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Introduction:
The scope of these report is to analyse several academic and employability skills.
The skills which will be analyse are:
· Academic skills:
   Communication
    Time management
     Paraphrasing
     Summarising
     
· Employability skills:
    Teamwork
    Active listening skills 
    Positive attitude



SWOT Analysis:

1. Swot investigation may be an arranging prepare that makes a difference the company overcome challenges and choose the unused comes about, may be a structure of qualities, shortcomings, openings and dangers (Schooley S, 2019).
SWOT Investigation is the foremost famous apparatus for review and investigation of the by and large key position of the trade and its environment. Its key reason is to distinguish the techniques that will make a firm particular commerce show that will best adjust an organization’s assets and capabilities to the prerequisites of the environment in which the firm works (https://www.managementstudyguide.com/swot-analysis.htm)


                     SWOT ANALYSIS
	        Strengths
Work experience
Education
Good networking contacts
Time management
Communication
Organization
	Weaknesses
Lack of work experience
Limited education
Lack of job knowledge
Motivation 
Organization
Communication

	       Opportunities
Positive trends in your field
Geography – ability to move
Using skills in different way
Re-organization
Other partnerships
Technology development
And innovation


	Threats
Negative trends in your field
Training & education obstacles 
Limited ability to develop
Competition
Financial/ budget
Motivation





Advantages of SWOT Analysis
a. Source of data for key arranging. 
b. Builds organization’s qualities.
c. Reverse its shortcomings.
d. Maximize its reaction to openings.
e. Overcome organization’s dangers. 
f. It makes a difference in distinguishing unit competencies of the firm.
g. It makes a difference in setting of goals for vital planning.
h. It makes a difference in knowing past, show and future so that by utilizing past and current information, future plans can be chalked out.


Academic skills
Communication:
· Definition
[bookmark: _Hlk28262872]Communication abilities are aptitudes, they are utilized when advertising and getting distinctive sorts of data and permits to get it and be get it by others (indeed career guide – online information).
Demonstrating solid communication abilities is almost been able to transmit data to others in a basic way.
Good communication is around understanding enlightening, obtaining unused abilities, making requests and transmitting data effectively. This is the foremost fundamental aptitudes that can prepare a representative, they remain one of the foremost sought-after by managers. This aptitude will be fundamental not matter the work or the level. When could be a breakdown in communication, frequently effectiveness, ethical and objective, can all bear.
Each communication includes at slightest one sender, a message and a beneficiary. The transmission of the knead from sender to beneficiary can be influenced by a gigantic run of considers. This incorporates feelings, social circumstance, the medium utilized to communicate or location. There are a few ways in which individuals communicate and more, at that point one can be happening at any time.
Spoken or verbal communication which incorporates confront to confront, phone, radio, television. Non-verbal communication, covering body dialect, signals, we dress or act. Communication ability is sweet since can move forward the way individuals manage the life, makes a difference them to form them more productive and have more victory at work, sharing data, thought.
Communication is exceptionally imperative in a cooperation for the development of the company. This aptitude is supportive since the individuals can share, tuning in and get data, thoughts with the bunch, the boss, the colleagues, everyone.
One of the finest focal points of a great communication is that offer assistance to induce freed of issues that emerge out of communication boundaries.
Communication is the heart of every organization.

Time management:
· Definition
Time management is the method of organizing and arranging the sharing of time between diverse activities. Great time administration permits individuals to work more intelligent and get more exercises worn out less time, indeed when the time is tightly and the weight is tall.
There are a few reasons to utilize productive time administration within the working environment
· Prioritize 
· Setting goals
· Productivity
· Performance
· Develops employees
· Tracking employees
· Break bead habits
· Employees motivation
· Improve life

Time management at work is one of those who think it can make life so much easier. Time management cruel to arrange that day in development. Get ready a list or movement arrange, note the critical assignments must be tired one day, whereas it ought to be designated for each activity.
Tall need work ought to come on beat taken after by those that don't require extraordinary significance at that time.
The failure to oversee time effectively might have a few exceptionally undesirable consequences:
· Missed deadlines
· Inefficient workflow 
· Poor work quality
· A poor professional reputation and a stalled career
· High stress level
Time administration plays a really critical part not as it were in organizations but also in individual life. I got to progress this aptitude as I am not an organized person.
Paraphrase
· Definition
Express the meaning of something composed or talked utilizing diverse words, particularly to realize more noteworthy clarity. In a summarizing, the ideas and the meaning of the initial source must be maintained. Before to begin and rewording a source have to be done a few critical focuses.
Read the content two, three times or until the content is fully  understand.
Note the key concept.
Write the adaption without looking at the original.
Compare the summarized content with the first section and make minor changes to the expressions that stay as well similar.
 Cite the source where the thought is found

Summarize
· Definition
It's a clear brief portrayal that gives the most reality or the thought of a content, passage or lecture:
 Summarising techniques: 
• Identify the most thoughts 
• Take notes 
• Organize them in a consistent order
 • Link the thoughts concisely



