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Introduction
This report aims to analyse my academic and employability skills. Skill is ‘an ability to do an activity or job well, especially because you have practised it’ (Dictionary.cambridge.org, 2019). Academic skills are approaches applied to learn in school. Employability skills can be a range of skills and capabilities that virtually every employer is looking for in a potential graduate recruit (Finch and Fafinski,2014).   This report will be done by focusing on several skills such: writing, reading, time management, communication, team working. 

Communication skills
Communication is the process in which we send and receive messages through different forms (verbal or non-verbal).  Communication involves establishing and maintaining meaningful relationships with other human beings. Communication is divided into four main categories: verbal, nonverbal, written and visual. Communication takes place in two stages. The first step is the transfer of the message by the transmitter to the receiver. This implies expressing the idea to be transmitted; coding it in the form of a symbol, capable of expressing a message from the issuer receiver through the chosen channel (visual, auditory, tactile, electronic). The second step consists of the transformation by the receiver an of the message received. This one involves decoding the message and interpreting it. Effective communication occurs when the receiver understands precisely the information and the idea on which the transmitter wishes to communicate them and generates an appropriate reaction.  When we are communicating must be clear and prepared, which requires practice and confidence. Body language, active listening or authenticity are critical key facts in communication skills. To be an excellent communicator, must handle all the steps in the communication process. Research in communication shows that the non-verbal component represents over 90% of the total what we transmit to the other people, and only 10% is transmitted through verbal language. 
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Excellent communication skill is the result of good self-knowledge. When you know yourself well enough, thoughts are better structured, and the words are better chosen to shape thoughts, in a way that is easier to understand.
[bookmark: _GoBack] During the study of this module, I understood that communication has one of the highest roles in interrelation with the others. Deepening the study of communication will help me develop this skill that will be very necessary for the future. I will develop this ability to study more about its role, types of communication, the context in which it takes place, the process and its components.

Writing skills
Writing skills are a significant form of communication. Through writing, we are transposing our ideas, thoughts, emotions in words. It is primordial to have excellent writing skills because they allow sending messages with ease and clarity sometimes much better than spoken ones. As an employee or employer, we need to have excellent writing skills because we must be efficient in what are we writing; otherwise, we lose time, and on these days, time means money. I must improve this skill, especially in written English, because I am not a native.  I will read more and more diversified to discover new words and their different meanings. In this module, I understood very well the importance of this skill, especially that I will use him in different contexts such as essays, presentations, reports, emails.


Reading skills
Reading is the action that is used to understand and comprehend the meaning of writing by interpreting the characters or purpose of the words. According to the PhD, Megan Morgan, Reading is an increasingly critical skill to learn and develop to be successful in school and the professional workplace. Trough reading, we are extending our vocabulary, we discover new concepts, ideas. Reading helps us to gain more knowledges, in writing skills, in memory improvement. I intend to improve my reading [image: ]skills by starting to read out loud, more intensive and more extensively. Excellent reading skills will help me to understand better the meaning of the words in a different situation at school, day by day life or at work.


