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Introduction

 

 

This report aims is to analyze my academical and employability skills witch I developed while studying this course. 

With the fast advancement of society, the competition between companies is too expanding. 

Nowadays, the manager's needs for the graduates are not as they were center on the degree but pay more consideration to their employability aptitudes. 

In arrange to win their competitors within the furious competition, managers need graduates who have a wide extent of abilities to bring to the work environment and require the workers with multi-skilled to satisfy numerous diverse parts. 

 Some of the skills which will be analyzed in this report include Time management, Communication Skills, and Problem-solving and Decision making. 

As well I will go over the skills I need to improve: Paraphrasing and summering. 

 

 
Time management 
 
 

Time management is the process of arranging and organizing your time efficiently. Good time management skill has so many advantages such as: doing more work in less time, greater chances to achieve important career and life goals, less stress, and a better professional reputation.

 

Pareto's theory 80%-20% says that 20% of the beat needs account for 80% of the results. 80% of what you achieve in your life, workplace, business, relationships, and social life – comes from 20% of the effort or time you spent (Koch, 1998).

 

Knowing how to manage your time enables employees to work smarter and do more in less time. 

Time management is a very important skill in the workplace. 

 

Having good time management skills allows us to deliver work on time because our brain focuses on “time-frame” and how to achieve the task in time. Providing better results, and it’s because we will focus on the most important tasks, prioritizing them and so we will work with focus and full attention. Less procrastination is one of the advantages of good time management skills. It about reducing delays and searching for no excuses to procrastinate when having important tasks. Effective time management skills will reduce stress in personal life and the workplace. When everything is under control, no need to rush, you feel more confident and being punctual will increase your reputation. 

 

Some of the tips to manage our time efficiently are: set a limit time for each task, use 'to-do-list', plan ahead, get organized on a single task, do not waste time waiting and fallow the rule 80/20. 

 

 

Personally, I take many responsibilities at the same time – I am a student, I work and I have my blog. And sometimes I just wait for the last minute to achieve my task but mostly, I always finish on time. 

 Good time management skills helped me a lot in my privet life, by prioritizing my tasks. However, now I have more time for my family and friends and less stress. 

 

 
 
Communication skills 
 
 

Communication is the process of exchange information, ideas and thoughts. The ability to share and transmit facts, opinions, and values (Maund, Schriek and Tinkler, 2017).Communication requests more than one person and it started with a concept in the sender's mind. Then he/she will encode the idea in the forms of pictures, messages, language or a face-to-face conversation. The message will be decoded by the receiver in order to understand the intention of the sender (Maund, Schriek and Tinkler 2017).

 

Often, the message could be multiple interpreted or misunderstood just because of a blink of an eye, monotone voice, gestures, facial expression or voice. 

 To minimize communication missteps, the leaders should let others feel free to express their ideas, listen and suspend judgment.

 

At the workplace having communication, skill is essential. This will let team members collaborate, communicate and so improve the quality of the work. Having a voice means let employees express there thoughts and ideas, no matter their ability or level. 

Strong communication lines will encourage people to be more open, communicate their ideas without fear and bring innovation, growth and strong management. 

 

I have good communication skills because I always communicate with people – at work, at university and I have a lot of friends. In my workplace communication skill is essential because every day I meet new people with different mood and lives, some of them just need to speak to someone.  I can listen accurately and give my feedback to the speaker, this is why some costumers come back for the place just to speak with me.  There’s always a place for better so I want to improve speaking in groups and public speaking. 

 

     

Problem Solving and decision making 

 

 

Problem-solving is the process of finding a solution for a challenge, an opportunity or a problem. 

Decision making requires progressing thoughts, making choices and determining an outcome. This means that when having a problem we are trying to find the solution based on our experience. On the other hand, decision making is the process we use many times during problem-solving. 

 

The ability to make a decision and solve problems is essential as it involves critical thinking, creativity, using new ideas and solutions, considering.

 

According to McCaulley (1987), problem-solving and decision making is a long process which must include as well different personality. In her opinion before making any decisions, we must understand that problem solving is a process and involves feelings, intuition, sensing and thinking. 

Different personalities and characters will react differently in a similar situation. 