Employability skills 

Teamworking
· Definition
Teamworking implies that individuals are attempting to coordinate, utilizing their person abilities and giving helpful feedback. Process collaborative work with a bunch of people in arrange to realize a goal.
Collaboration is frequently a basic portion of a trade, because it is regularly essential for colleagues to work well, attempting to be superior in any circumstances. In a group everybody must work similarly for greatest generation. Collaboration is really the collective efforts of each part of the group to realize their dole out purpose.
No part can bear to sit back and anticipate the other part to perform on his sake. The group individuals must be utilized towards their group as well as their organization to dodge clashes, must depend on each other for the leading to exit.
Steps for a better teamwork:
· Think to begin with time at your team – everybody ought to begin with think approximately their group and after that to individual interest
· • Discuss – each unused thought must be examined with all the group individuals, never examined the modern thought with someone partitioned.
· Avoid feedback – in the event that the thought isn't realize by some members, they got to see where is the botch, and attempt to fix it within the courteous way. Offer assistance each other to be the most excellent group.
· The group pioneer must accept obligation to empowering the group individuals, he ought to not be halfway to any individuals and bolster each of them similarly, he should extricate the leading of his group individuals.
· Avoid struggle within the group - don’t battle for little issues. One ought to be a bit of adjusting with each other and attempt to discover a most appropriate elective for all group individuals ( Junea P, 2019) .
Why is teamworking abilities so vital? That doesn't cruel that everybody does the same things or everybody has been able to do somebody else's work. It implies more in a synergistic way of working where the sun is bigger than the parts.
Appropriately overseen, collaboration maximizes qualities, bringing out the leading from each group part, a key subject on the site.
 I have this ability since I like to work with more individuals, share all our thoughts, and create our work.
 Active listening
· Definition
Active listening in may be an aptitude that permits an person to lock in with the speaker more viably by paying specific consideration to the discussion. It allows the individual to draw data that's not unequivocally unveiled by watching and inquiring questions satisfactorily.
Active listening is a procedure that's utilized in directing, preparing, and fathoming debate or clashes. It requires that the audience completely concentrate, understand, respond and after that keep in mind what is being said.
Active listening could be a handle where the discussion is utilized not as it were to be educated a point, but it is additionally utilized as a source to encourage uncover the subject being talked about. Amid a given discussion, a dynamic audience will pay specific consideration to non-verbal communication and the thoughts and conceptions underlie what is said.
As the audience, he will moreover show a few non-verbal signals to communicate that he is completely focus on verbal trade. A few of these signs are: eye contact, smile  with a development of the head or an inclined-forward pose that makes a sense of “you have my full attention”.
Typically contradicted to other tuning in methods like intelligent tuning in and empathic tuning in. Reflective tuning in is where the audience rehashes back to the speaker what they have fair listened to affirm understanding of both parties.
Empathic tuning in is almost giving individuals an outlet for their feelings some time recently being able to be more open, sharing encounters and being able to acknowledge modern points of view on the disturbed point that's the reason of enthusiastic enduring. Tuning in abilities may establish stream instead of closed mindedness, negative feelings incorporate push, outrage and frustration.
The extreme objective of dynamic tuning in is to get it the speaker’s eagerly, necessities, sentiments and concepts appropriately to create the foremost appropriate reaction. Moreover, an dynamic audience regularly gets more data than a detached or a diverted one.
This expertise is greatly valuable in work situations and it is considered a transferable or a “soft skill”. Active listening members tend to be moreover great at interpersonal abilities.
As I was working with a lot of people during de last 8 years I learned how to develop my listening skill. Now I can say that I have this skill and I can listen to all the people that they need to speak with somebody and try to give them the right advice.

Positive attitude
· Definition
A positive attitude of mind is a hopeful attitude that centre on the great, whereas a negative behaviour advances fear and a strict heart on the fiendish.
Here are a few ways to preserve a positive state of mind within the working environment and in common, notwithstanding of whether it comes actually or not:
· [bookmark: _Hlk28816623]Surround yourself with positive people.
In the event that we are continuously with negative individuals who complain around everything, we are going ended up a complainer and see the world as negative as they are. We might think that able to remain positive and alter them, but that's not the case. Attempt to associate with individuals who cherish the work, have unused thoughts, and are fascinated by numerous other things other than work. It'll make your entirety point of view way better.
· Fill your mind with positive input.
Within the same way that the individuals around you, alter you to be more like them, fair as you nourish your intellect.
· Control your language.
Typically about being cognizant of the words you employ when talking and considering.
· Create a routine for the day. 
Make a schedule that makes a difference you get the foremost imperative work done, take breaks at the proper time, and clears out the final hour or so of the workday for less difficult work and arrangement for the following day. Most of us get tired by the conclusion of the day, so don’t take off intense work for at that point. It’s imperative to conclusion each day by getting arranged for the another.
· Be nice to other people.
In the event that you make being decent to other individuals a normal thing, it will ended up a cycle of liberality and bliss that creates you're feeling great and causes those around you to feel upbeat as well.
· Assume responsibilities and choose your response. 
Denying to request duty for your activities and your circumstance, or not taking control of how you react, murders a positive state of mind promptly.
· Stop complaining. 
· Complaining does nothing. In the event that you are around individuals who complain a part, get absent from them. Attempt to see the circumstance in a positive or diverse light.

Conclusion:
The scope of this report is to analysed several different academic and employability skills.
The skills which was analyse are: Academic skills: Communication, Time Management, Paraphrasing, Summarising, Employability skills: Teamwork, Active listening, Positive attitude.
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Ex.1

Read the fol!owing 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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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 wi
2 e

ords.
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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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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) e of fu_chariges made
The bossr\,o MMmeUR_im x ametmg that all Ho phofl meed |58 i the office.
2) He doesn't write to me as frequently as | wanted. -
Iwish 1o %eceive md masage f}ww Ripm, %
3) We were concerned about her heaict.. :
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4) You weren't careful, so you made so many mistakes. (had) ;
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5) The council cut funding so we could not provide free parking. . ) = 4
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6) His proposal was a failure as it was too theoretical. (relied)
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9) Universities place the burden of understanding plagiarism and attribution conventions on

students. .
The responsibility for sddents o Mi uw[\/d’ri/l/(’j o ><

10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby's birth. (third) e of
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