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Introduction
Career readiness involves academic skills and the ability to apply those skills to concrete situations in order to function in the workplace and in routine daily activities; employability skills that are essential in any career area; and technical, job-specific skills related to a specific career pathway. These skills have been emphasized across numerous pieces of research and allow students to enter true career pathways that offer family-sustaining wages and opportunities for advancement.
Being career ready entails some primary skills including central academic skills and the capacity to apply such skills to real-life situations and function within a work setting and day-to-day tasks; employability skills like responsibility and critical thinking, which play a central role in the career aspect; and job-specific technical skills to develop a distinct career path. 
Several studies consider such skills vital in enabling students join a reliable career path, which provides career growth opportunities and family-sustaining compensation. 
Academic skills involve those concepts that enable students to hone career-ready skills. They prepare learners for post-secondary and post-college education and careers. Every student requires foundational academic knowledge to survive in the modern economic and workplace environment. Academic skills enable the students to pursue high learning without remediation. However, employability skills allow students to utilize their academics within the work context and career development. 













Academic Skills
Academic Skills are all about helping you become a more effective learner at University level and developing the research and study skills that will help you now and in the future. 
Developing good academic skills will help you achieve the academic success that reflects your full potential and most of the skills you will develop during your studies are transferable to future careers. 
There is an array of study skills, which may tackle the process of organizing and taking in new information, retaining information, or dealing with assessments. They include mnemonics, which aid the retention of lists of information, effective reading, and concentration techniques, as well as efficient notetaking. More broadly, any skill which boosts a person's ability to study and pass exams can be termed a study skill, and this could include time management and motivational techniques. Study skills are discrete techniques that can be learned, usually in a short time, and applied to all or most fields of study. They must therefore be distinguished from strategies that are specific to a field of study e.g. music or technology, and from abilities inherent in the student, such as aspects of intelligence or learning styles.

Employability skills
Employability is improved by a good academic record plus skills and attributes that enable you to adapt and manage the constantly changing work environment. 
Employability skills are the skills required to work well with other people and are known as interpersonal skills.
Good interpersonal skills allow us to participate effectively as a member of a team, satisfy customers’ and clients’ expectations, negotiate, make decisions and solve problems with other people, and generally work effectively with other employees.

Employability skills have been defined as:
"A set of achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations". Peter Knight & Mantz Yorke (HEFCE/DfES ESECT group)
“A set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy.” CBI
There are a range of areas covered by interpersonal skills, including:
 
1. Communication skills - these are the skills required to transmit or receive messages accurately to and from other people by speaking or in writing, without misunderstandings. These skills include:
· Verbal Communication – is the use of words to share information with other people. It can therefore include both spoken and written communication. However, many people use the term to describe only spoken communication. The verbal element of communication is all about the words that you choose, and how they are heard and interpreted. 
Communication is all about passing information from one person to another. This means that both the sending and the receiving of the message are equally important. 
In many interpersonal encounters, the first few minutes are extremely important. First impressions have a significant impact on the success of further and future communication.
When you first meet someone, you form an instant impression of them, based on how they look, sound and behave, as well as anything you may have heard about them from other people. This first impression guides your future communications, at least to some extent.
Of course your first impression may be revised later. You should ensure that you consciously ‘update’ you’re thinking when you receive new information about your contact and as you get to know them better.
Effective speaking involves three main areas: the words you choose, how you say them, and how you reinforce them with other non-verbal communication.
All these affect the transmission of your message, and how it is received and understood by your audience.
It is worth considering your choice of words carefully. You will probably need to use different words in different situations, even when discussing the same subject. For example, what you say to a close colleague will be very different from how you present a subject at a major conference.
How you speak includes your tone of voice and pace. Like non-verbal communication more generally, these send important messages to your audience, for example, about your level of interest and commitment, or whether you are nervous about their reaction. 
· Non-Verbal Communication – includes facial expressions, the tone and pitch of the voice, gestures displayed through body language (kinesics) and the physical distance between the communicators (proxemics). These non-verbal signals can give clues and additional information and meaning over and above spoken (verbal) communication. Indeed, some estimates suggest that around 70 to 80% of communication is non-verbal.
When we talk about ‘communication’, we often mean ‘what we say’: the words that we use. However, interpersonal communication is much more than the explicit meaning of words, and the information or message that they convey. It also includes implicit messages, whether intentional or not, which are expressed through non-verbal behaviours.
Non-verbal communication helps people to:
· Reinforce or modify what is said in words.
For example, people may nod their heads vigorously when saying “Yes” to emphasise that they agree with the other person. A shrug of the shoulders and a sad expression when saying “I’m fine, thanks” may imply that things are not fine at all!
· Convey information about their emotional state.
Your facial expression, your tone of voice, and your body language can often tell people exactly how you feel, even if you have hardly said a word. Consider how often you have said to someone,
“Are you OK? You look a bit down.”
We know how people feel from their non-verbal communication.
· Define or reinforce the relationship between people.
If you have ever watched a couple sitting talking, you may have noticed that they tend to ‘mirror’ each other’s body language. They hold their hands in similar positions, they smile at the same time, and they turn to face each other more fully. These movements reinforce their relationship: they build on their rapport and help them to feel more connected.
· Provide feedback to the other person.
Smiles and nods tell someone that you are listening and that you agree with what they are saying. Movement and hand gestures may indicate that you wish to speak. These subtle signals give information gently but clearly.
· Regulate the flow of communication
There are several signals that we use to tell people that we have finished speaking, or that we wish to speak. An emphatic nod, and firm closing of the lips indicates that we have nothing more to say, for example. Making eye contact with the chair of a meeting and nodding slightly will indicate that you wish to speak.
· Listening – when we communicate, we tend to spend far more energy considering what we are going to say than listening to the other person.
Effective listening is vital for good verbal communication. There are several ways that you can ensure that you listen more effectively. These include:
· Be prepared to listen. Concentrate on the speaker, and not on how you are going to reply. 
· Keep an open mind and avoid making judgements about the speaker.
· Concentrate on the main direction of the speaker’s message. Try to understand broadly what they are trying to say overall, as well as the detail of the words that they are using.
· Avoid distractions if possible. For example, if there is a lot of background noise, you might suggest that you go somewhere else to talk.
· Be objective.
· Do not be trying to think of your next question while the other person is giving information.
· Do not dwell on one or two points at the expense of others. Try to use the overall picture and all the information that you have.
· Do not stereotype the speaker. Try not to let prejudices associated with, for example, gender, ethnicity, accent, social class, appearance or dress interfere with what is being said

