

  



Introduction
The following report aims to analyse my own key academic and employability skills. Academic and employability skills are critical to possess and can be utilised in daily life. This report will focus mainly on central skills such as time management, teamwork and research methods. Furthermore, this report will also help readers gain an insight into the core elements of how certain skills will be beneficial both in daily and work life.
Time Management
Claessens et al (2009) has characterized time management as a sort of conduct that separates individuals who get things done on schedule, stick to due dates and invest little energy in their exercises from the individuals who are frequently late, pass due date dates, invest much time in their exercises and sit around on inconsequential issues.
This suggests that the efficiency of one’s ability to complete a task is based on how well one uses their time. As indicated by, Kapur (2018), managing time is viewed as an expertise that ought to be impeccably perfected by every one of the people at all levels and in varying backgrounds. This skill is of paramount prominence in a work setting because it helps you to set yourself SMART goals (specific, measureable, achievable, realistic, time-related), thus allowing yourself to work more efficiently and productively achieving each goal.
This particular skill is crucial and essential to one’s skillset as it provides a more organized balance of priorities and is often good for stress relief. I have this skill as part of my many skills and I strongly believe that taking advantage of it enables me to prioritise my tasks in order of importance. There are many ways of utilizing this skill to my advantage and one method I often use is what’s known as the Eisenhower Theory. This theory is fundamental in differentiating between important and urgent tasks. Former, US President Dwight D Eisenhower once famously quoted “What Is Important Is Seldom Urgent and What Is Urgent Is Seldom Important” (Oppong, 2017). This quote defines the crucial aspects of time management and importance by indicating that what is perceived to be urgent is more often than not important and vice versa. Moreover, another key aspect of successfully implementing the use of time management is to stop procrastinating, procrastination is a common form of self-regulatory failure with references to it throughout the historical record. Typically, it is “to voluntarily delay an intended course of action despite expecting to be worse off for the delay,” or to put off despite expecting to be worse off (Steel and Klingsieck, 2017). There are many strategies to overcome procrastinating one of which individuals use often is to as (Krause and Freund 2013) proposed, the goal-related construct pose an important role in preventing procrastination. Setting a goal with deadlines could not put off tasks indefinitely (Burka and Yuen 2008). This is essential to one’s ability to achieve a successful level of personal mastery and self-fulfilment. 
Communication
Munodawafa, (2008) defined communication as a transmission of verbal and non-verbal messages. It consists of a sender, a receiver and channel of communication. Although, correspondence can be characterized as the way toward transmitting data and regular comprehension starting with one individual then onto the next (Keyton, 2011). The word correspondence is gotten from the Latin word, communis, which means normal (Lunenburg, 2010). The definition underscores the way that except if a typical understanding outcomes from the trading of data, there is no correspondence. Consequently, both definitions suggest that communication is the common variable in the transfer of information between one party to another. I strongly believe to have a skill such as communication is of great significance in academic as well as work spaces. 
Good communication is the basis of what allows us to share our thought processes and instructions successfully with the receiver and acquire feedback from it, this can be seen as communication without the presence of physical or semantic barriers. I possess this specific skill and I feel the quality of the efficiency needs refinement and I need to progress on using this skill at work. Bad communication is seen essentially when either the sender or receiver has failed in clearly transferring information or instructions where the clarity of understanding has proven to be unsuccessful. The renowned author, George Bernard Shaw wrote, “The greatest problem with communication is the illusion that it has been accomplished” (Shaw, 2011). 



