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INTRODUCTION
The aim of this report is to focus on the analysis of employability and academic skills.                                                   Academic skills are skills needed and used when one studies such as time management, paraphrasing and summarising.                                                                                                                                                Employability skills are needed and used when one is employed in the workplace. This can include teamwork, good communication, problem solving and decision making.                                                                   This report will enable me to analyse more on the skills that I have and the ones I need to improve on.




















Time Management 
Time management is the main skill both for study or in the workplace. Effective time management means tasks get done efficiently. Time management is a skill that helps an individual to put their tasks in order of priority and precisely decide the amount of time needed to finish them which will allow you to complete the task to the best of your ability, (Elliot, 2013). The success of a student in their academics depends on how well and efficiently they manage their time. Time must be utilized and spent wisely for the individual to be the best at their academics. 
Good time management taught in schools will stick with the individual at home and outside of the learning environment and will be beneficial in places like work where this skill remains very relevant. This is a skill that any employer would value for the growth of any organisation as it allows goals an objective to be met due to the effective use of time.
I have managed my study time earlier on in the academic year by setting up a timetable that I regularly follow and abide by rather than only when the exam period draws near. Selecting my tasks first, having a to-do list, creating a study time, eliminating distractions and focusing more on the tasks ahead, will help me to accomplish much more than my peers and that will be reflected in my exam results. This is something I tend to do as it has proved to help me in my recent academic experiences. Managing my time effectively, which is very crucial, will assist me in completing my in-class exercises, assignments, exams and class presentations on time in order to get good grades. Therefore, the management of time of each task is very important in order to obtain maximum overall marks. A way I do this is by answering the more difficult and time-consuming questions first and then going back to the multiple choice or lower mark questions later. As a mother who manages the home very well, therefore having obtained this skill, this will enable me to focus more on my work at school, this way the highest possible marks can be attained as time is used productively.






Paraphrasing                                                                                             	                            
Paraphrasing is reading and re-reading a piece of information that you want to paraphrase and writing it in your own words and in a well-structured manner, making sure to leave key words and points, not copying the information however keeping in mind the referencing. It is putting the idea of someone else into your own words which is changing the words and structure. Some of the techniques that needs to be followed include using synonyms which means using words of a similar meaning of the original word used, or antonyms which are words with opposite meanings. Furthermore, change the word class or change the word order such as changing an adjective, noun or adverb for example, happy being the adjective could be changed to happiness being the noun or happily being the adverb.
Paraphrasing as well as the ability to conduct effective research are two very important academic skills that one should possess and be good at in any learning environment. It is a very crucial aspect of writing and it is so important as it shows you understand the source well enough to write it in your own words, (La Trobe University, 2019). By paraphrasing, information can be sourced from different materials which can be included in essays or research papers without plagiarising; as long as it is referenced at the end. Being able to paraphrase information shows the lecturer that one has read, digested the information, therefore now able to interpret it into one’s own words – which shows sufficient understanding of the text.
I need to improve more on my paraphrasing skills in order to understand and paraphrase a text efficiently, which will assist me in my academic years. I will continue to practise my in-class exercises, do more researches using journals, books, online websites as well as improve more on my writing skills by practicing how to use the correct grammar and spelling, reading and re-reading the piece of information given and re-writing in a well-structured manner. My grammar can be improved by continuously composing formal letters and emails, checking dictionaries for definitions, taking notes of what is being read and then accumulating these notes to make paraphrasing easier and more meaningful as the information is now to my understanding.
  

Summarising
Summarising is defined as providing a brief statement that includes the main points of a text. It requires thorough reading and understanding of the particular text or information which allows students to focus on key points and phrases of an assigned text worth recording and noting down, (Jones, 2007). It is essential when needing to cut down large sums of information however, still getting the necessary message across. Summarising is a very important academic skill which enables an individual to ignore the irrelevant information of a piece of text as well as how to combine the key ideas, therefore the reader still receives the correct information without all the waffle and unnecessary reading. The points remain short and concise, this way the lecturer will be more eager to read and mark the work as it is not drowned in insignificant words and therefore the points made would be much easier to locate.
I would like to excel at summarising skill by practicing more by reading more pieces of information as well as acquiring knowledge from books, journals, newspapers and summarising them from time to time, making sure it is well understood – focusing more on the main points and ideas, making sure the summary is a lot shorter than the main idea but still extracting any main points.
Taking notes from the information read, organising them in a logical order and linking all of the ideas together all whilst making it as brief as possible. Avoiding my own opinion, numbers, statistics and dates. I will use the topic sentence which includes the title, author and speaker, followed by a supporting sentence by following the same order when possible.
Questions can be asked in order to help with summarisation e.g. who, what, when, where and how. All of these with enable me to develop my summarising skills leading to be a better overall grade.