2. Emotional intelligence – or the ability to identify, understand and manage your own and others’ emotions, and use them positively to achieve the desired outcomes.
3. Team-working – the ability to work with others in groups and teams, both formal and informal. Not everyone is required to work in a close-knit team—despite the language used in many organizations—but the ability to function well in a group is a vital skill in most jobs.
4. Negotiation, persuasion and influencing skills – these skills all relate to finding mutually agreeable solutions to problems or situations, whether by persuading others that your solution is best, or finding a better alternative by sharing ideas. 
5. Conflict resolution and mediation – or the skills required to resolve disagreements in a positive way, whether your own disagreements or those involving other people. These skills are often underrated until there is a problem.
6. Problem-solving and decision-making – or the skills needed to work effectively with others to identify, define and solve problems, including making decisions about the best course of action. Problem solving involves analyzing facts and situations and coming up with appropriate solutions. This applies to all walks of life and not just to mathematical equations. The main skills in this area are:
· Identifying that a problem exists and defining it
· Capacity for applying theory to practice
· Ability to retrieve, analyze and evaluate information from different sources.



Conclusion
There are, inevitably, a wide range of skills that could be useful to employers. Each of us also has our own personal range of skills, and we therefore can each make a unique contribution to any organization. Learning to recognize and use your skills appropriately is essential.
An open mind, and a willingness to embrace new ideas, is probably one of the most useful attributes that you can bring to any organization.
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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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‘whether the paraphrased passages are acceptable or unaccepf
ser and briefly explain why.

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

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. 219
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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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Paraphrase 2 - acceptable /{unacceptable
Reason: _ i X

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.
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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 tha
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Bt
Culture, today's educational institutions "have no soul, no memory, and no conscience".
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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.

Who killed Nokia?

In October 1998, Nokia became the best-selling mobile phone brand in the world; by 2013
Nokia had lost it all. What led to the company’s decline? In order to understand its rapid downfall
from its position as a world-dominant and innovative technology organisation, a qualitative study
was conducted. It consisted of interviewing 76 Nokia top and middle managers, engineers and
external experts and conducting in-depth investigations.

According to the findings, published in the 2015, Nokia had suffered from organisational
fear; it was grounded in a culture of temperamental leaders and frightened middle managers. There
are descriptions of some members of Nokia’s board as “extremely temperamental” who regularly
shouted at people “at the top of their lungs”. Threats of firings or demotions were commonplace.
Fearing the reactions of top managers, middle managers remained silent or provided optimistic,
filtered information. One middle manager told us “the information did not flow upwards. Top
management was directly lied to...”.

- Moreover, top managers realised that Nokia needed a better operating system for its phones
to match Apple’s iOS; they knew it would take several years to develop,
acknowledge the inferiority of Symbian, their operating system at the t
defeatist to external investors, suppliers,
wanted to be the bearer of bad news. T
influenced how they could assess technol
top engineers at Apple were all engineer

long-term goals such as developing a new operating system, Nokia management decided to develo
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ext ‘Who killed Nokia?” on previoys page. Now answer the following qu
What factors contributed to Nokia’s downfall? Write about 175 words.
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