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Introduction:

The aim of this report writing is to examine employability and academic skills. In this report I am going to explain Swot analysis some academic and employability skills which are time management , team working, leadership, problem solving , paraphrasing and summarizing.
SWOT analysis:

SWOT Analysis is a collection of   your personal or your organisations strength, weaknesses, opportunities and threats. The aim of SWOT analysis is to help an organisation to understand that what they need to keep in view while making  decisions. Use your swot analysis before making any business decisions according to strength and opportunities to overcome weakness and threats.(Schooley,2019)
	Strength:	
· patience
· careful
· Team work.
	Weaknesses:
· Computer skills
· Concentration



	Opportunities:
· Work experience
· education 
· chance for further education. 
	Threat:
· Family responsibilities.
· Manage things on time



According to SWOT analysis I realize that I am a careful for everything  and i have patience to wait for things and to listen others However I am a team worker as most of the time I work as a team. I need to improve my IT skills and I need to make full concentration on my work. My biggest threat is family responsibilities and because of that I have time management problem and I need to overcome these problems. It was very useful for me to have a own sot analysis to perform well in future. 

                                EMPLOYABILITY AND ACADEMIC SKILLS:

Academic skills involve all basic skills, which should an individual have while performing academic task they need to have knowledge about these all basic skills.  It considers as an intelligent practice.
To become a professional worker at workplace an individual should have basic employability skills.
Time management skills:
It is the process of planning and utilizing  your time on some specific task for better results and more productivity. Some people have very busy schedule such as study, job, work obligations and family responsibilities. To avoid problems and stress an individual should utilise their time effectively so they do not pressurize on last minute. (Kapur,2018)
Time management is a fundamental  part of life and it plays a vital role in every thing whether its personal, educational or professional life. it is very important to have a vision in life than set target what we need to do and after this a person need to think about planning to perform task step by step which is the best way to complete set jobs on time. which is called PDP (personal development plan). A good time management skill is to complete task on time as per its importance and priority. A good planner could be a good worker. For effective time management ask yourself what is most important to complete first and what need to be later. Set your time and prioritize according to proper time frame and exact time duration.(Juneja,2019)
I need to improve my time management skill. I will make my Professional development plan, However I will set my timetable to do work. I need to improve it because its helpful on daily basis task.
Team working: 

Team working is the process of working together as a single unit to achieve common goal. There are different type of team working skills which include communication, Conflict management, listening, time management and respectfulness. People with good and effective communication skills and team working skill are more productive and helpful with their positive behaviour. (Doyle,2019)


 








.
Being a responsible team member means we should discuss or thoughts and new ideas to other team members and take their ideas to make your work more effective for good results. 
Another important thing is listening skill.  A good listener is always a good speaker. You need to be a reliable member of team with positive attitude. The most important part of teamwork is to facilitate other team members if they need help.
Skills for Good Teamwork:
· Put fame or celebrity away on work time.
· Putting aside single aims means short term sacrifice.
·  Effective communication
· impressive speech
· focus on other team member ideas as well 
 A friendly team working environment creates faithfulness and trust among team members. Cooperation among team gives different ideas, innovation, view, more chance more over problem solving ideas for organisation. (Wehbe,2017).
Team cannot work without consent of all team members. Everyone has to listen each other ideas and work as a team. Team work also has some benefits if it works well together. It increase efficiency and business productivity. It can save business financially. It build trust and enhance business relationship. Importance of teamwork is that it promotes sense of ownership in employees. It motivates unity at workplace and it is a great flexibility for employees and organisation.
Most of the time I spend working as a team so I have this skill and I enjoy working in a team as single unit which give us more opportunities be successful.  

Leadership skills:

Leadership is an act of motivation people towards their work to achieve goals. Leadership skills could be define as practical skills of a person at workplace  to lead and give instructions to team in the organisation. Leadership skill count as a strengths of the leader to lead workers for better performance.
Good leaders give an opportunity to their employees to work in stress free environment in the organization. They can build strong teams within the business. They give them a chance to solve problems and take decisions on their own which build confidence and trust among them. True leaders assist employees create a nice environment and help take away limitations for them. The effective leadership behaviour based on leader’s strength to solve different kind of social problem within an organisation. (Mumford et al. 2000) 
At workplace people comes for different backgrounds and different places, their behaviour and way of thinking can be different and sometimes could be difficult to understand but good leaders can handle them with their leadership skills.
I need to develop leadership skills I think I can manage it but I need to improve it as I was managing my team in university as always when I was group leader for presentation. But it was only a small task so I need more skills and practice for it.



Self- Awareness: 
It is the basic understanding of leaders qualities, strength and weaknesses. A leader should know that they have long-term capability as a leader.
Communication:
Communication is the first and most important act which should be effective and meaningful for team. Communicating abilities of leaders should be powerful.

Inspiration:
Creating your ideas, Commanding in an effective way, presenting your thoughts, create a vision and leading in a way that should be inspiration for your team at all levels.
 Learning ability: 
A leader should like the talent which always be in a learning mode. Give an appreciation to the person who is learning and performing their task and leader should always have learning ability by themselves because we are learning in our life whether we are at educational institute, workplace or playing sports.
Problem solving skills:

Problem solving skills help an individual to find out the source means they should know from where the problem arise, what was the reason behind this, And have ability to solve it by  maintaining good environment and making decision. There are other related skills that contribute to Problem solving skills these are
· Active listening
· Research
· Decision making
· Creativity
· Team building (indeed career guide,2019).

