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Task 1
Introduction 
Academic Skills
Time management 
Summarising
Summarising is briefly highlighting mains points in a scenario either in a form of writing, movement or events, it requires less details it is typically short and straight to point. Therefore, it gives the reader the facility to get a clear information in a simpler form with it been short it saves time and a better understanding of content of a text or a scenario without the necessity a long read of the text. By summarising the rewriter have the power of being straight to the main or relevant information, it can be found in different form of writing such as mind maps, bullet points, rewriter and writing form. 
 
Paraphrasing
Paraphrasing is to copy anything that already existed either by writing or orally using a different term or expression, we can find paraphrasing in a longer or shorter form than the original. Paraphrasing is an important skill to have at university, as a student is vital to have an understanding of what is paraphrasing and how it can be done since it can define your academicals scores or grades. Prior to being at a university did not know how it can affect grades if paraphrased wrongly or how it can take a drastic term as student if don’t know how to paraphrase where a student can student can be accused of plagiarism where student may have face an academic penalty. 
Employability Skills
Communication 
Communication is taking part or changing of information that can be done in numerous of ways, one of those are writing, speaking etc…
It is crucial that a good communication skill is maintained at a workplace and university, therefore this skill is seeing as integral or as the main element to success in both environments such as at a workplace and university. However, being able to converse and maintain good communication to solve conflicts or problems such as misunderstanding among others.
Personally I have years of experience in retail jobs where I have gained and practiced my communication skills and going back to studies only helped more since I have to deal on a daily basis with different people with all sorts of back ground believes and age, where I need to carefully interact without being disrespectful or misunderstood for any reason. I used a different method when it comes to communication in my workplace due to my position as a floor manager where I need to friendly but yet firm since I have to deal with complex situation whether is to do with my staffs or customers depending on a situation which obviously implicate following the company policy always. 
Decision Making  
Leadership 	
Conclusion 
Reference 
https://dictionary.cambridge.org/dictionary/english/paraphrase
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