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1.Introduction
This report aims to prove how I identified and developed my own academic and employability skills while studying the concepts throughout my Academic and Employability Skills module. During the first term of this module, I have learned about new techniques and concepts in order to extend my personal abilities and progress my career. 
Nowadays, it has become more and more difficult to maintain a high educational level and to compete within the business environment. As a small business owner, I have concluded that I need to improve on many aspects that mostly targets the way I am able to professionally present not only myself, but the organization I represent in front of the stakeholders and how to be able to improve business related partnerships and increase customer satisfaction.
2.Building Employability Skills
2.1 Time Management
Employability skills plays an important part to effective performance in the workplace. From the employer’s perspective, to be employable means that you can demonstrate having specific skills and personal qualities that are needed in the workplace. As a whole, these should help you get, keep and a do a job effectively to the benefit of yourself and the employer. (Chaita,2016)
According to Sengupta (2019), organizing your work and identifying priorities it is a vital element for achieving success in the workplace. Some tasks are time consuming and we need to allocate resources efficiently. In order to organize our work and personal activities, we need relevant information about time management, organizing space and resources. This is why we must establish an efficient time management strategy which should have 2 components: what do we have to do and how much time it will be required to complete different tasks. There are 3 major theories regarding time management:
 Pareto Principle: 80-20 Rule
This rule can be applied in environments where time is very important for increasing productivity and success in organizations. It must be considered that 20% of all activities conducted during a certain day will produce the desired net result. By allocating only 20% of our time to categorize all work-related activities, we are left with 80% time to proceed to the actual tasks and operations effectively. (Sengupta,2019)
Pickle Jar Theory
It is known as an experiment that should be tested practically. It has been developed to teach us the best way to manage our time by avoiding any distractions that may lead to un-satisfactory results or bad management choices. (Sengupta,2019)
Maslow's Theory
Abraham Harold Maslow it is an American professor that built a hypothetical pyramid of our human needs and combined it with time management. I have analyzed published literature on this topic as well as in-class presentations about time management and I reproduced the 5 levels of needs in the table above, along with examples of needs and the outcome for every level in order to prove that efficient time management can only result in specific situations, where the individual is reaching the highest point of the pyramid.(Maslow,2013)
 Table 1. Maslow’s hierarchy of needs -connection between time and efficiency in order to develop full professional potential;
	5. self-actualization
▲
	Developing full potential
	Full potential determines the success of the individual at the highest level.
Highest level of performance.

	4.esteem
▲
	Feeling of accomplishment 
	Level 4 can be obtained by using relevant time management procedures.

	3.belonging needs
▲
	Intimate relationships, friends
 
	Once achieving first 2 levels, individuals feel the need belong to a group.
Strong connection between time management and level 3 needs.


	2. safety needs
▲
	Security, comfort, protection; 
	On the second level, individuals must feel safe, comfortable. 

	1.physiological needs 
▲
	Food, water, rest;
	This kind of needs are at the base of the pyramid.
Primary needs not directly related to efficient time management 



Once we are able to understand our basic and elevated needs, we can determine how each of them can be fulfilled and we can differentiate between them and therefor, set a time for each specific goal.
2.2. TIME ORGANISING METHODS
There are different methods that can be used to help us organize our work-related tasks in order to meet different deadlines and achieve specific goals. (Adair, 2019)
· Weekly Activity Schedule
We must plan our activities in advance. In typical situations, we handle specific volume of tasks and we can allocate time slots to accommodate them. Plan and schedule things logically without rushing to do everything in 1 specific day; it is best to spread the volume of task throughout the entire week while keeping enough time in case of emergency situations or unforeseen tasks. (Adair,2019)
· Planner
By managing your activities, you manage your time. Your time must be protected against interruptions or distractions. (Adair,2019)
· Matrix
I have concluded that this method it is the most efficient for my specific work-related activities. I assign different status for every task by marking it as urgent/important/both/neither. While prioritizing is not always a solution, it is still required in cases of multi-tasking or due to a high volume of work assignments. (Adair,2019)
3.BUILDING ACADEMIC SKILLS
In every industry and work environment, academic skills are highly requested. The digital era added value to the quality of life on all levels, from personal to professional relationships and communications. Verbal communication it is not enough anymore. We need to express our own thoughts or requirements in writing.
In practice, employers are mostly looking for potential employees who can step up into managerial roles quickly. Employers are looking for individuals that can prove a whole range of skills for example: interpersonal skills, operational skills, intrapersonal skills and most importantly academic skills. (Cottrell,2015)
According to Cottrell (2015), academic/intellectual skills refers to: strategic thinking, making good decisions, exercising good judgment, analyzing information, finding solutions, brining a creative or innovative approach. Most workplaces would benefit from the application of certain academic skills:
· Synthesizing ideas
· Writing up and presentation of reports
· Critical reflection on practice
· Criticism and evaluation
3.1 Academic writing skills
To be able to successfully apply all of these key-concepts, we must determine and fully understand the value of academic writing skills.
Academic writing skills are highly relevant to the workplace and its purpose is to develop written communications to a certain extent where it becomes an asset.
 I have developed my academic writing skills by studying language and grammar and by learning how to apply new techniques in order to correctly structure a sentence, create paragraphs and use relevant and formal vocabulary at the workplace, report my findings based on relevant sources.