Active listening: 
Active listening is the key to find the problem out. If you are listening properly with concentration you can have better communication in regards to solve problem.
Research: 
Step one to setting any problem is to research. A person needs to be good at  researching about the problem .
Decision making: 
When it is found that what was the problem and how it was arise. It can be easier to give decision according to circumstances.
.
Creativity:
 To solve problem and give decision someone needs to be creative in accordance to business decisions because while you are managing business activities you have to solve many things and you needs to be creative for that.
Team building:
Sometimes when we are making decisions to solve problem if any of the member in a team is not agree to the decision there could be a problem in team. Team can be collapse so its very important to build team while making decisions for problems.
Critical thinking is to decide, what is the matter and why we remember it , an imagination include creating and applying new innovation or ideas, concepts and solutions. (william, 2017)
Problem-solving skills are important in every field of life whether its personal matter or on a professional level. It is much needed skills everywhere in our daily life. 
I have an ability to solve problem because in my life I have many things to sort out to maintain together as I was studying and working as well and I have family responsibilities as well so I have many problems in my life to solve at all levels even at work place or study or in my personal life so can manage this all with my skills.
  
 Paraphrasing:

Paraphrasing is a way which passes  same idea and information from a real sentence. (Androutsopoulos, Malakasiotis, 2010).
Paraphrasing is a way to change a statement in different words but meaning or the main idea of the statement should be same. We use synonyms or change the way to express message from different angle but the actual idea is same. We normally paraphrase in academic writing to show that we have ability to write things in our own wording. The main idea behind paraphrasing is to check whether a student is able to read and write in their own word.
Paraphrasing is important to avoid plagiarism. When we do research work we cannot just copy paste this. We have to understand and explain in our own wording.
[bookmark: _GoBack]I have practice for this. According to my tutors feedback I need improvement with more practice and I will do more practice to develop this skill in my academic work.
Summarizing:

Summary is the key idea of the main writing. Summarizing can be define as the main idea of the piece of writing to condense and explain in our own words. Summarizing is important because sometimes we do not have time to read a whole book or an article but only reading summary of that writing we can come to know the main idea of that writing so we summarizing in a bit same as paraphrasing  it’s the explaination od main idea in our own words and to explain whole story in short form.
I need to improve this skill because when I tried it to practice I was not as good as it should be as a academic point of view.
Conclusion:

In this report I describe about my swot analysis and I explain about some academic and employability skills. I explain the importance of each skill and explain what skill I have or I need to improve . I attach some in class activities to show how I try my best to do practice in accordance to gain these skills.
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Please make sure to fill the above corren/y to enable us to email you the results,
Time allocated: 1 hour. Please return your paper to tne lecturer upon completion. You will need to
include a scanned copy of this exercise in the form of an appendix together with you Task 1.

Ex.1

Write a paraphrase of the following passage

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired his employees to
strive for perfect hardware products. Jack Welch mentored the senior leadership team of GE to new
heights. Jeff Bezos is known for articulating the Amazon ethos clearly to employees and the world. Howv can
you improve your communication skills in order to become a more effective leader? One study found that
nonverbal communication accounted for 55 percent of how an audience perceived a presenter. That means
that the majority of what you say is communicated not through words, but through physical cues. As with
most leadership skills, receiving honest feedback from peers, managers and members of your team is
critical to becoming a better communicator. If you regularly solicit feedback, others will help you to
discover areas for improvement that you might have otherwise overlooked.
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Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: Nobody called him Abe--at least not to his face--because he loathed the nickname. It did
not befit a respected professional who'd struggled hard to overcome the limitations of his frontier
background. Frankly Lincoln enjoyed his status as a lawyer and politician, and he liked money, too, and
used it to measure his v-arth. By the 1850's, thanks to a combination of talent and sheer hard work, Lincoln
was a man of substantial wealth. He had an annual income of around $5,000--the equivalent of many times
that today--and large financial and real-estate investments.

From: Oates, Stephen B. Our Fiery Trial: Abraham Lincoln, John Brown, and the Civil War Era. Amherst, MA:
University of Massachusetts Press, 1979. p. 65

. )

\
Paraphrase 1 - acceptable @ L&M,\

Reason:

No cne used Lincoln's nickname, Abe, because he detested it. It didn't go with a lawyer and politician who
had worked to get away from the restrictions of his country heritage. Lincoln liked his new position, and his
wealth, and used it to gauge his status. By mid-century, his skill and labor had made him a fairly wealthy
man. He had a yearly income of approximately $5,000 - equal to several times that now - and hefty
business and land commitments.

Reason:
\*

By the middle of the century, Lincoln enjoyed life as a well-respected lawyer and politician, having acquired
a position of status and wealth that was well removed from his early "frontier background". He now was
bringing in $5,000 a year (this translates to $87,500 in 1997 dollars [Derks, 2]), and had substantial
"financial and real estate investments". As a consequence, he disliked being called Abe because of its
association with his rural heritage. (Oates, p.65)

Paraphrase 3 - acceptable / unacceptable LS\
Reason:

When we think of Abraham Lincoln, the image of a wealthy lawyer is npj/th/e irst that comes to mind. A
man, who worked hard, struggled and came from a less than ide yackground is often the picture we
invoke. However, it is a:. incomplete portrait. Mr. Lincoln was sue€essful both professionally and financially
even by today's.standards. (Oates, p.65)
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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 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 ta self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy v1suons 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.

Aftersome 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 ta 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.

Flrst ofall 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 IAdp differerytlv?" Write d@wn 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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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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