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[bookmark: _Toc28609912]INTRODUCTION

This report will discuss and analyse some of the key skills to attain. Academic and employability skills will be used to explore how individuals can become effective learners and competent in future career or academic path. Therefore, an analysis of definitions will be drawn from three academic skills and three employability skills.
















[bookmark: _Toc28609913]SWOT ANALYSIS

This part of the report will discuss the strengths, weaknesses, opportunities, and threats (SWOT) in both academic skills and employability skills. A SWOT analysis can be used strategically to access current individual position as it enables individual to get an understanding of what is working effectively and what needs improving. Furthermore, SWOT analysis is a common technique used to find strength, 
weaknesses, opportunities and threats of an organisation. Arguable, everyone has a strength, furthermore identifying my personal strength in relation to academic skills will contribute to accomplishing a good result and support my confidence in career path. Some strength can make tasks easier for example I have the attribute of working well within a team and also understand the importance of team work. Although, I have acknowledged the importance of employability but there are key skills that I will need to attain such as time management. In addition, I have acknowledged the importance of paraphrasing and how it can contribute to skilled writing, which I highly believe is my weakness   but I can improve on using paraphrasing by doing additional research and grasping and understanding the technique required for paraphrasing. I also realised that I don’t enjoy reading which is a great weakness as it is required within academic skills but with the opportunities and resources available and different styles of learning it can turn enjoyable. 
The current threats I can identify within my academic skills and employability skills is working to deadlines although this was not discussed as a whole but it can fall within time management. Working to deadline is very importance as it can have impact on grades and financial budget. Therefore, I will need to improve on my time management and research several techniques that will support in managing time.    

[bookmark: _Toc28609914]ACADEMIC SKILLS VS EMPLOYMENT SKILLS

Skills for Learning states that “developing your academic skills is an essential part of successful study at university and your future employability. Academic skills include the use of IT, numeracy, academic literacy, problem solving, critical thinking, working with others and research skills” (Skills for Learning). Whereas, Association for Career and Technical Education discuss that “all students need foundational academic knowledge especially in maths and English language art” (Association for Career and Technical Education). Oxford Royal Academy (2014) further goes on to list several skills that will help students be efficient learner and more impressive students, for example, written English, Essay writing, reading, note taking independent learning, research, presentation skills and exam technique. 
In another had employment skills is defined as “a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace. Employability skills are typically considered essential qualification for many job positions and hence have become necessary for an individual’s employment success at just about any level within a business environment” (Business Dictionary). Whereas, Science, Technology, Engineering, and Mathematics Network(STEMNET) states that “employability skills can be defined as the transferable skills needed by an individual to make them ‘employable’, (STEMNET). STEMNET further goes on to say that in fact employability highly depends on individual knowledge, skills, and attitude, how those assets are used and presented to employers. In the same way, listed ten employability skills which is looked for in potential employees, for example, communication and interpersonal skills, problem solving, using your initiative and being self- motivated, working under pressure and to deadline, organisational skills, team working, etc. 

[bookmark: _Toc28609915]ACADEMIC SKILLS

The essentials explained above captures the essence of academic skills and employment skills, however, it is not sufficient definitions to discuss the key skills specifically in academic skills as it fails to incorporate paraphrasing which will be analysed along with research and reading as part of the three academic skills discussed in this report.
[bookmark: _Toc28609916]Paraphrasing

Paraphrasing is considered by many to be an important skill for academic writing, (Keck 2006). Although it’s important but yet complicated device for the treatment of source text materials, (Hirvela and Du 2013). Thus, it gives the skills to restate previous writing in your own words likewise inform readers that a subject matter is understood.Arguably, many academia has emphasised the importance of paraphrasing and the technique to incorporate. Vanitha (2017) analyse the technique of paraphrasing in details, stating that several sub- elements: 
· Synonym replacement, hard words can be replaced with easy and familiar words for better understanding but too much of new word can lead to miss interpretation. But, it is worth to note that changing the words with their synonym is not paraphrasing but to simply understand the text. 
· Changing word order: Changing the word orders so it can fit into your idea or words for example, original sentence: They were saddened by the news. Paraphrased sentence: The news depressed them, (Vanitha, 2017). Although, the words have been changed credit must still be given to the original author. Vanitha (2017) suggests that confidence can be built by having a good knowledge on vocabulary and words order. 

[bookmark: _Toc28609917]Research Skill

Another most important academic skills is research as it helps individual to find answers to questions as stated by Oxford Royal Academy (2014) research is the foundation upon which the whole academia is based. According to Thomas (2004) “successful researchers are those who possess the knowledge and skills that enable them to overcome the problems inherent to the process of research”.

