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INTRODUCTION
The purpose of this report is to analyse my own academic and employability skills. This will be done by focusing on several skills such: time management, communication, team working, problem solving and decision making. I will develop a small report about of each skill. Why it is good to have this skill and if I have this skill. However, will be write about paraphrasing and summarising. In additional the references and conclusion.

Time Management
It is very important to start with a clear definition of what we mean by “Time Management”. Same people says, “Time is money” Franklin, 1973, p.188. 
In addition, everyone working hard to understand the efficiently of time managing in proper aspects. “Time Management” is it how, when and why to planning our daily routine for different activities. It is the process to be smarter, to do more things in less time. Managing our time could reduce the stress and to have more time for our family. To have this skill is good also for health, family, gym, free time and much more.
All of people need, even ten minutes, to sit and do nothing. Having good time management skills, help the  employers to find that time. The time management is the key for better future, more opportunities, new carers. The life is very short but with good time management we can creating many ways for better future. Knowledge of time management is more essential to balance day to day activities for better result and even success
I need to improve this skill because anyone of the people have this skill but not enough to understand the main idea about it, and me I am one of them.  When I came in the class for level 4 Certificate of Higher Education and Skills for Workplace in the University of Wales Trinity Saint David, I thought I have this knowledge but day after day I learned what is the clear  definition of time management and how in effect, could help me. 



Communication
Is the way of transferring an information or a message between people to others. This could be emotions, sounds, pictures or simple words. The communication is verbal or nonverbal. Nonverbal is most of the time body language, eye contact, hand gestures or tone of the voice. In additional, the communication is the process of sharing information or ideas between an sender and receiver.
  It is good to have this skill because is helpful to have good understanding when we must talk face to face, like an interview, by phone or send an email. However, when somebody is shy and cannot express an opinion, technology aids in the control of communication. The skills we have will assist in the future for an interview. Is not necessary to doing a course to be confident with this skill, because the life teach people how difficult is the world if the communication is bad.
  I have this skill because I am a social person, very confident with anyone. I like meeting new people and discuss topics about all. I learned to manage and to be confident with this skill in the past in the school, but most of the times I develop this skill in the workplace. Is very interested how much could grow up a person having no problem with communication with anyone. Talking about funny own situation and about our life to colleague help to develop a good and maybe strong friendship.


Team Working
Teamwork is the ability and quality to allow us in the workplace working well. Is exactly the world “team” help and be help wherever and whatever we are doing on that time. Team working is the process by which group of people try to cooperate using their skills at the workplace or home for a specific target
Is good to have this skill because in the workplace working as a team is important for each one to understand the responsibility of all and make our job in time as expected standard. Most important, for all to understand value and standards of the workspace. It is helpful to know when and what the people have to do. Even in the life, anyone need just to be at work and work as a team. We need to understand the meaning of this term in day to day terms. Everybody needs a partner in their work environment to assist to the values and standards of the work environment.
I have this skill because I work as a delivery driver and   I help others, example, my colleagues to loading the van or make well the routes. Also, I give valued information about the last meeting or to cover their work shift. In the past I worked as a storeman and I learn how to do the job nice and tidy as a team and understand my position. In addition, once leaving my place of work, I return home to help my wife and family. Being part of a team never ends.  



Decision making 
Is the process of a logical choice for more options. Decision making is that “that second” when that person who must understand the good and the bad of his choice. Always when people have to make a decision we need to know or at least understand the positive and of course the negative. And most of the times, to have an alternative. Like a plan B. 
It is good to have this skill because it is an advantage for those who have improved or developed this kind of skill, however, can save time. Making the correct decisions in your work environment, home, or person takes experience and self-awareness. This equals the concept that we already understand the positive and the negative of that choice. The people always have another option, such as plan B when the decision has a negative consequences or result. In additional, the persons could call this “a step forward, or backwards”. 
I need to improve this skill because I want to succeed in so much. That saying NO to opportunities can cloud my decision process. I want to help in so much, priority and making the most of the time I have with my family and time in my career. Most important time to rest, and with 24 hours in the day, can be quiet challenging. Making a good decision or choosing what we need to succeed can have a to risk. Example, making a major decision with your finances, and not educating yourself with the possible consequences. I am not that kind of person. Always I need time to analyse the positive ways, process and eliminate and communicate all options with my wife and family.


Problem solving
The problem solving is the process of finding a solution for any issues difficult or easy. Is the ability to think or evaluate information before to make an action for that specific problem. Is that person who could resolve or find a solution before others in any situation. Problem solving identify the problems, collect the information, decide the cause and then find the possible solution.
Is good to have this skill because in life, the people, could be in difficult situation but in that case will be easy find a solution or a good way to come out of trouble. Having this skill is a good process to use when approaching a problem, and then of course to solve quickly and effectively. Planning and structuring will help people more likely to be successful.
I have this skill because my job and my experience life. I had many problems in my life starting with my family to my accommodation in new country. During my 9 years in Italy I develop this skill quickly solving many difficult situations. Could I say this skill was and it is part of me, and for sure of many people who found issues in their own life.






Paraphrasing 
Paraphrasing is to restarting the text and give back the meaning in different form. However, is when rewrite or rewording the meaning of something written or spoken using different words. Using our words to recount a story, events or ideas. Paraphrasing is to express someone else using our idea how to be recounted.
Is good to have this skill because is not good enough for school only or writing about an article but also for interact with others. Even when the people are at work and something happened, using this this skill, paraphrasing, could be very helpful to say what really was without lose much time.
I have this skill because I am doing many exercise, theory and practise at school. Every time when I am doing the module Academic and Employability skill my teacher, always, make sure each lesson to be clear with the argument what she is talking about. In additional, all lessons what she will do, the homework will be something regarding this skill.







Summarising 
Summarising is to write the ideas of what the reader understood about an argument, article or a book but keep the original idea. Fallow the same order as original but without give an opinion. Summarising is also, to be clear to others person who, maybe, hasn’t read that article.
The students most of the time, are under the stress because the exams, homework, friends or family. Once they learn how to develop this skill everything will be much easy using this skill for their time school. However, is good to have this skill because make our time school easy and less stress.
I have this skill because I am doing a lot of texts in class. I like read books and most of the time when is finished to read, I write the main ideas of what I understood regarding that book. However, during my academic year I am very sure I will improve my summarising skill because will be in all lessons, all modules.









Conclusion
In this report I wrote about the skill what all people using day by day, time management, decision making, problem solving or communication. In additional, the main definition of each and reviewing their performance in the life. I developed one by one making a lot of research by different source as books, journal online or article, and give a definition in my words. Explain why is good to have that specific skill and if I need to improve it. However, the purpose of this report was to explain who is reading how I understood how important it is to share the skills and receive feedback from others and then to improve it if necessary. In additional, using our own ability on the workplace or anywhere the people could be helpful very much. 
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In his book, Beyond Cuture, Edward T. Halldiscusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes.
that this s responsibl for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It wil be returned
toyou 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).

Ex1
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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses 3 lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy.
‘without reducing the quality of its products. In fact, in some cases Aldi's products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibilty. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s.
approach to doing this s to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi's fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi's
employees. Through training staff to do  variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Ald’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed o to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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