Leadership
There are many definitions of leadership throughout the course of history with every meaning more elaborate than the previous. It is in my own belief that he who defines leadership at the time is based solely on his or her current environment and situation. Leadership circumstances in an academic example is perceived to be more of an intelligent source of guidance, whereas leadership in a military background is perceived as more of an aggressive, fearless and indoctrinating barrage of instructions and orders, which one would follow blindly.  One definition that associate mostly with leadership is the definition I have included in this report and is expressed by Patterson and Winston (2006) which reads, “A leader is at least one individual who chooses, prepares and impacts at least one devotees who have different blessings, capacities, and aptitudes and centres the supporters to the association's central goal and purposes making the adherents readily and eagerly consume profound, passionate, and physical vitality in a deliberate facilitated exertion to accomplish the authoritative mission and destinations”. This suggests that leadership is a state of sheer control and responsibility, the decisiveness of the leader determines the success or failure of whom he delegates to.
Importantly, it is common belief that leadership in a work place environment is thought to be the strength and ability in one single person whereas contrary to popular belief it is actually required at all ranks of the workplace. In order to achieve a level of significance in the work place it is essential to always be prepared to be in a positon of leadership, you must be able to interpret the wishes and orders given by those already in a leadership role and carry out the necessary tasks they have given. I believe that in order for one to grow into a position of leadership one must start from the bottom, to absorb as much information and key skills required to be able to take on such roles. There are diverse styles of leadership, while recently many writers have promoted the use of a transformational, participative leadership style, historically the leader was known as a heroic and symbolic form of leader, where one person has a position of power to lead an organisation. 
Leadership is a tremendously great skill to have and use. It is a clear indication that growth in the work place is achievable only if you can apply this skill from an early stage, to be able to do your work to the highest standard while also delegating responsibilities to others with clear guidance is a magnificent show of leadership qualities. In the absence of leadership, the structural integrity of the workplace will ultimately falter. Amagoh (2009) claims that the nonappearance of compelling authority will significantly affect the capacity or associations to actualise and continue key change activities. The basic jobs of viable authoritative pioneers incorporate setting up and fortifying qualities and reason, building up a dream and the procedures important to accomplish the vision, assembling the network important to actualise the systems, and starting and dealing with the progressions important to guarantee development and survival. 
I have this precise skill because I have had experiences in my past work history where I have been expected by those already in leadership positions to perform to a leadership standard whilst simultaneously undertake tasks which I had deemed myself incapable of doing. Through the use of this constant expectation of me I have been able to portray a very intricate display of strategic risk assessment, effective use of time and communications, reliable confidence and attitude towards any given task. To give an example I did not have the formal education needed to accurately compile financial spreadsheets in a professional capacity, however I was asked by my then manager to compile one on the basis that if I do so successfully I will be looking forward to an incentive. I used my knowledge of research methods on a variety of different platforms that was offering step by step guides on how to do so, I had drafted many spreadsheets I eventually produce a noteworthy copy I provided this to my manager and received positive feedback. 
Ultimately, I have therefore reached a conclusion as to the critical importance of leadership within both academic and professional capacities. I believe that to succeed the presence of leadership must be felt and recognised by each and every individual. I believe that as humans we have natural elements of being leaders and it is our duty to nurture these elements into reality. 
As former president of the united states famously quoted, "If your actions inspire others to dream more, learn more, do more and perform further, you are a leader." (Luttrell 2011) 


Following, the research outlined in this report I firmly believe that the ultimate route to success is how well a person can bring the qualities of the skills mentioned to the work environment. It is of my own personal belief that every single person has the skills and abilities but it’s the responsibility of the individual to make the necessary steps to correctly inserting these skills into their daily life.  
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Time management is considered to be a skill that should be mastered by all the 
individuals at all levels and in all walks of life. 
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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. 

Who killed Nokia?

In October 1998, Nokia became the best-selling mobile phone brand in the world; by 2013 Nokia had lost it all. What led to the company’s decline? In order to understand its rapid downfall from its position as a world-dominant and innovative technology organisation, a qualitative study was conducted. It consisted of interviewing 76 Nokia top and middle managers, engineers and external experts and conducting in-depth investigations. 
According to the findings, published in the 2015, Nokia had suffered from organisational fear; it was grounded in a culture of temperamental leaders and frightened middle managers. There are descriptions of some members of Nokia’s board as “extremely temperamental” who regularly shouted at people “at the top of their lungs”. Threats of firings or demotions were commonplace. Fearing the reactions of top managers, middle managers remained silent or provided optimistic, filtered information. One middle manager told us “the information did not flow upwards. Top management was directly lied to…”. 
	Moreover, top managers realised that Nokia needed a better operating system for its phones to match Apple’s iOS; they knew it would take several years to develop, but were afraid to publicly acknowledge the inferiority of Symbian, their operating system at the time, for fear of appearing defeatist to external investors, suppliers, and customers and thus losing them quickly. Nobody wanted to be the bearer of bad news. Top managers also lacked technical competence which influenced how they could assess technological limitations during goal setting; by comparison, the top engineers at Apple were all engineers. Instead of allocating resources to the achievement of long-term goals such as developing a new operating system, Nokia management decided to develop new phone devices for short-term market demands.
Nokia’s ultimate fall can be put down to internal politics. In short, Nokia people weakened Nokia people and thus made the company increasingly vulnerable to competitive forces. When fear permeated all levels, the lower rungs of the organisation turned inward to protect resources, themselves and their units, giving little away, fearing harm to their personal careers. Top managers failed to motivate the middle managers with their heavy-handed approaches and they were in the dark with what was really going on.



