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Introduction

The purpose of this report is to analyze skills which are very important for the successful completion of the education in university and the growth of the workplace.
The skills which will be analyzed are time management, paraphrasing, communication, decision making,punctuality,organisation and summarizing.


Time management 
According to Mindtools.com(2009) time management definition is the ability to allocate the most functional and successful time between our various activities. For successful time management, the ability to have better efficiency and productivity in the performance of your tasks is considered. Proper time management helps to work in intelligent and achieve the desired successes in the short term, even when there is a short time for the task. Failure to manage time properly leads to failure and stress.  
A helpful rule is the Pareto Principle’s 80/20 rule. He recommends, before starting the task, to ask ourselves is this task is one of the top 20 activities or it is minor 80. Following this rule, it will greatly help in the proper allocation of time.
In the workplace, it is very important to have time management skills. Thus, professionals will be able to accomplish their tasks on time and to work in sync with the workplace team. Proper time allocation is a major factor in productivity. Avoid the unwanted stress of failing to cope with the work plan.
At university, it is also important to have time management skills. This will be a leading factor in in-home tasks. Also, attending lectures and preparing with exam materials.
I think I have good team management skills. I can manage my assigned tasks on time and to be in sync with my colleagues. Also at the university, I can achieve the desired results by attending the lectures and preparing at home for my homework and exams.

Paraphrasing 

According to Cambridge Dictionary(2020) paraphrasing is to repeat something spoken or written using different words, often in a simpler and shorter form or humorous form that makes the original meaning clearer and shorter.
In the workplace is good to have skills to paraphrasing because it is nice to be able to convey information to residents in my own words that is clear to them, but not disturb its integrity.
In university, it is nice to be able to paraphrase because it will help to finish the tasks more easily and thus to perform my tasks easily.

I have very good skills to paraphrase and this helps me to transmit and absorb information without breaking its integrity.

Communication 
According to Merriam-webster.com(2019) communication is a process of information’s exchange between individuals through a common system of signs, symbols of behavior.
Good communication in the workplace is especially important for the work process. Communicating with colleagues helps to work well in a team and distribute the work we do well. Good communication with residents helps us to follow their needs exactly and satisfy their wishes.
At university, good communication is also crucial. Good communication between students and lecturers leads to positive results. It helps us to exchange ideas and experiences with each other and to learn and consolidate our knowledge.
I have excellent communication skills. They have always been useful to me in many directions. I can create a pleasant work and study environment and continue to acquire knowledge and build useful relationships in the workplace and the university. 

Decision making
According to Learnersdictionary.com(2013) the definition of decision making is a process or act of deciding something, especially from one or more choices. 
The workplace is good to have the ability to make decisions because it will help to do the job properly and choosing a better way to. It is especially important to be able to make decisions in unforeseen situations. Working in a team sometimes need to be made a group decision, first need carefully to listen to the arguments of the other members of the group. This way will help to work well in a team and full synchronization with colleagues. Thus, can perform quality and finished tasks on time. 
At university, it is good to be able to make decisions because it helps to be more organized and able to grow. It is good for a person to be able to make decisions especially related to them and not be subject to other people's opinions.
I do not think I have very good decision-making skills, especially in a stressful situation. I have to work towards developing these skills because they will help me to be more confident in myself and make the right decisions in the future and be more successful in the workplace.



Summarizing 
The definition of summarizing is to express the most important facts or ideas about something or someone in a short and clear form. (Cambridge Dictionary,2020)
In the workplace, it is nice to have the ability to summarize because it helps me to provide information quickly and accurately. That saves time and manages to convey the necessary information in an accessible form. While retaining the basic idea of the text.
At university, students need to be able to summarize because it helps to retain important information from the proposed material to quickly and accurately acquire the knowledge needed.
I think I have good skills to summarize but it is good to work towards developing them. This would help me be more successful in the future.

