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Introduction
The purpose of this report is to provide an analysis of employability skills. These skills are very important in everyday life as well as in self-development. The skills to be analysed are: Communication, Problem solving, Time management, Team working, Paraphrasing, Leadership and Summarising. Each skill will be on one hand defined and explained as presented in literature and on the other hand their importance and impact from personal point of view. Finally, the report will present conclusions. 

Communication
[bookmark: _Hlk27127163]Communication is defined as “a skill that influences the adaptive ability of an individual in every facet of life” (Mancil and Vinson, 2019). This means we use communication in our daily lives in all aspects. Employees/students communicate verbally, over the phone or in person, in writing via e-mails, letters, notes, etc. and we also communicate with body language, because our postures and gestures transmit signals which is also a type of communication. In literature, communication is regarded as Soft Skill and according to Cimatti (2016) companies recruiting recent graduates are taking in consideration their soft skills more than the hard skills. This shows that communication is very important skill to obtain during studies in order to get a new job and also within the workplace. I am confident in verbal communication on the daily basis level, but in terms of academic communication I have to improve a lot and I believe that studies will help me. I am a shy person and emotional to talk in public.
When two parts use communication effectively, they both have benefits. On one hand the person delivering the message makes himself clear and sends the message only once and on the other side the receiver understands the message and doesn’t need any other clarifications. By using effective communication most of tasks are easy to accomplish and mistakes are avoided. Moreover, effective communication has an impact on time management, which will be detailed below, because with effective communication most tasks can be done in timely manner.

Time management 
“The idea that how people decide the optimal way to use time forms the core theory of time management” ( Koch and Kleinmannn, 2000). 
The application of reasonable time management plans be able to improve productivity and the quality of life (Jackson, 2009). A study found in Sciencepub.net, (2019)  presented results showing that subjects exposed  to training about time management skills perform better and have higher academic performance than those were not trained. Also it was important to be trained as they applied the skills learn and this improved their performance. People are different in the way they choose to manage their time. Some of them plan their time carefully and apply different techniques to help. Such techniques are note taking, list things according to their priority, set alarms and timing each task (Sciencepub.net, 2019).
[bookmark: _Hlk27127425]Time management is a very important skill during University years because students will benefit from this if they do their assignments on time, if they prioritise work. I think my time management skills are very good. I am a punctual person, I like to complete my tasks on time and I don't live nothing for next day.  It is good to have this skill because people need to be organised and finish their tasks. If not, employers will not like it and they can fire you. I am also able to divide my time with my studies, my work and my family and house responsibilities. To be able to complete the tasks on time you need to get an early start, be focused and complete the most difficult responsibilities first. 

Problem solving 
[bookmark: _Hlk27127494]According to Jonassen (2000, p.203), problem solving is ‘the most important cognitive activity in everyday and professional contexts’. Therefore, problem solving is the ability to work trough details, to find solutions for problems or to find a key to unexpected situations. It is important to have this skill because you are able to identify a problem or work to solve it. Moreover, some employees are rewarding and are in need with people with such skill. Moreover, a good problem solver has to be enthusiastic, confident and have good communication skills. Having good problem solving skills at workplace it very good because employees can work better and more efficient with co-workers, partners, customers and suppliers. 
On personal level, and with the experience I had so far, I consider myself a person able to find solutions to most of the problems. In my opinion, the key factor is to keep calm, when a problem occurs, and to evaluate possible risks. Very important aspect is to evaluate if the problem occurred falls under your attributes or if you are capable and have the right knowledge to solve it. For example, personally, I am not as good with computer skills, therefore, if a problem related to IT arises, I will seek help from a professional. A good problem solver is a person who is not afraid to admit that does not have the right solutions and ask help from those around. This does not make him only a good problem solver, but also a good team worker. 

