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INTRODUCTION

The purpose of this report will be to analyse several academic and employability skills. The skills which I will be analysing are the following; Time-management, Communication, Paraphrasing, Summarising and Teamwork. It is important to have these skills to perform well academically and in employment. Most skills learnt in academia are transferable, therefore it is important to practice and enhance such skills at this stage. I have acquired many skills whilst studying this course and have also discovered areas I can make improvements on. My goal is to educate myself to the best of my ability and take these new and improved skills to progress and find the ideal job for me. 

Tokc-Wilde (n.d) explains that ‘If you look at yourself and your career using the SWOT method, you can make the most of your talents and opportunities and gain advantage over your peers.’ Having used the SWOT analysis to analyse and evaluate my strengths and weaknesses I have learned that there are many skills that I have as well as many which I can improve. 

STRENGTHS 
1. Teamwork
2. Communication

WEAKNESSES
1. Paraphrasing
2. Summarising
3. Time-management 
4. Communication

I have listed communication as a strength and weakness because I felt that it is a strong skill that I have and one which I am constantly trying to improve and advance myself.  I will be using the SWOT analysis tool to support me throughout my education and career goals.

Time-management  

“Time- management is the process of organising and planning how to divide your time between specific activities” (MindTools, 2020). It is important to spend less time procrastinating and wasting valuable time in order to be productive. Managing time efficiently is vital in education and just as important in a workplace. 

To be truly productive in education a student must learn to prioritise, organize and meet deadlines. For example, if a student has four assignments due in around the same time, they must be able to divide their time between the assignments in order to achieve positive results in all of them. Similarly, in a place of work an employee must be able to use their time effectively to meet deadlines.

This is a skill I feel I need to make improvements on. I have learnt a vast amount about this skill having been in quarantine due to COVID-19 for the past few weeks. The year 2020 has come with many challenges and time-management has been one that I have had to give plenty of thought to. By profession I run a cab insurance company and I also work for Uber part-time. At home I have a family with 3 young children. Given my busy lifestyle it has been essential for me understand and practice how to priorities my daily jobs. Juggling two jobs, a family and my studies is incredibly demanding, and I have had to make some difficult decisions at times. 

My Lecturer Anita has taught me some beneficial theories in how to manage time better and in actual fact, putting theory to practice has proved to be incredibly useful. I figured that I needed to re-evaluate my schedule and my first plan of action was using the Eisenhower Method. The Eisenhower method/box requires you to complete the most critical tasks first and delegate tasks which can be delegated, (Nguyen, 2012).

In the future, I will try some other methods such as 80-20 rule also taught to me by Anita to see how I can manage my time better. 

Communication

According to Lexico, (2019) the definition of communication is ‘The imparting or exchanging of information by speaking, writing, or using some other medium.’ There are several types of communication, such verbal, non-verbal, written and visual to see that a message has been understood correctly. This is an extremely important skill to have in education, work and life itself, as without communication life would prove to be very difficult. Effective communication leads to fewer misunderstandings and this is the skill people use to form and maintain relationships on all levels.

Having good communication skills also involves good listening. Without good listening skills, communication is one sided and not as effective as it could be. Maund, Shriek and Tinkler, (2017) explain that ‘active listening is the key to accurately understanding what another person is saying.’ 

I believe I have acquired this skill through various experiences, mainly work. I have practiced how to adapt my communication to whom I am communicating with. In a professional capacity I can communicate efficiently and listen attentively. Although this is one of my stronger skills, there is always room for improvement, and after some self-evaluation, I have found that I should spend some time ensuring that people have understood the message I am sending. We have a diverse community at University and some cultural differences can become a barrier in the way we understand each other. Going forward I will take time to speak slowly and ensure that my language is clear and concise. 

Paraphrasing

Paraphrasing means to ‘express the meaning of (something written or spoken) using different words, especially to achieve greater clarity. A rewording of something written or spoken’ (Lexico, 2019). This is an essential skill to have in order to steer clear of committing plagiarism. 

Paraphrasing is mainly an academic skill that students should practice often to achieve good results. This is a great way to portray you have understood a written piece of work or idea. Restructuring an idea which belongs to someone else is still originally their idea, therefore credit should be given to the author appropriately. The text is written differently but the original meaning should remain the same. 	