Problem solving

Definition: Problem solving that is process of working through details of problem to reach a solution. Problem solving may include mathematical or systematic operations and can be a gauge of an individual’s critical thinking skills.(www.bisinessdictionary.com)
It is very important for a good workflow to be able to solve problems. To be able to find the right approach to solving problems in a workplace you need to be familiar with the intricacies of the profession you practice. You must also be able to make decisions under pressure and be able to remain calm. In my workplace it is very important to be able to problem solving because we work with people and any wrong problem solving can be fatal. For this reason, we regularly undergo training phases that help us solve workplace problems.
The ability to solve problems at university is also important. This facilitates a smoother learning process and a rewarding work environment. Problem solving is a desirable skill for any future leader.
I do not have the skills to solve problems. I need to be able to build this skill because it will be very useful for me in the future.
[bookmark: _GoBack]
Punctuality
Definition:The fact of arriving,doing something,or happening ot the expected or correct time and not late.(www.dictionary.cambridge.org/dictionary/english/punctuality)
At workplace is better to have good punctuality skills.These skills help us accomplish our tasks on time and keep our work shedules.Especially the healthcare world is very important to have punctuality skills because people have built up hourly habits thas it is desirable to observe.
At university ,it is good to have the punctuality skills for the same reason.It is important to be able to complete your assigned tasks on time and to meet the training schedule.Punctuality is a quality that is valued everywhere.
I have good punctuality skills and this helps me to be in tune with myself and my work environment.This is a necessary quality in todays fast-paced life.

Organization

Definition:A social unit of people that is structured and managed to meet a need or to pursue collective goals.All organizations have a management structure that determines relationships between the different activities and the members,and subdivides and assigns roles,responsibilities,and authority to carry out different tasks.Organizations are open system-they affect and are affected by their environment.(www.bisinessdictionary.com)
In the workplace,it is important to have good organizational skills.Is important to be able to plan,organize and execute tasks and projects within pre-determined deadlines.The same is true of setting and achieving goals.Organization skills and personal qualities it isimportant to success of each persons workplace.These are things that can be constantly stimulated,developed and sustained throughout live.Improving organizational skills will improve workplace productivity.Properly organizing tasks and projects will reduce the risk of stress and help you quickly and easily achieve the success you need.
At university it is also important to have good organizational skills.It is advisable to have an organized plan before embarking on a project. Let us correctly understand what is important and what is secondary to the task.Having a plan in place and falloving it is one of the main things that helps you be well organized.Live is inevitably easier when one is well organized.
I do not have good organizational skills.This prevents me from fulfilling all the set goals.I need to work on building and improving my skills in this direction.This will help me to be more productive and to better handle my assigned tasks.
Conclusion

This report focused on some important academic and employability skills: time management, paraphrasing, communication, decision making, summarizing and problem-solving. 
Time management is important in the workplace and in university to finish tasks. Paraphrasing is a skill used in University as a tool to prepare for important tasks and to help students to defend their ideas. Communication is an important skill in University and in the workplace. Decision making is the ability to make choices from two or more choices, helpful is in both University and workplace. Summarizing is a skill used in University to help students to demonstrate the ability to understand and resume read text. Problem-solving is an important skill in both University and workplace, students and employees are more successful in their career if they can manage problems.
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: \\fOUV\ @7\60(‘(3{2(/\@ . Student ID: /I%O 8?35 \{

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).

Ex.1 Write a paraphrase of the following passage.

L]

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 word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce) X
The boss _ AVWVOUWNCE & CDM/PLQ ‘ C,L/\/QA'\C}),Q/S v in the office.

2) He doesn't write to me as frequently as | wanted.

Iwish_1 lhod  wioce  wWwotes o \/\,Qf 7<

3) We were concerned about her health

We had some _(JONCIN NS O&bOLA* M lf\wufb\ l/

4) You weren't careful, so you made so many mistakes. (had) ¥
If \(‘jO\A \/\O\/cgz ottomnt ton UK)L/\ C,O\\/\\/\O* walky so many mistakes.

5) The council cut funding so we ¢

could n ovide free parkmg
Because of _ ¥\ T2ANOV ﬁ %\MA .@rO\AA e oun el vuﬁ
Wamnot POVIGR  §el po«/\'l(/\

6) His proposal was a fallure as as too theoretlcal , (relied)
His proposal @g Q&A O\AA(B WOk %—CM lare X

7) It was Mary who stole mon

He accused W\A s 5’\"60 [rl’\/‘q WOV\‘e’ZfJ
8) He seems well-educated. However, he's not very bright. (althoughz/\"2
MHA/O\/\o/lA he lodles ed U eaked woell 1¢ ot too &l %L\'l'
9) Universities place the burden of understanding plagiarism and attribution conventions on
students
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10) 33% of adolescents who have one baby, have a second baby within two years of the first
bat?(y)s birth. (third)
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In-class exercise 2: Summarising (Oct 2019)
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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 need 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 the 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 some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do 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 I'd 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 a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you. S
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ln-class exercise 2: Summarising (Oct 2019)

Ex.2 | Y

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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