Ex.2
This task is designed to see if you can summarise ideas from course materials in your own words. 
[bookmark: SAQ016]Re-read the text ‘Who killed Nokia?’  on previous page. Now answer the following question in your own words: What factors contributed to Nokia’s downfall?  Write about 175 words.

In conclusion the down fall of Nokia was consequently inevitable due to Nokia's definitive fall can be put down to internal mismanagement issues. To put it plainly, Nokia individuals debilitated Nokia individuals and in this manner made the organization progressively defenceless against aggressive powers. At the point when dread penetrated all levels, the lower rungs of the association went internal to secure assets, themselves and their units, giving minimal away, dreading damage to their own professions. Top directors neglected to propel the centre chiefs with their blundering methodologies and they were uninformed with what was truly going on.

Lecturer’s comments: You must not start any writing with, ‘In conclusion.’  The summary is good but should include all the important points. You’ve left out the operating system
Lecturer’s signature: ____l.R. Beharry_____________________________   	 Date:22/8/19 
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Ex.1 
Write a paraphrase of the following passage

Facebook is one the most influential social networks in the world, boasting approximately 2.2 billion monthly users. So how did a social network created in the confines of a Harvard dorm room go from being a student trend to an unprecedented, worldwide phenomenon? Facebook was born on 4th February 2004, made available exclusively to Harvard students. However, six days after “The Facebook” was made live by Zuckerberg and co-founders, they faced accusations by Cameron and Tyler Winkle Voss and Diva Narendra that the idea for the site had been stolen from them. According to the Winkle Voss twins and Narendra, they had approached Zuckerberg asking for his assistance in creating a social network for Harvard students called "Harvard Connection". Following a lawsuit filed against Zuckerberg, eventually all three received a settlement in 2008 that included 1.2 million shares in the company each.

Facebook is one the most compelling informal communities on the planet, flaunting around 2.2 billion months to month clients. So how did an interpersonal organization made in the limits of a Harvard apartment go from being an understudy pattern to a remarkable, overall marvel? Facebook was conceived on fourth February 2004, made accessible solely to Harvard understudies. In any case, six days after "The Facebook" was made live by Zuckerberg and prime supporters, they confronted allegations by Cameron and Tyler Winkle Voss and Diva Narendra that the thought for the site had been stolen from them. As per the Winkle Voss twins and Narendra, they had drawn closer Zuckerberg requesting his help with making an informal organization for Harvard understudies called "Harvard Connection". Following a claim recorded against Zuckerberg, in the long run every one of the three got a settlement in 2008 that included 1.2 million offers in the organization each.


Lecturer’s signature: ____l.R. Beharry_____________________________   	 Date:22/8/19 

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 worth. 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 - unacceptable 
** This is incorrect because it uses the same basic structure as the original with some word changes and does not credit the author.
No one 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 labour 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.
Top of Form
Bottom of Form
Paraphrase 2 - acceptable 
** This is correct because it portrays the ideas of Oates' passage and gives Oates credit for his ideas. The writer has used his own words to present those ideas and has used quotation marks for those phrases that are from Oates. The writer has also included additional research on the value of the income and has sited the source for that as well.
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 [Darks, 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)
Top of Form
Bottom of Form
Paraphrase 3 - acceptable (summary) 
** This is also correct. It summarizes Oates' ideas completely in the writer's own words, but gives Oates credit for the ideas.
When we think of Abraham Lincoln, the image of a wealthy lawyer is not the first that comes to mind. A man, who worked hard, struggled and came from a less than ideal background is often the picture we invoke. However, it is an incomplete portrait. Mr. Lincoln was successful both professionally and financially even by today's standards. (Oates, p.65)
Top of Form
Bottom of Form
Lecturer’s signature: ____l.R. Beharry_____________________________   	 Date:22/8/19 
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