1. Referencing
To provide evidence, the source of our information must be relevant and reliable. The reference is the link between what we write and the evidence on which our writing is based. (Williams, 2017)
The readers should be able to:
· Go and check the source themselves-traceability
· Understand the nature and limitations of the source-credibility
· Form their own view about the source -reliability
There are many referencing styles that operates under the same principles of two linked elements. The most used style in the United Kingdom is Harvard, which I have implemented as referencing style throughout my report.
2. Paraphrasing
When paraphrasing, we must remember that the original meaning and the facts must remain intact but in our own words in order to deliver information in a more precise 
Way. My own in-class exercises related to paraphrasing are attached at the end of this report, as appendices. (YourDictionary, 2019)
3. Summarizing
In comparison with paraphrasing where the facts must remain the same, but it can be presented in a different way, summarizing is focused on restating the main idea in our own words by drawing a main conclusion about a certain statement. (YourDictionary, 2019)

3.2 Translating academic skills for the workplace
Employers value academic skills because they are looking for critical, analytical thinkers able to handle complex information, in ways that will benefit themselves and the company. Based on all the information received during this module and published literature, I have created a list of academic skills which I have understood and started to improve the way I approach it. (Cottrell, 2015)
· Advanced searches for information;
· Find relevant material at speed;
· Make good judgments about which materials is most relevant;
· Synthesise information quickly from multiple sources to find what they have in common and where they differ;
· Summarise relevant material;
· Analyse numerical data to identify trends;
· Based on data, make sensible decisions;
· Apply knowledge in order to solve problems;
· Translate complex material into everyday language so that it can be understood by audiences;
· Present evidenced arguments for formal and informal meetings;
· Reflect on my own work and how I can make improvements;

3.3 Communication skills for the workplace and public speaking
In order to successfully progress our career, we should become confident that we have the right knowledge and skills both in writing and oral communication. Based on my own workplace experience, published literature and in-class presentations, I have created a list of key factors that can determine our professional level or enhance our career. (Cottrell, 2015)
· Spelling, punctuation and using grammar correctly;
· Writing clearly, making it easy for the reader to understand the main idea;
· Writing fluently, structuring writing well in a logical order;
· Produce good writing at speed, to deadlines;
· Adapt your writing styles to the needs of the task;
· Presenting clear and solid arguments;
· Write balanced evaluations;
· Draft formal letters;
· Writing up succinct minutes for meetings;
· Producing texts suitable for different audiences;
· Writing guides, handbooks;
· Writing online materials for business needs;
· Give clear directions and instructions;
· Speak confidently with colleagues;
· Communicate well with people at different levels within the organization;
· Get to the point quickly;
· Taking turns when speaking, allowing others to contribute;
· Representing business views accurately; 
· Adapting your verbal communication style to suit different audiences;
· Making customers and clients feel their views are respected;
· Inspiring confidence;
· Offering verbal criticism constructively when appropriate;

4.CONCLUSIONS
So far, I have considered different angles and perspective views about academic and employability skills based on my current status of student and also based on the fact that I am being my own employer. As my business operates in United Kingdom which is not my home-country, I have encountered several step-backs in the business environment.
I am currently in the process of improving my language skills, both oral and written communication skills, grammar/spelling/punctuation issues. I am also adjusting my professional position by changing the way I approach different matters, by following certain academic skills, in formal or informal meetings for my business environment.
I am improving certain skills for particular jobs and follow concepts about management and leadership on all levels. I am confident I have improved my academic and employability skills to a satisfactory level.
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APENDICES
Please find attached my own scanned copies of in-class exercies for Academic and Employability Skills Module
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In-class exercise 1: Paraphrasing

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).
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Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur,
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 215

Paraphrase 1 - acceptable / eeaEEE e /
- . T > . :
Reason: “[p0 . (‘44‘0&7(9{7 aL@,,’f” Aq{pnuCracv ‘f 1 Ploporiinne / '?f-’-\ "[Ap
USA poblic scosfs womple AN 6 +he fer]
American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.
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Bureaucratization has proved to'be a major stumbling block on the road'to our educational future. American

institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from

promoting their own survival rather than the educational goals that were their primary objective. Iz [ o 7
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Bureaucratization has proved to be a m: jor stumbling biock on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond | Z(l/l

Culture, today's educational institutions "have no soul, no memory, and no conscience". ,{ y
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In his book, BeyondCulture, Edward T, Hall discusses the probigms 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 is responsible 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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To quote from Cottrel (1999), “...

As Cottrel (1999) points out, ...

According to Cottrel (1999), ...

Cottrell (1999) suggests that, ...

In her article ‘name of article’, Cottrell (1999) makes the point that ...
In ‘book title’ Cottrell (1999) explains that ...

Writing in 1999, Cottrell proposed that ....
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Paraphrase the Following:

1. “Ifthe United Kingdom withdraws from the European Union without an
agreement, it will encounter financial hardships.”
From an article in the Times newspaper on 17" july 2019 by Maria Johnson.
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2. ‘Rich people, buvmessmen and the terminally ill are'not warrzed hx the
problems of the poor.”
Book by Harpo Marx 1970.

M_—Lyee&ee(-:m\:" HOV/-”@ Mor (1970) oe phins

N , o .
Wt rieh peale Glore ret suprr/ed Loy the
Preplems 47[ _Hé oo,

3. Speaking directly to people is better than writing to them because you can
hear things in their voices and see their expressions and their body
movements.
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4.

The elderly man could not ascend the stairs without stopping because he was weak
and had to pause every five or six minutes to umh his breath.
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5\Ogc/of/thé = benefits-of teamwork is that it gives membérs ot/ the team the opportunity

6.

to listen to other viewpoints and recommendations and to broaden their own ways of
looking at problems and solving them.
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It is estimated that 75% of people in Britain believe that changes in the weather are
happening because of the pollution caused by heavy industries. Others believe that
there is no relationship between the two.
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