Team working
Teamwork is the action of a group of people who have different attributions for achieving a common goal. To become a good team player, must be flexible, reliable, committed, honest, positive, confident, confident, persistent. The need for teamwork became more and more evident as companies began to consider the need for communication and human contact of their employees, raising awareness of the superior motivational value of dialogue and mutual support, in a team. Teamwork does not mean that everyone does the same thing or that everyone can do the other's work. The people who work well in the team are excellent communicators; they know how to divide their time and are highly appreciated by any company. One of the advantages of teamwork is that we can learn from the experience of others, especially if they are older in the company; this helps as an individual in the unfolding of our career. Another significant benefit is that there are more eyes that look at the same problem, which stimulates the debate to find a better solution. Reaching the end of a task faster is also another benefit of teamwork. 
Teamwork is a vital skill in working with others, and if together are chasing the same goal, the team will be a successful one. Working in the team encourages transparent communication, active listening, innovation, creativity, friendship and collaboration. Properly managed, teamwork uses everyone's skills to achieve a common goal, so the project or problem itself will be viewed by team members differently, and different ways of acting will be addressed to achieve a good result.
 To improve the teamwork skills is essential to be part of a team. It is essential to have excellent team working skills and to applying them, for example, in a business, these helping to fulfil all the plans of the company, ultimately bringing benefits to all those involved There are many opportunities to do this in school, at work but also in the day by day life.
 Studying this ability, I understood that teamwork is a crucial factor in personal development. I will develop the work on the chip as an ability by involving myself in group projects or by volunteering in the idea of ​​meeting new people and trying to work with them. In this way, I will have new experiences, and I will be able to develop this skill much better.
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Time management
Time management refers to a set of principles, practices, skills and systems, used to control the time spent to perform specific activities, to increase the efficiency or productivity. Time management is essentially reduced to managing specific activities and personal life in general. When we speak about time management, we mean, in fact about the planning, organisation and control of the activities in a defined period, so that each moment is used rationally, efficiently and productively. Time management is essential in achieving the goal pursued, in setting priorities, obtaining more results in a short period of coping with daily changes.
Time is one of the most valuable resources because whatever we do, we need time, it cannot be bought stored or replaced. Time management involves a set of rules for example: establishing a daily routine, capitalising on the moments when you feel full of energy and setting breaks for low energy moments, meeting deadlines, solving significant problems. However fixing periods grouped to complete the projects, grouping similar activities, approaching a situation, without losing in detail, allocating a more extensive period than initially estimated, for each task, for unforeseen situations are part of the time management significant rules.
Time management helps in prioritising, communicating, balance in life, creativity, to make the most of it from the time to increase the quality of life.
The Pareto principle is one of the concepts that help a lot in understanding management time. He says that out of the total of the results, we produce 80% of them are generated with 20% of our effort. The remaining 80% of our effort generates only 20% of the results. It can be useful in identifying problems and their causes, helping us to analyse and group them to find a solution as quickly as possible. In conclusion, time management.  
To master this skill as best, I will apply some methods learned during the study of teamwork. These include organising the activities that I have to do, prioritising them and not least planning them. 
Therefore I will also consider following some basic rules: I will establish a daily routine, I will do things in order of their priorities, I will use well-defined times, and once I start something I will not stop until I will do it.
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Paraphrasing
To paraphrase is to express the meaning of a passage or idea of another person in other words, according to William Murison. When paraphrasing is essential to change the structure and the words but to keep the same meaning. This skill is used in different areas of communication as is showed “Paraphrasing is a powerful listening skill that validates others, build trust, and invites a deeper level of disclosure” (Maund et al., 2017, p.53 ).  
The most important techniques in paraphrasing are the use of the synonyms, changing the word class and changing the word order. No matter what technique is used, the result sentence must have the same meaning, to have different words, to be grammatically correct. Although if someone work is paraphrased, a reference must be provided.  They are a few important steps to be followed in paraphrasing like reading, think, understand, go away, return, write, check, cite. Read the text carefully; think about the main idea; understand the text by going away; at return, write your idea and check with the original text and cite any source if anyone was used. Those steps helped to improve my paraphrasing skill.

Summarising
Summarising is about how to express the most important facts or ideas about something or someone in a short and precise form, according to the Oxford Dictionary (Dictionary.cambridge.org, 2019). Summarising, it is essential because it allows restating essential information more shortly. A summary needs to be clear to some who have not read or seen the original material. Needs to be brief, concise and should maintain a good paragraph structure. Paraphrasing must be used in order not to provide direct quotes from the source. They are five substantial steps named the “rule of five” to follow to do a correct summary: write about who was in the story, what happened, when, where and why it happened in a few words.   Summarising will help me for example in presentations where I need to provide o brief, or in day by day life complying with the time management and other essential skills.



[image: ]Conclusion
This report analysed several academic and employability skills that I have developed during this course. These skills, among others, are imperative in developing my career in any domain. They will be applied in through all the period when I will be in an academic environment, but as well in employability one. They are critical facts in developing an active career, no matter what the domain will be. 
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APPENDIX
In the following pages you will find my in-class exercises.
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