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Introduction : 

 

The persistence of the report is to analyse several academic and 

employability skills, namely. 

 

will be done by focussing on several skills such as: 

 

TIME MANAGEMENT, ACADEMIC WRITING, COMMUNICATION,  

CRITICAL THINKING, PROBLEM-SOLVING, AND DECISION MAKING, 

SUMMARIZING and PARAPHRASING. 

 

 

 

 

 



TIME MANAGEMENT 

 

Time management is the ability to use someone's time effectively. Can 

be used at work, studies and organisational factors. The key to 

effective time management is planning and then protecting the 

planned time. 

Can be both an academic and employability skill. At the workplace, it 

is essential to have excellent time management skills in order to 

complete the tasks on time. 

Time management states the way to plan and organise how much 

time to spend on some activities, especially to increase productivity, 

efficiency, and effectiveness. 

Time management requires how it can be beneficially by planning the 

time. Planning requires the attendance of specific goals. Without 

goals, there is no variance in how to spend time. Most individuals do 

not think abundant of targets as spend much time in the response and 

reaction to pressure from people and other things. 

“The most effective way to live sensibly is every morning to make a 

plan somebody day and every night to observe the results obtained. 

(Alexis Carrel.) 

Consuming the whole thing arranged, there can make a person feel 

like a robot, always on track. There are going to be social events where 

the person will not be able to attend due to their schedule. This one 

of the disadvantages that time management offers. 

 



I believe I need to improve these skills because sometimes I tend to 

leave the things until the last minute or postpone them, and then I am 

under pressure. 
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ACADEMIC WRITING 

Scholar writing or academic writing is register prose that is 

conventionally characterised by” evidence….that the writer(s) have 

been open-minded, persistent and disciplined in the study”; 



Academic writing is persuasive, concise, focused, structured and 

backed up by evidence. Its purpose is to aid the reader in sympathetic. 

It has a recognised tone and style, but is not complicated and 

systematises not necessitate the use of lengthy verdicts and 

sophisticated language. 

Each subject penalty will have convinced writing pacts, vocabulary, 

and types of the dissertation that will become acquainted with 

throughout degree though there are some general characteristics of 

academic writing that are relevant across all disciplines. 

Academic writing is : 

Planned and focused, answers the questions and demonstrates an 

understanding of the subject. 

Structured: 

It is intelligible, written in a rational order, and brings together related 

points and material. 

Proves knowledge of the subject area, supports opinions and 

arguments with evidence and is referenced accurately. 

The first stage of writing academically is to describe the determination 

of the writing and the audience. Most formal academic writing at 

university is set by and written for, an academic tutor or 

assessor(academic writing handbook for international students, 

Stephen Bailey). 

 

 

 



 

 

COMMUNICATION 

 

 

It is the simple act of transferring information from one place, person 

or group to another. Every communication involves at least one 

sender, a message and a recipient. Being able to interconnect 

effectively is a vital life skill and should not be overlooked. To link well 

is to understand and be understood. 

An understanding of communication systems directly impacts all 

facets of life, including human and technology interactions. (Sabah Al-

Fedaghi, International  Journal of Soft Computing 7,1.12-19,2012). 

Shanon and Weaver are one of the models of communication that 

learned trough this module. There are different types of 

communication: 

Verbal communication, Non-verbal communication, Written 

communication, Formal and Informal so on. 

Verbal communication : 

     It is a type of verbal communication wherein the message 

transmitted through the spoken words. Here the sender gives words 

to his, ideas, feelings, thoughts, opinions and expresses them in the 

form of presentations, discussions, speeches, and conversations. 

       The efficacy of verbal communication depends on the speaker's 

tone, speech clarity, the quality of words and body language used in 



the conversation.The response is instant since there are a 

simultaneous transmission and receipt of the message by the sender 

and receiver respectively. 

The sender must keep his tone speech clear and high to all and must 

design the subject substance keeping the target audience in mind. 