Jung's theory explains that introverting individuals will take more time and thinking before they will speak about their ideas, on the other hand, extroverts will want to discuss and clarify their ideas (Wilde J. D., 2011).

Sensing individuals will give more importance to details, reality, and facts. These people will take decisions based on their previous experience and will not try to bring new or original ideas. 

Some individuals give preference to analyzing and logic thinking. When taking a solution they will focus on the logic result, facts and models. In comparison with individuals that focus on feelings and taking decisions thinking of how this will affect others – these people will pick the ideas that make sense. 

 

One technique to problem-solving and decision making was described by Wonder, Donovan, (1984). This technique involves creative and intuitive, critical and logical thinking and will let all parts of the brain work. 

 

The first step is to identify the problem. By identifying the problem we mean understanding the fact that there's something wrong that needs to be fixed, something is missing and needs to be found, something is happening that needs to be prevented and something is inviting and need to be accepted Arnold (1978). 

 

The second step will be brainstorming witch will let all the participants write down their ideas and share. In this stage all the solutions, concepts and opinions are welcome. 

 

The input phase will be used to identify possible alternatives or solutions to the problem. At this stage, it is so important to consider the feeling, possible alternatives, results that should be avoided and important values. 

 

The processing phase is the stage when individuals will select, evaluate and develop a solution to solve the problem. In this stage, individuals can use brainstorming and share ideas, bring explanations, listen to others. 

 

The output phase is actually when the decision that was taken is implemented. In this stage is very important to have a detailed plan.

 

I have good Decision Making and Problem-Solving skills based on my life experience. Often I was fronting the situation when I need to take important decisions or find a solution to some problems. One of the biggest decisions in my life was to travel from my country to the UK and start studying here. Problems always will be part of our life but I believe that every problem has a minimum of three solutions. 

 

 

 

Paraphrasing 
 
Paraphrasing includes taking and rewording a passage-either spoken or written. Writers often paraphrase for more concise delivery of data. It is essential to maintain the initial significance when paraphrasing so that the facts stay intact. Basically, we can write something that still expresses the original idea in our own words.

When writing a research paper, paraphrasing is prevalent. It enables you to clarify significant thoughts in your writing style and concentrate on the most helpful data to make your point. Even if you put in your own words somebody else's thoughts, you must quote the source of your data. This provides credit for their thoughts to the initial author.

 

It is good to have paraphrasing skills because this will show that you've understood all the materials and you can earn credibility being a writer. Paraphrasing skill allows us to use and integrate any source of information like books, journals, articles, case studies, and dissertation without utilizing too many direct quotations. 

Paraphrasing is a new skill for me and I need to improve it. I think this skill will be very useful in my future as a student and in my life. 

 

 

 

Summarising
 

 

Paraphrasing differs rather from summarizing. When summarising a text or a passage, the writer will concentrate on restating the primary concept in his own words. Paraphrasing on the other side, seek to provide a mildly condensed form of the information. 

Summarising is when having a source of information to summarise; the writer will include just the significant stuff. Summarising means only the most important facts, not all the details. When summarising, it is the most significant points and general idea. 

 

Summarising means the ability to create a condensed version that covers the primary concern from a lot of information. 

The good summarising skill it is so useful for students and not only. Summarising is a part of our life when we have too much information and no time, it is good to summarise and keep the most important points. 

 

Summarising is shorter than the original text but paraphrasing can be slightly shorter.

 

 

These two academical skills are very important for me as a student, for my future and education. These two terms were new for me and I never knew how important is it to know how to paraphrase or summarize a passage. 

 

I think that I need to improve these two academical skills because it was new for me, and I never used paraphrasing or summarizing in my life before. By improving my English grammar, I will improve paraphrasing and summarizing. 

 

 
Conclusion
 

This report analyzed several academical and employability skills which I have developed while studying this course. 

Some of those skills I hade improve while studying like Time management, Communication and problem solving and Decision Making. 

On the other hand, there are some skills which I need to improve such us Paraphrasing and summarizing. 

I discovered many new theories and subjects which will help me in my future. 

In conclusion, I want to add:

 Success is a hard job. It is never an accident. It is all about loving what you doing or learning to do, studying, sacrificing and perseverance. 

 

“Just as the bird needs wings to fly, a leader needs useful information to flow. Leaders learn.” Ayivor I (2015).
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