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Introduction

The purpose of this academic report is to analyse my own academic and employability skills referring to in-class practice and published literature.
I will analyse three academic and three employability skills which I consider to have.
The academic skills I will analyse in this report will be: note taking, paraphrasing and summarising, and referencing.
The employability skills I will analyse will be: effective communication, time management, and problem solving. 

















Note Taking 

Note taking is the method of recording information in a systematic way. This is an essential learning ability at University.
According to D Schneider the note taking skill includes:
· Writing notes when reading or discuss
· Processing ,analysing reading and rewriting the notes
· Taking notes from reading online
This skill is efficient in relation with active and effective listening, reading and communication.
Effective note taking is engaging your mind and body and keeps you focused and avoid distraction from the listening or reading (Austin Community College District, 2019).
At university is good to have this ability in order to be able to analyse information given by your lecturer.
I believe that I have this skill and I found it very easy to write notes when I am listening the information that my lecturer provide and I am able to organise and read my notes for a better understanding.

Paraphrasing and summarising

Paraphrasing is the ability of reproducing a text by changing the structure of the text and using your own words but maintain same idea and same length or longer.
Expressed in your own words, the message is clearer, more relevant to the audience or more effective.
Summarising is the skill of presenting the main points of a text using your own words. When summarising we have to take in consideration the length of the text that need to be as short as possible, keeping the main idea and the necessary details. 
The proper use of paraphrasing and summarising can save time, improve understanding, and offer credibility to your work.
Is necessary to have those skills to avoid the accusation of plagiarism which is the method of taking someone else’s ideas and express them as being your own. (Merriam-Webster Dictionary).
According to the feedback received after in-class exercises I have to improve those academic skills. Personally I found it difficult to paraphrase and summarise as I don’t have English as mother language. Sometimes I have to use the dictionary to find the meaning and synonyms of some words which I am not confident about their sense.
Reading and effective listening can help improving my vocabulary and in the same time improve my ability to paraphrase and summarise.

Referencing

This is a key academic ability to make it clear that the expressed ideas do not belong to you.
This skill allows you to acknowledge the contribution of other authors, the reading and research you have competed for your work.
Reason to reference:
· To avoid being accused of plagiarism
· To prove credibility
· To show the evidence of the research you have done for your work
The methods of referencing are different and the Universities they have their preferred style.
· Oxford referencing style
· Harvard referencing style
· APA referencing style ( American Psychological Association)
· Vancouver referencing style
(UNSW Sydney 14 October 2019)
At University and in my research work I use the Harvard style of referencing recommended by lecturer.
    This referencing style contains two parts: in-text citations and a  
    referencing list at the end of your work (UNSW Sydney 14 October   
    2019).
I think that I have this skill after the first term of this course because I did in-class practice and I was able to ask questions to clarify my understanding.

Effective Communication

The ability of transmitting information efficient and effective to someone. Business managers with good verbal, non-verbal and written communication skills help the sharing of information between people within company in order to achieve positive results (Business Dictionary, 2019).
This skill is mandatory within the business and facilitates a good relationship between management and staff and can improve the efficiency of the team (Business Queensland, 2016).
Within an organisation effective communication is crucial.
The employees who prove that they can communicate effective and efficient are also capable to listen to other people and share their ideas and opinion (Touro University Worldwide, 2019).
Relating to my actual position I think that I have this ability and it is really important in order to deliver great result for my organisation.
As an Assistant Manager is crucial to pass the information to my staff and my customers and make sure the message that I was trying to transmit was understood by the receiver.
Within the business written communication is very important .We used to receive e-mails and letters that need a response in writing that need to be clear and sent in time to the right receiver.
Communication is key ability when working in retail as I have to use this skill to communicate with customers that have different needs and staff members that sometimes do not have the ability to express their ideas and opinions.
I think that I have this skill and I will continue to develop it in order to achieve great results trough passing the information.
Non-verbal communication is a skill that helps me to accentuate the message that I want to transmit, for example in meetings and conferences body language, the volume and rhythm of my voice, eye contact and appearance can have an impact to the information transmitted. 
I can improve this ability by reading books and expand my vocabulary and also by attending management classes to help me to communicate to people that have different way of understanding a message.