This is a skill I feel that I need to improve on as I have had limited practice on it. Progressing with the course on a virtual platform has given me the opportunity to exercise note taking and paraphrasing. I have used the textbooks given to us and also accessed sources online to practice paraphrasing and thus this has allowed me to comprehend the work better. 

Going forward I will research more about how to develop this skill by reading or watching YouTube videos. I will exercise paraphrasing by reading a paragraph, then take a few minutes break from it and attempt to write what I have understood in my own words.


Summarising

Summarising is ‘to give a brief statement of the main points of something (Lexico, 2020). This is a very important skill as, like paraphrasing it also ensures that you have understood something. Summarising allows you to take the most important part from detailed information and shorten it, in bullet points, abbreviations, highlights. The summarised text should be shorter than the original.

This skill is used vastly in an academic environment as it is essential for students to take notes and reflect back on them. Summarising allows students to save valuable time as they make notes focusing on the min points.

Due to the Covid- 19 pandemic, lectures have been taking place on Microsoft Teams and work has been given to us online. It has proved difficult for me to understand some tasks in this manner as I prefer to learn in a classroom-based environment. Despite the difficulty, summarising is something we have all been made to do as we listen to lectures online it has been imperative, we absorb as much information as we can.

Teamwork

The definition of teamwork is ‘The combined action of a group, especially when effective and efficient’ (Lexico, 2020).

This course has required us to get into groups to complete certain tasks. I have found I have been a good team player however; I could improve on this. Working in groups involves working coherently with each other and ensuring that group members have understood the task and are able to identify what is expected. This can sometimes become a stressful situation when a group member does not participate equally. During this course I have organised group meetings on an online platform, so members have the opportunity to discuss ideas and share how much we have all progressed and developed and ensure that our group work is coherent.

Teamwork is important as an academic skill because there are many tasks which need to be completed in groups or teams, so to achieve the best results it is beneficial to be a good player. This is a transferable skill which could be crucial in certain job roles. It is important to be able to listen and appreciate other people’s ideas, sometimes learning to let go of your own idea. 

Candidates with strong teamwork skills are sought out by employers for many reasons, they demonstrate leadership, collaboration, and good communication, among other things. (Doyle, 2019).

This is a skill I believe I have as I proved to be a good team player in previous job roles. Being a Team Leader for Waitrose required me to work within a team as well as lead it. My job role was to ensure that each section was managed effectively, and information was communicated concisely. Although I delegated tasks and set deadlines, I knew it was important to make sure my team were comfortable to ask questions and confident to carry out tasks given. To do this I never took a back seat, it was of utmost importance to me that my team were treated equally, fairly and felt that I was also a participating. ‘Research indicates that teams perform well when there is cohesion’ (Morgan, 2017).


CONCLUSION 

In conclusion, at the beginning of this course I felt insecure about how well I could perform academically. As a mature student having been out of education for over 15 years it was a daunting experience. I was unaware of skills such as paraphrasing and summarizing. I did not know that so much emphasis and theory could be behind excelling at time-management. 
Having analysed the above five skills I have discovered that I have strengths. The SWOT analysis tool has further helped me to understand how I have come to attain these skills and where I can apply them best. Appreciating my strengths has motivated me further develop my skills. By being able to identify my weaknesses I am now able to bridge the gap and make significant changes. 

Having analyse and discussed the various skills I possess; I have noticed an improvement in my abilities. Attending University has given me to opportunity to engage in activities, working in a team and communicating effectively to ultimately achieve a positive outcome. I have learnt to manage my time better through time management tools and be more productive. University has pushed me to broaden my knowledge, I have ascertained how to research and find credible sources to aid my learning. Writing this report has allowed me to discover myself and I will be making a conscious effort to make improvements on my limitations. 

Furthermore, I will be using a Personal Development Plan (PDP) for my own personal, academic and career development. I will be reflecting upon my learning and regularly evaluate my progress. This will help me identify the areas I need to focus and improve on. My short-term goals are to continue managing my time well and develop my communication skills. My long-term goals are to develop my abilities to a high professional standard that employers sought after. 
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