  I think I need to improve this because I struggle to express myself, I 

find it very hard to get words I have in my head trough my mouth. 

During this module, one of the things I learned is how to communicate 

effectively. The sender should always cross-check with the receiver to 

make sure the message is wholly understood the same way as it 

envisioned. To be successful, it depends not only the speaking ability 

of an individual but also on the listening skill. (businessjargons.com) 

 

Non -Verbal communication: 

 Also mentioned as body language comprises all those ways we 

communicate short of words. A more practical definition for 

nonverbal communication is “communication other than written or 

spoken language that creates meaning for 

someone”(Ivy&Wahl,2014,p.5). 

Written communication: 

  When communication performed through  any written document 

such as mail, letters, newspaper, so on is called written 

communication 

According to Bovee and others,” Written communication is the 

expression of ideas through words that are meant to read”, so the 

written communication is the procedure of communication in which 



communications or info is exchanged or communicated within sender 

and receiver through written form. 

.(TheBussinesCommunication.com) 

 

Formal and Informal: 

When considering the formality of communication, there are two 

types. One is informal communication where is anything official like 

tex-messages, social media such as Whatsapp daily use of 

communication  2017). The other one is formal communication like 

emails, statements, journals so on. .(Quintanilla, K.M and Wahl, S.T in 

Maund, Schriek, Tinkle 

 

 

 

 



CRITICAL THINKING 

 

Critical thinking is the skill to think clearly and sensibly, understanding 

the logical connection between ideas, to think under pressure 

circumstances also the analysis of facts to form a judgment. 

Critical thinking is self-absorbed, self-disciplined,self-monitored and self-

corrective thinking. 

 

According to Peter Morgan ”Critical thinkings are the development and 

use of information beyond memory and repetition “. 

The ability to analyse facts establish ideas, defend opinions, evaluate 

influences and solve problems(Chance,1986,p.6) 

“...connecting analytical thinking for the drive of evaluating what is 

read (2Hickey, 1990, p. 175);”   

A deliberate and conscious process which is used to evaluate or interpret 

experiences and information with a set of reflective abilities and attitudes that 

guide thoughtful actions and beliefs(Mertes,1991,p.24) 

• “...active, systematic process of sympathetic and evaluating arguments. A 

quarrel provides a declaration about the properties of some object or the 

relationship amid two or more objects and indication to support or refute 

the assertion. Critical thinkers admit that there is no single correct way to 



understand and evaluate arguments and that all attempts are not necessarily 

successful (Mayer & Goodchild, 1990, p. 4);” 

• “...the intellectually controlled process of actively and skillfully 

conceptualising, applying, analysing, synthesising, or appraising 

information gathered from, or made by, observation, experience, 

reflection, reasoning, or communication, as a guide to belief and action 

(Scriven & Paul, 1992);” 

• “reasonable reflective thinking focused on deciding what to believe or do 

(Ennis, 1992);” 

• “... skilful, responsible thinking that facilitates good judgment because it 

(1) relies upon criteria, (2) is self-correcting, and (3) is sensitive to context 

(Lipman. 146).” 

It is one of the things that I still need to improve. I find it very difficult 

to think clearly under pressure or stress. This is one of my most 

significant issues; I find thinking under pressure a very complicated 

thing; it is a problem that concerns most of my friends.I hope that 

during this course, my critical thinking will change. 
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Problem-Solving and Decision Making 

Although there are many models of decision making, there are few 

attempts to match the appropriate decision strategy with different 

situations. 

 

Decision Making 

Decision-Making stared as the reasoning process resulting in the 

selection of a belief or a course of action among several alternative 

possibilities. Decision-Making in the process of identifying and 

choosing alternatives based on the values, preferences, and beliefs of 

the decision-maker.With a step-by-step decision-making process can 

help to make more thoughtful, considerate decisions by organising 

relevant information and essential replacements. This method 

increases the chances that will choose the most satisfying alternative 

possible. 

