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Introduction:

The purpose of this report is to analyse my own academic and employability skills. The skills which will be analysed are time-management, paraphrasing, summarising, communication, team working and decision making. I will give a brief definition of my understanding of each skill followed by an analysis.



Time-management:
The definition of time-management is the practice of using the time that you have available in a useful and effective way. (Cambridge university press, 2019)
 This particular skill is good to have in both academic and employment environments; this academic skill is a great skill to obtain as you can further your education in a manageable way, completing assignments on time. This gives you more time to go over your assignments and improve them if you find more information that is relatable to that task. At time we may also forget information, so having that skill gives you the ability to contribute more if it is not left to the last minute.
This skill is also a great skill to have within the workplace as this can enable you to further your career at a faster pace than somebody who had poor time-management. The reason this applies is because within a workplace, like an academic environment, deadlines are put in place to complete tasks, and non-completion of this indivertibly will put you behind schedule. This also is a good method for reducing anxiety and stress which overall will allow you to complete work to a higher standard than somebody who does not possess this skill; they would have clear deadlines for each task that needs to be completed which allows you to focus on each segment individually  rather than starting something and then returning back to it at a later date.
I believe I possess this skill which I have demonstrated by creating a list of daily tasks that require to be completed; I then delegate myself time for each task ordering them by the urgency and deadline date. This particular method ultimately prevents me from procrastinating, which I have done in the past. This is also known as the Eisen Howard method.   





Paraphrasing:
The definition of paraphrasing is a restatement of a text in another form or other words, often to simplify or clarify meaning (Nordquist, 2018) This particular skill is good to have within an academic environment as it is a vital piece of knowledge used to complete assignments, it proves you understand the source of information that you are reading, which shows your lecturer that you have a clarification of that particular study to a high enough degree to be able to write it in your own words.
 I believe I occupy this skill as when I have paraphrased sources of information, I have not found any difficulty in doing so. I have also taken it upon myself to complete paraphrasing exercises at home to verify my own knowledge, and each time I have completed these exercises I achieved full marks. I have not been able to complete my in-class exercise to provide evidence of this, however these exercises should completed in the beginning of next term.
 

Summarising:
The definition of summarising is a brief explanation of the main topic spoken about within a text, this often includes the 5 W's: who, what, when, where and why without including any details that are not necessary for the reader. 
This is an academic skill that is important to have as often this skill is used within assignments in order to show understanding of the work completed. It also allows you to take large sources of information, which you then summarise into a smaller source of information, this makes it more simple to understand what the main topic of the source is in a more time efficient manner, without having to miss any important information necessary for the reader; the same information is provided however in a shorter version, without the pieces of information that are not relevant. 
 I believe that have this skill, however improvement could be made. When I completed my summarising in-class exercise I gave some details but missed out on one important piece of information. This has proven that although I have grasped the basics of summarising, I could do with improving my knowledge on this particular skill which will help me progress further in my academic growth.  







Communication:
The definition of communication is the process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour. (Webster, [undated]) This skill is good to have within both academic and employment environments as communication can easily be misinterpreted which then creates a lack of understanding within the environment. 
This is a good academic skill as at times you will need to work within a group to complete assignments; it is very important for each member of that group to be able to communicate different stages of work they are on, therefore if they’re struggling we can help to resolve this issue as a team. Without this communication it can cause friction within the group which may result in the group not being able to complete the work needed, this ultimately can make the group fail the assignment. Effective communication used in the correct way will allow tasks being completed to be finished in a more efficient way. This skill is also good to have within the workplace as once again you may be working in a team and will have to communicate stages of work completed so that the team leader can communicate this with their manager. 
Communication within the workplace is also very important so that you can progress further in a particular area the individual is strongest in. Without communication you can not receive the help you need to further you career in the way you would like. 
I believe I have this skill, however I could improve on this by having more of an understanding of the way in which information is exchanged via both verbal and non-verbal ways, as well as ways in which each of this can be perceived if not communicated effectively. Simple body posture can give off non-verbal information that you may not have intended to do, being very aware of such things can prevent there being a miscommunication. 








Team working:
The definition of team work is when a group of people work together to complete a task or project with a mutual goal. Teamwork is often a crucial part to the successful completion of a task or assignment as it is often necessary for that team to work well together, trying their best in any situation. This means that people will work together, using their individual skills. 
This skills is good to have in both academic and employment environments as within an academic environment you are bound to have group assignments that will need to be completed and poor team working skills will unfortunately make it hard to complete those specific tasks to a high level without causing disruption to the hard work being put in by your group. 
This is also an important skill to have within an employment environment as again there will be tasks that need to be completed that require a group effort. If people within the group don’t work well together, the end goal will not be achieved. 
I believe I could improve on this skill as at times I have allowed situations outside of my academic environment to affect the contribution effort made within. This is not fair to the rest of my team who are ultimately affected by this as information they required from me may have been communicated at a later date than necessary.
 In order to improve this skill, I could focus on being more adaptable to changing conditions, so that my academic work is not affected. I could also improve this by actively participating within group conversations to allow there to be a clearer understanding of different areas being covered by my team members.













Decision making:
The definition of decision making is the action or process of making a decision within a workplace or simply in day to day life. (Oxford university press, 2019).
 This is a good employability skill to have as at times you will be obliged to make important decisions based on the values of the person or organisation. The decisions you make could have a major impact if not considered carefully; at times you may be faced with a decision that has multiple outcomes and you will need to decide which will benefit the person or organisation best.
This is also an academic skill as at times you are given group projects to complete and whenever there is a group put together somebody is appointed team leader. This individual has to delegate work and decide who should fulfil what segment in order to maximise the best outcome for that group task. This is a decision made based on the strengths of the thy person in the group so that each person feels comfortable with the section they need to complete 
 I believe I carry this skill and I evident by previous decisions I have been faced with in my old organisation. For example I previously worked as a carer looking after vulnerable people and one day I attended a client’s home to find her in a poorly state. She was in fact suffering from a stroke, but without my decision to go against her will and send her to a hospital, she would have become speech impaired and possibly at worst, deceased. 

Conclusions: 
This assignment focused on analysing academic and employability skills used within the workplace and also the academic environment. Each skill has been analysed, as well as decided if I possess the skill, or whether an improvement of a particular skill is needed to encourage growth within the appropriate environment. From this analysis it is found that although I possess some of these skills, improvement is needed in team-working, communication and summarising. This improvement when made will enable me to Further my study and my professional career in a faster and more manageable way. My strengths from this analysis are time-management and decision making.
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Time allocated: 1 hol}g}’lease 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 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 words.
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