Many argues that the everyone have the ability to research. Places like libraries or the internet database is a way of researching. In fact, in higher education just as Universities, research contribute in achieving good grades. For example, producing a dissertation project requires a research skill and most students who are successful tends to develop research skill early and use in consistently during studies, (University of Sheffield, 2019). Likewise, it’s a key skill to attain to have a successful business. 

[bookmark: _Toc28609918]Reading

Reading is a “skill or activity of getting information from books” (Cambridge Dictionary, 2019). Subsequently, reading is an essential academic skill as it gives the ability to understand text and ideas. It is good practice to develop this skill from early stage in life. Furthermore, in universitystudents are required to read as you are will receive a large volume of reading materials which could be overwhelming but it’s important to learn this skill. Although, I have this skill I will need to improve understanding the content as it will help in essay analysis. 

[bookmark: _Toc28609919]EMPLOYMENT SKILLS

Employment skills will be discussed in this part of the report. Evidently, through analysis employers are often looking for individual with adaptable skills. Although, in most cases employers are willing to train individual the job specific skills for example how to use machinery, etc. Similarly, for individual to succeed in a work place there are list of skills that are required. In a recent research by STEMNET who sort several high- profile companies such as BP, Shell, Accenture Nokia and more to list 10 employability skills (listed above) and define exactly what these skills means (STEMNET, no date). Some of these skills will be analyse as part of three employment skills such as communications and interpersonal skills, team working and time management skill which was not discussed in STEMNET research. 
[bookmark: _Toc28609920]Communication skills

The ability to communicate effectively with people is essential within a working environment no matter the industry. According to STEMENT communication gives the ability to explain what individual mean in a clear through written and spoken means. Interestingly, it can also be used when giving and receiving different type of information, furthermore, communication skills involve, listening, speaking, observing and empathising, (indeed, 2019). Likewise, it’s about being a good listener as well as a good speaker, (The open University, 2019). According to The open University, written communication requires considerations because it can be easily misinterpreted, for example when using emails or spelling. There are techniques that can be used to improve communication skills for example, empathy, as having this awareness are also essential for a clear transfer of information, (Better mind body soul, 2018). Most importantly it can be concluded that communication is both receiving and sending information. 

[bookmark: _Toc28609921]Team working

Business Dictionary (2019) defines team working as “the process of working collaboratively with a group of people in order to achieve a goal”. Also, The Chartered Institute of Personal and Development (CIPD) defines teamwork as “a number of people who have shared objectives at work and who co-operate on a permanent or temporary basis to achieve those objectives in a way that allows each individual to make a distinctive contribution, cited in (University of East London). In fact, team working skills is a fundamental skill most employers look for and usually a high priority skill set and it can be develop through academic for example, group work and being part of a committee. Likewise, to be successful at work teamwork skills are important, no matter the industry or job title, working effectively with colleagues and managers in the work place can contribute to completing task efficiently while creating an enjoyable environment for all, furthermore an organisation which implement good teamwork skills is a healthy, high- functioning workplace, (indeed, 2019). 

[bookmark: _Toc28609922]Time Management

Time management is akey skill to have in employment as well as academic because tasks are set with deadlines. This skill is recognised as a soft skill but in high demand. According to Indeed (2019) time management skills includes multiple skills that will support individual to manage their time accordingly, however time management skills also includes organisation, prioritisation, goal setting, communication, planning, delegating and stress management. Subsequently, this skill is recognised as important because it can help in structuring the workload, accomplish set goals and meet deadlines. Attaining this skill is vital as employers continuously are in search for employees that can make good use of time allocated to them during working hours. 


[bookmark: _Toc28609923]CONCLUSION

This report aimed to analyse six academic and employability skills which are very important at university and workplace. Through analysing these skills it can be concluded that having such skills can make individual efficient 
In both field. Therefore, I hope to understand these skills better so it can help in career choice. 
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: \¢<<\\VW\ \i\\ ne S e Student ID: \"-1 O% ? (’(“‘

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.

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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In-class exercise 1: Paraphrasing (Oct 2019)

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) , 7 S
The boss _ Vi D 1l Qi oaude That +o dey inthe office.

2) He doesn't write to me as frequently as | wanted.
lwish_he Qoutd do 80 Mmoo le. .

Vim

3) We were concerned about her health. . -
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5) The council cut funding so we could not provide free parking.
Because of X
6) His proposal was a failure as it was too theoretical. (relied) /\/\
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7) It was Mary who stole money.
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In-class exercise 2: Summarising (Oct 2019)

Ex.2

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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In-class exercise 2: Summarising (Oct 2019)

Student Name: klfL\n w k@@‘\ﬁf (AN Student ID/Group: \ Ol O%\S%O

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.
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