 Every decision-making process produces a final choice, which may or 

not may not prompt the action. (Antoine Bechara and others, Journal 

of neuroscience18(1),428-437,1998).I need to develop this skill as I 

struggle to make a decision, and always I need to have someone 

helping me to chose, even if it a simple decision I make.i do not know 

if it is decent or not but I always ask for advice. 

Problem Solving 



Problem-solving contains using generic or ad hoc methods in an 

orderly manner to find solutions to glitches. Some of the problem-

solving methods industrialised and used in attitude, artificial 

intelligence, computer science, manufacturing, arithmetic, or 

medicine are related to cerebral problem-solving techniques studied 

in psychology. 

Period problem-solving revenue to some degree, dissimilar belongings 

contingent on the correction. 

For instance, it is a cerebral process in mind and an automated process 

in computer science. 

It is the process of working through details of a problem to reach a 

solution. Problem-solving may include mathematical or systematic 

operations and can be a gauge of an individual’s critical thinking skill. 

Solving problems from time to time involves dealing with pragmatics, 

the way that context contributes to sense, and semantics, the 

interpretation of the problem. Problem-solving in psychology refers to 

the process of finding solutions to the problem encountered in life. 

I do not need to develop this skill, as I am quite good at dealing with 

problem-solving. I help other people as well as solve their problems. 

(Andrew Maund, Schriek, Tinkler,2017). 

 

SUMMARISING 

A summary is a mixture of the critical ideas of a piece of writing, 

restated in own words. 



One of the most critical features of reading for academic study is 

reading, so can make use of the thoughts of other people. This is 

important as the need to show that have understood the materials 

have read, and that can use their ideas and findings in the 

way(Spack,1988,p.42). This is an essential skill for every student  

According to Kymberly Fergusson, Summarizing is an essential skill in 

this day's fast-paced biosphere. Being able to take the most important 

information concisely and accurately without wasting any time or 

causing misunderstandings”. 

Summaries neglect the detail and focus on the core, most important 

points in a longer piece of information. 

Learning how to summarise, we are also training ourselves to 

recognise important information quickly. This especially useful and 

time-saving when skimming articles, papers websites for info that 

obligatory to solve a problem. 

In the workplace, existence able to summarise can save time, when 

checking to understand a task, describing a problem, preparing 

reports or recommending solutions to problems. 

I use to have an excellent summarising skill but with help from the 

teacher and class exercises helped developed it more. (Kenedy et 

al.,2003:52-53). 

 

Paraphrasing 

A paraphrase is a reaffirmation of the meaning of a text or passage 

using other words.the term itself is served via Latin paraphrases from 

Greek, meaning” extra manner of look” The performance of 



paraphrasing is also called “paraphrasis “.Most of the learners are 

making a mistake when they paraphrase, four of them are common. 

Not being able to replace some words or ideas, they tend to shorten 

the source. Secondly, they are inclined to plagiarism for the same 

reason; Thirdly, they change the meaning, whether results to have not 

understood the main idea or have chosen synonyms inappropriate; 

The fourth and last one they following their own opinion with design 

unique instead of paraphrase it. 

 

References 

.(Andrew Maund ,Schriek,Tinkler,2017). .(Antoine Bechara and 

others,Journal of neuroscience18(1),428-437,1998), (Mayer & 

Goodchild, 1990, p. 4);” . .(Quintanilla,K.M and Wahl,S.T in Maund 

,Schriek,Tinkle), (Lipman,146), academic writing handbook for 

international students,Stephen Bailey) .(Kenedy et al.,2003:52-53). 

 

 

Conclusion 

Through this report, I manage to analyse some of the skills that I 

learned during the first semester of this module. 

I erudite a lot of new things throughout this module, amazing things 

and news to me. Thanks to our lecturer Ms.Anita, which is a fantastic 

teacher and the process of learning, makes everything so explicit and 

easy to understand, and the best it that she has much patience with 

us. 



 I founded like a fantastic challenge to write this report, but with 

research and patience, I managed to finish it. 
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