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Introduction

The purpose of this report is to analyse academic and employability skills & compare it to my own to see if I have them or not. The skills that will be analysed are Team working, Leadership, Organisation, Time management, paraphrasing and summarising. These skills are very important to be successful t university and workplace.

Team Working

Team working is the ability to work in teams effectively.
This is very important at workplace because employees are often required to work in team. If they lack this skill, there may be misunderstandings and the tasks may not be complete within the deadlines.
Team working is very important when it comes to employability skills as most of the time if you are in search for a job, the person hiring you will look and try to get to know the person you are so that they can see if you can get on with other employees so that they can know if you will be able to get the job done. They also want to try understand your communication skills.
Team working is also a very important skill to have when communicating with your peers so that you can get your point across and so that you can understand the point your colleagues are trying to make.
In order to have good team working skills you need to have Good communication skills, Listening skills, you need to be Good at understanding what’s said, & also be good at getting a point across and following instructions.
It is good to have these skills because it helps employees interact properly with your fellow workers, make sure that you are all in understanding with the tasks that are ahead so that they can be tackled correctly. It is also good to have these skills so that the communication between you and others is up to high quality so that there is no misunderstandings.
I believe my team working skills in 10 out of 10 because I love to share my ideas with whoever I’m working with so that they understand me & I also like to take in information from other people whether it’s good or not so that I can be able to understand the things that need to be done.
In addition, I follow instruction well I listen to understand not listen to forget and if I’ve had a task that I have finished I like to make sure that my team has everything under control with their work and make sure they finish to the best of their ability.


Leadership
The meaning of leadership is a person or a group of people that are in charge in a sense of another set of people. For example like a shoe shop will have the employees and the employer, the employer being the manager in charge.
It is good to have leadership skills as it shows that you can be dependant and organised as if you are a leader you have to make sure you’re on top of everything that’s going on and make sure that if everything is good then it keeps going that way. 
This will show people that you carry yourself in a very good way as being a leader also means you care about what other people are doing & you like to make sure that these other people are doing the job they need to be doing.
I believe that my leadership skills are mediocre although I do believe that I have what it takes as I’ve lead a team to getting the things we needed to do done before and I know I could do it again.
In my opinion for me to be a great leader I’ll have to work on all these skills that I’ve been talking about and make sure that I’m 100% and confident with them.

Time Management
Time management is about making sure that everything you need to be organised is organised for example waking up on time for work or school, or having assignments to do during the day and other activities all at the same time and making sure you organise it properly so you can have time to do them all. It’s also about making sure you get the most important tasks that you need to do get done before you start thinking about not so important ones.
It’s good to have this skill so that you can get everything you need to get done during the day also it will help you be a much more organised person in everything you do whether it has something to do with work or anything else during your day.
In my opinion, my time management skills are very good as I separate things that are important to the things that are not and do my best to get everything done. I know the kind of person I am so I know that with me, I need to focus on getting the big things out of the ay and then jump on to the less difficult things.
Organisational skills

Being well organised is a very good skill to have in life in general as you’ll find that things become much more easier for you if you lay them out in a format that you can understand and go through swiftly.
At the work place, organising yourself properly is very key so you can make sure you’re getting the things you need to get done and still tend to costumers and make sure everything is good with them so you don’t push them away. Making sure you know how to put the most important thing first will
Academically it is a bit like Time Management, as being well organisation is mandatory because if you are not organised you will find it hard with getting things like assignments done on time and you will definitely struggle. It can be very hard if you don’t lay out how you’re going to tackle your work as if you tend to smaller assignments first you may not have time to finish the much harder and longer ones.
However if you understand all the tasks that you need to do and know which ones can be done in a few minutes and which ones will take much longer, you can structure your day to doing all the hard things first and then going back to the easier ones to get them done at the end. 
I believe my organisation skills are not quite the best but I know and understand that if I have a lot of work to finish in a short period of time, that I should tackle all the long and hard work first as I know that at the end it all the other ones that will take me much shorter time to finish will be quick and at the end I will have all my work done and ready for submission. If I tend to smaller work first and leave the harder ones for later I know I will struggle to get my work ready on time for whenever I have to submit it.



Summarisation
Summarising is the ability to understand and write the main ideas of a text.
This is a good skill to have because it’s good to be able to know how to structure your words in ways everyone can understand as if your sentences are full of words and it’s not really making a lot of sense then it can get very hard & confusing for the receiver.
I believe I have the skill in some areas for example when I’m trying to break something down for someone to understand I can but I know that my ability could be so much better if I read the text or listened more carefully so I can get the full understanding and I can then use my own words to break it down for someone else or understand it better for myself.



Paraphrasing

Paraphrasing is having a statement or a passage and reordering it in a different way but it still makes the same sense as the original piece of information.
This is a very good skill to have as it shows people that you are good at understanding texts inside and out, so good that you can then change the words of the sentence and structure and word it in a different way but still have the same understanding.

I believe my paraphrasing skills is very good as I can understand a sentence properly and structure it so much differently and make it still make sense. Although I think my paraphrasing skills are on point I know there is always space for improvement so I’d like to keep making sure I get better and better. 








Conclusion
In my opinion, all these skills are good to have when wanting to be a better communicator whether it is at the work place or in education. 
Having these skills allows you to work better with people, helps you become a much more organised person when it comes to making sure your on top of or up to date with everything that you do, allows you to become a leader that guides your team to their goals and everything they want to achieve, & altogether I believe having these skills allows you to become a better version of yourself.
When it comes to me and whether I have the skills or not, I believe that I can show some sort of it half of the time but the rest of the time I feel like I’m a bit lazy on that department.
My Organisation & team working skills are on point when I want it to be as when I know I have a couple of important things to do during my day  I mainly focus on the big things first as  I know I can come back to the small things and get them done when I please & with team working, I believe I’m very good when it comes to working with other people in groups or in twos because I am a very vocal person and I always say what’s on my mind when it has something to do with making things better.
Altogether I feel like I can improve on my abilities and how I look at most things as I know that if I try and do certain things to the best of my abilities I can prosper in life in general.
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Leadership
The definition of leadership is someone who steps forward as like a manager role of a team or a group of people & makes sure that others are doing what they are supposed to do and making sure that his or her job is done as well. A leader should always be a step before a liability so that they can do something about it before it can jeopardise the team. 
If you’re trying to run a business or be the main person of a team it’s good to have this skill so that you can push people forward to getting the job done, every leader should make sure his team the right things otherwise they’ll be failing. It’s the same way in football the manager is the leader of the team but there is also a captain on the team pushing the players forward on the field. 
I believe that my leadership skills are not the best but I do know how to communicate with my peers and make sure that what they’re doing is what there meant to be doing, also I feel like I’m good when it comes to solving problems or getting thing back to the way they are meant to be.
I think one thing I need to work on when it comes to leadership is pushing my team, because sometimes I can find it hard to push myself to get where I need to be.