Team working
Team working is the ability to work as part of a team. In literature, team working and group working is defined as ‘individuals working together to accomplish something’ (Morgan, 2017). 
The way we work in teams is according to our behaviour towards the team members. However, there are lots of challenges and difficulties when working in teams. This is mostly because, we encounter people with different abilities and personalities, from different backgrounds with different perceptions, behaviours and attitudes. All these factors, and few others have an impact on the process of team-working and on the outcome as well. Each member has an important role in a team working process. Some are more involved; some are quiet some take the role of a leader/ the coordinator. 
I found myself working in teams in many occasions. I am involved, enthusiastic and want to help and participate as much as I can. I also listen and take instructions, if necessary. I do not consider myself a leader, although if I believe that my idea is very good and worth fighting for, I do my best to prove it and implement it. 


Leadership 
Leadership is "is the process of interactive influence that occurs when, in a given context, some people accept someone as their leader to achieve common goals" (Silva, 2016, p.3)
Leadership was defined in many ways, and at first, it was perceived as an individual trait, which means a personal quality. Plato, considered the founding father of philosophy, suggested that only individuals with great qualities, such a wisdom, can be great leaders. Accordingly, for Carlyle leaders were “exceptional persons or heroes that were able to use their charisma, intelligence, wisdom, and political skill to have power and influence over other people” (Silva, 2016, p.3). Carlyle also developed a theory named “great man” which summarises regular ideas about leadership.
However, with the evolving time it has been concluded that leadership is a process, that involves more than a leader, and emphasis a lot on its followers. 
Whilst, previously, a leader’s purpose was to serve and look after the people around them and use power to have an impact on their actions and thoughts, nowadays leadership is regarded more as a goal setting and goal achievement. This involve leaders and group members to work together towards achieving goals. A leader is setting a vision and it is sharing it with others. Also, any group members can demonstrate leadership skills (Silva, 2016). 

Paraphrasing 
Paraphrasing is a valuable skill, applied in academic use of English, that is attributed to writing or speaking. Paraphrasing can be described as “converting the contents of the speaker into the language of the listeners” (Rao, 2010. p. 23). These means that an existing message or idea is reworded in a manner that is more readable, understandable. However, it is very important to maintain the same message and use the appropriate words to avoid distortion to the message. 
Students, when asked to paraphrase, are required to rewrite the paragraphs or sentences in their own words to explain what someone else wrote or said. This can be considered as a tool to evaluate their capacity of understanding and their scale of  vocabulary and grammar structure. 

Summarising
In order to summarise you must be able to paraphrase. So these two skills are linked together. It is very important for students to be able to write a good summary, because it will enhance their academic career. However, people summarise very often in daily life. For example, when you watch a movie and you explain it to your friend in a few words, you are summarising the movie.  Or if a colleague misses a class, and you tell him/her the main points. A good summary should be clear to the person who has not heard or read it from the original source. The key characteristic of the summary is to be clear. 

Conclusions 
Employability skills, such as Communication, Problem solving, Time management, Team working, Paraphrasing, Leadership and Summarising, are very important in everyday life as well as in self-development. 
People use communication in their daily lives in all aspects. Employees/students communicate verbally, over the phone or in person, in writing via e-mails, letters, notes, etc. With the help of effective communication most of tasks are easy to accomplish and mistakes are avoided. 
Time management is a very important skill during University years because students will benefit from this if they do their assignments on time, if they prioritise work.
Having good problem solving skills at workplace it very good because employees can work better and more efficient with co-workers, partners, customers and suppliers. 
Paraphrasing and summarising are valuable skills, applied in academic use of English, that is attributed to writing or speaking. 
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. Please return your paper to the lecturer upon completion..
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| 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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S Academic and Employability Skills (ACE) - term 1
e ; BMSW4001 :
In-class exercise 2: Summarising (Oct 2019)

Student Name: KE&E%PE:E&E io/eroun: LIOX 75 5

Time allocated: 1 hour. Please 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. Bei ttle 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 4o 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 ot 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
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 s 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
es 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 I faced? What about my challenges today? What
could | do differently?” Write down your thoughts 5o 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 s this issue
ight now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you. j
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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. / Yok
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