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[bookmark: _Toc17896836]Introduction

This report will highlight the importance of academic and employability skills and analyse my own abilities. The report will be structured in two chapters, in the first one are presented the skills that I already possess, as problem solving, summarizing and paraphrasing, by explaining the importance of each in the workplace or an academic environment. In the second Chapter are presented the skills that I must improve as self-management, and effective communication, or I do not possess, but are necessary at any workplace nowadays. The report also contains some efficient methods that can be used in order to develop those skills. 

[bookmark: _Toc17896837]Skills I have

[bookmark: _Toc17896838]Problem solving

According to the Oxford Dictionary (2019), “problem solving is the process of finding solutions to difficult or complex issues”.
Problem solving is a skill that starts developing in every individual from a fragile age and keep improving the for entire life. Most of the daily activities involve the usage of problem solving. For example, to decide the best route to work or what to wear, which activities to perform at work in which order, what to have for dinner, and so on. Of course, not all the issues require the same level of solution complexity. Some of them require a very complex thinking process, but most of them only a few mental steps. There are problems that never occurred to us before and problems that must be solved on a daily basis and we are used to. This skill is so complex that is involving many other skills such as decision making, creativity, innovation, analysis, research etc.  (Frensch and Funke, 1995)
Taking into consideration the multidimensionality of the problems it is not a surprise that researchers debates over a universal definition of problem solving. 
As presented above, this is a very important ability because it is involved in any aspect of people’s lives. With this been said, problem solving is a highly required skill in every industry and can make the difference between a successful and unsuccessful business. 
I believe I have this ability, and I developed it very well during my skydiving training. This experience made me a very solution-oriented person, giving the fact in a skydiving jump many issues can occurred and only few second are given in order to solve the issues, it forced me to think in a fast and efficient way, focusing on rational solution. This mental training helped me to develop this skill and make effective decisions.  

[bookmark: _Toc17896839]Interpersonal Skills

Interpersonal skills can be defined as goal-directed attitudes used in face-to-face conversations, that can persuade others to behave in a way that boost the possibility of achieving the aimed result.  (Hayes, J. 2002)
Interpersonal skills or people skills are very important for fields of work such as customer service, sales and marketing. Moreover, these skills are essential for people in managing positions, but also for the employees in order to maintain a productive level of interactions and communications within the company.  Some of these skills includes conflict resolution, constructive criticism, empathy, patience, and diplomacy. 
I believe that I have this set of skills because I can easily gain trust among the people with which I interact, I easily lead the conversations in my favour, and I am able to avoid conflictful situations and even resolve most of them. I developed these skills from a young age by being influenced by my grandmother who naturally behave in a certain way in order to obtain desired outcomes. In addition, I used to work in the sales industry for many years and I attend many courses designed to develop these specific abilities. 

[bookmark: _Toc17896840]Summarizing

Summarizing is the process of extracting the key ideas of a piece of writing. A good summary should present the information in an objective way, by explaining the key ideas and referencing the author. 
A summary needs to be clear to someone who has not read, seen or heard the original material. A summary must include all the essential information needed in understanding of the original ideas. It does not have to include detail such as dates or figures, unless are very important in perceiving of the main ideas. Nevertheless, summarizing must be brief but also comprehensive. 
The structure of the summarized paragraph should include three types of sentences. First of all is the topic sentence, in this sentence the author of the original material must be included. The supporting sentences must reflect the key ideas of the written text, it is important that the presented information same order of the to follow as in the original text. Thirdly, the concluding sentences, which reviewee the main points mentioned in the paragraph.
This skill is indispensable for any student because it must be used in all types of academic activities such as in class exercises, assignments, presentations, or exams. 
I have gained this skill by attending Academic and Employability skills module and I further develop practising it for my assignments. 

[bookmark: _Toc17896841]Paraphrasing

Paraphrasing is the action of reproducing someone’s ideas in a different way, using different words, but keeping the meaning of the original text, from an objective perspective. 
There are some steps that can be follow for in order to develop a good level of paraphrasing. First of all, is important to understand the main ideas of the text, therefore, the text must be carefully read. The ability to paraphrase comes from a proper understanding of the text. In the second step is recommended to allow time for the information to be processed. Taking a short walk helps memorising new information. For the next step the ideas must be reproduced using own words. For a good paraphrasing is recommended to use synonyms in order to change the original words, without changing the meaning. Moreover, the structure and the sequences of the sentences must be changed. The last step is referencing the author of the text.  
Paraphrasing is a very important academic skill because is allowing the student to understand and learn new concepts. In addition, is important to use paraphrasing in order to avoid plagiarism, by presenting someone else ideas using different word, but referencing the author.
I have gained this skill by participating at in-class exercises and practicing it on every assignment. However, I believe that I still need to improve this ability in order to achieve a more suitable paraphrasing style for an academic level.  