Time management


Time management is the process of setting up and panning the distribution of time for specific action. Good time management can help you to work smarter, achieve more in a less amount of time, even if the time is limited and the pressure is high. If you are not good in managing your time your productivity and efficiency will be affected and stress will follow (Mind tools, 2019).
This ability is key in workplace and is helping you to drive the business smarter and with efficiency.
There are plenty of tools that will help you to organise your activities in a specific time frame. 
· Use a list of activities that need to be achieved and prioritise by urgency and importance
· Use a diary as an analysing tool
· Use a calendar to plan ahead your tasks
· Be mindful about any unplanned events that may impact your productivity

The achievement of your goals is based on the focus and prioritisation you input in your activities. Being focused will help you to achieve your goals by directing your energy and resources in that direction.
Persistence and determination are the support tools for managing time in a manner that help you to be efficient.
In 1989, Stephen Covey developed ‘Time Management Matrix’, a tool that helps people to organise their activities based on two characteristics: urgency and importance as a method of dividing tasks (Peter Morgan 2017).
I think that I have this ability and is helping me to achieve my goals and objectives within my organisation.
As a manager is crucial to plan your activities according to your resources. I found it very easy to finalise my task by delegating task to the right people with the right skills.
I believe that keeping my activities in a diary is really helpful and I have a tracker of my goals.
I am using the method of Stephen Covey to plan my activities based on urgency and importance.






Problem solving


When referring at problem solving skills we are thinking about the ability of dealing with difficult or unexpected situations at work.
Most employers looking for potential candidates that have a balanced between assessing situations skills and finding efficient solutions skills. The ability of finding solutions and solving problems are highly evaluated by employers and are very useful tools in building relationship and participatory in decision making (Indeed, 2019).

When dealing with problem solving you should have the capacity of spotting the root of the problem and to find efficient solution.
Problem solving ability it could be defined as an independent skill, however there are some other skills that could have an impact on this ability.
A list of some of those skills included:
· Active listening
· Analysis
· Research
· Creativity
· Communication
· Decision making
Problem solving ability is important in all career types at any level.
As a person that have the ability of solving problems you need also to be able to find the source of the problem and to understand it. You will need to gather information, consult with other members of the organisation, and build knowledge trough online, books research and courses.
The analytical skills is the ability that will help you to understand the issue and to find 
After finding the right solution you will need the communication skill to transmit it. You will need to find the appropriate channel to communicate the solution of the problem and avoid any confusion and help you to solve the problem quicker. Solving problems at the right time is mandatory. Employers highly value individuals they can easily find solutions and implement them efficiently (Indeed, 2019).
 Personally I have the ability of problem solving and I am developing it every day by doing research and improve my knowledge by reading and sharing experience with other people that are working on a similar organisation and facing similar issues.



Conclusion

The aim of this report is to analyse the skills that I have and I need to improve. Reflecting on personal experience is a helpful experiment that can highlight the gaps in my knowledge and the areas where I need to work on. The World and the way of living are in a continuous change and I have to adapt and evolve in the same time. We have the responsibility to develop our skills in order to succeed. 
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             In-class exercises Term 1 (October 2019)
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Ex.2
Re-read the text ‘7o 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 1: Paraphrasing (Oct 2019)
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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 lvory 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 forded labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would
years to limit abusive practices.
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In-class exercise 2: Summarising (Oct 2019)
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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 vourself

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.

leaders

After some months, Sudmann realized he was fighting against certain entrenched factors that keep al
from improving. Like many in the working world, leaders have too much to do and not encugh 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,
ing amount of his energy on mastering self-leadership. Sudmann has found

to self-leadership.

Marcus Aurelius focused a surp
this orientation tremendously helpful. Below he breaks down three actions that go i

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
utes every day to think about the challenges you’ve recently

and weaknesses. Another idea is to take 5- 10 mi
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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