but it went fine in the end, just needed the patience to make use of the words correctly in order 



to form the sentences. Also, I must pay attention to the meaning of the original sentence. I have 

faith that all will come naturally throughout my development, and I will be able to multi-task 

better.  

During the in-class exercises from 15th June 2019, I worked in the completion of an exercise 

provided by my professor, Anita Nan, where I paraphrased the text and identified if they were 

acceptable or not. (Please refer to the In-Class exercise1: Paraphrasing – Appendix) 

Working on these exercises gave me a better understanding of how to paraphrase it, I found it 

to be inspiring. It pushes me to discover a better and new vocabulary.  

 

Summarising: 
Summarising is about reformulating the main idea of an author, containing a brief explanation.  

(Enago.com, 2019) 

Summarising goes beyond reformulating; it incorporates the practice of citation and quotation 

of the primary source.   

When summarising, the writer must interpret research appropriately; otherwise, it could 

become plagiarism. 

 

It is good to have this skill, as the student can tell in short, the main essential pieces of 

information of a paragraph or the passage of a lecture in their own words. 

It is good because it helps to identify the main ideas of the whole context, and for that, there 

are some excellent techniques in which can be incorporated during the process: 

• The use of bullet points 

• Taking important notes 

• Logical order 

• Notes of Important Ideas 

I believe in having acquired summarising skills, during the in-class exercises handed by my 

professor Anita Nan, she gave me a great exercise to complete, in this exercise I read a text 

about Aldi's Success, and I summarised it in my own words. This exercise gave me an excellent 

knowledge of how to apply the techniques; with it, I shared the principal source from that text 

and avoided plagiarism.  (Please refer to the In-Class exercise 2: Summarising – Appendix) 

from 12th August 2019. 

 

  



 

In Conclusion: 
This report analysed several Academic and Employability skills, and in conclusion, I came to 

an understanding that each of the topics about those skills, really goes hand in hand and that 

one pulls another.   
Identifying Skills, taught me a lot, it made understand, that communicating well, can make 

positive and a quality difference in academic skills, it is a full topic and having studied them, 

helped me to be a better listener, how I observe, and how to influence positively working as a 

team. I still must learn a lot more, but I believe most of them will come naturally, together with 

the everyday challenges.  

These skills helped me with presentation speaking, and how to position myself when presenting 

the material to the public, this includes preparation, practice, voice tone, gesturing, dressing 

appropriately, and managing the speaking time. As a result, I have dealt more confidently when 

applying the taught lessons into practice. 

 

Learning time management made me realise how much stress-free and better lifestyle I can 

have whenever I had applied the learned principles correctly.  Having learned about Pareto's 

Principle and SMART objectives made me understand that "less is more", it helped me to 

prioritise what is more important at first, also has helped me to identify what is achievable, in 

order to conclude my university assignments, with better quality.  

 

Paraphrasing, taught how vital it is to make sure I am well mentally connected while reading 

someone else's work, in order to understand what the subject and context are about before 

concluding any paraphrasing work. The studies and understanding about plagiarism taught the 

importance to show respect to the creator and to avoid plagiarism.  

 

Learning about summarising affected my academic skills positively, it helped me to make the 

most of the teaching lessons, during the classes, I had a lot of informations to listen, capture 

and  to understand, the use summarising, helped me to be more precise when taking notes about 

essential passages of textbooks and learning materials, this saved me time, and helped me  to 

remember the important facts whilst studying at home. 



With Summarising skills, I came to understand of the importance of writing in short, while 

reformulating someone else's ideas. I became responsible about writing confidently about a 

primary source, in my own short words. I understood the importance of avoiding plagiarism.  

 

Academic and Employability skill certainly taught beneficial tactics and helped me to develop 

confidence, and I will use it to pursue a new career role, to be able to anticipate problems and 

to discover new ways to resolve it, these skills helped in planning work and life too. 

I have managed to discover self – awareness, and ever since I have analysed the written work 

with detailed eyes. 

Developing all of these skills will give me a better opportunity to succeed in Academically and 

in the employability industry. 
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