[bookmark: _Toc17896842]Skills I need to improve

[bookmark: _Toc17896843]Effective Communication

“Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. The process requires at least one sender, one receiver, and a message that is transmitted within a communication medium. Is begins with an idea or concept in the mind of the sender. He or she encodes the idea into meaningful symbols in the form of words, pictures, or gestures. The sender then selects a medium to transmit those symbols so the receiver can access them through one or more senses. The medium can be a face-to-face conversation, a piece of artwork hanging in an art gallery, a text message, or any growing number of electronic transmissions media. When the receiver receives the message, he or she must decode the symbols on order to interpret the message and understand the intent on the sender.” (Maund, Schriek and Tinkler, P. 2017 p. 47)
Communication is a fundamental condition in achieving productivity. Is also very important for gaining trust, build and maintain strong working relationships. 
I must improve my communication skills because not all the time the conversation partner decodes my message the way I want it to be transmitted. This wrong interpretation can lead to very unpleasant situations at my workplace and sometimes it affects the productivity and the company can lose money. I believe that the main drivers to my lack of effective communication at the workplace are the language barrier and my lack of coordination between verbal and nonverbal communication.  
All these issues can be solved by applying the KEYS method. By evaluating and reflecting upon the communication interaction with others and inventory the types of nonverbal cues that are displayed.  (Maund, Schriek and Tinkler, 2017)

[bookmark: _Toc17896844]Time management

Time management is the ability to achieve the desired outcomes by maximising the effort effeteness though efficient planning and coordinating of the tasks. (Cottrell, 2013) 
 Time in one of the most important resources and is finite, there are 24 hours a day, none if them can be recover. As a student, the most essential concept for performance is knowing how to efficiently plan and follow a studying schedular. Postponing assignments and studying time can lead to low or mediocre results. In addition, postponing can lead to high levels of stress and anxiety. As an employee, self-employed or business owner, time management is directly reflected in productivity and performance. Apart from this, missing deadlines, being late for important activities or even workplace, not accomplishing tasks it is negatively affecting reputation and further interactions. 
I have to improve my time management because I procrastinate with almost any given task.  My tendency to postpone is negatively affecting my career and it slowed down the development of new skills, especially technical skills. Apart from this, I also have a very wrong interpretation of time, always thinking that is enough time to finish a specific task, that most of the time lead to failure in accomplishing the given task.  
Some efficient ways of improving time management have been developed, such as setting up deadlines and schedule activities, avoiding multitasking, prioritise activities and most important overcome procrastination. Tools can also be used in order to improve time management like the Time Management Matrix (Covey, 1989) and the To Do List. (Morgan, 2017).

[bookmark: _Toc17896845]Conclusion

In this report are presented six academic and employability skills essential for any workplace and academic environment. The importance of each presented skill is highlighted by brief examples of their usage. Paraphrasing and summarising are crucial skills for any student, because are showcasing the gain knowledge level. Time management, effective communication, interpersonal skills and problem solving are skills that are important in every aspect of life, not just workplace or academic environment. Therefore, is very important to continuously improve the presented skills. 
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x.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes.
correct answer and briefly explain why.

Original Source: Nobody caled him Abe--at east not to i face-because he Ioathed the ickname. tdi not
befita respected professional who'd struggled hard to overcome the imitations of his rontie background.
Frankly Lincoln enjoyed hisstatus a5 a awyer and politcan, and h liked money, t00, and used it to measure
his worth. By the 1850', thanks to a combination of talent and sheer hard work, Lincoln was a man of
sbstanil wealth H R an anual ncome of around 5,000t equialntof many times that oday
and large financal and real estate investments.

From: Oates, Stephen B. Our Fery Tria: Abraham Lincoln, John Brown, and the Civl War Era, Amherst, MA:
University of Massachusetts Press, 1979, .65
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Reason:

eeptably/ unacceptable
q sppsonive _pupl chouged 24 s

Paraphrase
Reason:

By the middle of the century, Lincoln enjoyed fe 2 a wellrespected lawyer and poliician, having acquired
a positon of status and weslth tha was wel removed from is early “frontier background". He now was
bringing n $5,000 a year (his translates to $87,500 in 1997 dolars [Derks, 21), and had substantial “fnancial
and real estate investments". As » consequence, he distike being caled Abe because of s assocition with

his rural heritage. (Oates, p.65) \'j
Paraphrases mmb.,/@m;uu;)
Reason:_, imstordt iy o maisiiteg

When we think of Abraham Lincoln, the image of a wealthy awyer is not the first that comes to mind. Aman,
who worked hard, struggled and came from a less than ideal background is ofte the picture we invoke.
However, tis an ncomplete porrait. Mr. incoln was successful both professionally and inancialy even by
today's standards,(Oates, p.65)
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In-class exercise 1: Paraphrasing - RESIT

Student Name: ANDREED T 1 LiF studentio: (& 17993

Time allocated:  hou. leas rturn yourpaper to th ectrer upon competion. it wil be returned
0 you ot the nxt session. You willneed o include o scanned copy o tis exercis n the form of an
appendix together with you Tosk 1 partofthe Asignment for this modil)

1
Write a paraphrase of the following passage

Facebookis one the most influentialsocial networks In the world, boasting approximately 2.2 billon
‘monthly users. 5o 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 4
February 2004, made available exclusively to Harvard students. However, six days after
“TheFacebook” was made live by Zuckerberg and co-founders, they faced accusations by Cameron
and Tyler Winklevoss and Divya Narendra that the idea for the site had been stolen from them.
According to the Winklevoss twins and Narendra, they had approached Zuckerberg asking for his
assistance in creating a social network for Harvard students called "HarvardConnection”. Following,
2 lawsuit filed against Zuckerberg, eventually al thee received a settlement in 2008 that included
1.2 million shares in the company each.

it AL hillipw o