Teamwork
Being able to work well in a team is very effective when used in a working environment. Being able to work on your own and with fellow colleagues in the workplace is key for obtaining success and growth in the organisation. In order to develop effective communication skills, every opportunity that is given to an individual to work in a team should be utilised. Teamwork is essential in the workplace in order to accomplish the overall objectives and goals of an organisation, (Wehbe, 2017).
My teamwork skills will encourage me to have unity in my workplace, which will promote a friendly and harmonious atmosphere. Everyone has their own diverse talent and area of expertise which when put together will allow overall achievement as everyone is contributing and putting their own part to reach the same objectives and this would motivate me and my colleagues to do the best they can. Without an appropriate teamwork environment, there would be tension between each individual and the goal will not be achieved as there would always be disagreement and colleagues would feel almost as if they are competing rather than working together.
By sharing different ideas, opinions and exploring different perspectives, creativity can be explored and therefore effective decisions can be made much faster than if they had to be made by one individual. The input of different experiences would allow quicker and better feedback resulting in a much better result that all parties would agree with and that the organisation would benefit from. As a good team member, the workload will be shared which puts less pressure on each individual and allows different strategies to be put in place which encourages productivity.
Mistakes can also be easily spotted when working as a team, meaning that future mistakes can be avoided, thereby making room for new improvements which can then be shared with fellow colleagues.





Problem solving 
Effective problem solving is crucial and key for the success of any growing organisation. With effective problem solving, any problem can be properly analysed and how severe the problem is would be identified; therefore, a possible solution method can be created and assessed. We need to understand the thought process behind decision-making as well as the factors that contribute towards making decisions in order to effectively solve problems and issues with creativity in mind, (William, 2002). 
Lives are shaped by crucial decisions therefore if we properly and effectively evaluate the problems that may be faced, the quality of our decisions would improve and therefore improving the quality of the solution. This can be done by discovering new and creative ideas, viewing the issue from different perspectives, coming up with beneficial solutions that effectively solve our situations and hopefully prevent further similar situations from occurring as well as identifying how decisions made would impact the outcome, (William, 2002).
Problem solving is an employability skill that I am good at. In a health and social care environment, I will be able to work much better with patients and colleagues if the problem solving is done efficiently. Being able to identify an issue and the ability to use my skill and knowledge, thereby resulting in a solution that can give the best possible outcome for all. 
Solutions made should be long term rather than short term. A proper solution should be put in place to prevent the issue from arising again in the future. No steps should be overlooked when planning a solution as every aspect is crucial in order to create a solution that works and benefits all. For example; the issue may be a patient complaint. The cause of this issue could be due to poor communication between a member of staff and the customer.
	




Good communication
Good communication is the ability to effectively pass information across from one individual or group of individuals to another. Communication can come in the forms of both oral and written. It is an important skill to possess as it allows points to get across which leads to a better structured working environment. Furthermore, in the workplace, effective communication is important as it allows confusion to be avoided, it builds a positive working environment and it creates accountability, (Kashyap, 2019).
Having good communication with your fellow colleagues or other members of staff is beneficial to the individual employee as well as all others working under the organisation as it means individuals can become comfortable with each other, therefore feeling free to ask questions to do with any tasks provided or talk about anything necessary. An example could be anything happening outside of the workplace that may be hindering or may be affecting performance in the workplace. This way the organisation will be able to do all that is possible to help you, whether the issue is inside or outside of the working environment. Without good communication, this would not be possible. This will also enable me in my future workplace to be able to listen and interact more with colleagues and patients.
Lack of communication could result to many mishaps or problems that could have been avoided if good communication was made. From being a teaching assistant as well as a mother of 5, I have learnt to be a great communicator. The importance of good communication, whether it be oral or physical, is making sure the right information is received by the other parties, interpreted in the right way and the answer you want to receive is given.




[bookmark: _GoBack]Conclusion
In conclusion, all these skills contribute either academically or employability wise, some even both. However, each skill plays an important role and is essential in order to excel in my studies and at my workplace. Each skill can and will be improved on in order to obtain the best possible outcomes.
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