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Introduction 
The purpose of this report is to analyse several academic and employability skills. The report therefore focuses on 4 key skills that are important for academic and employment, which the author of this essay has developed and mastered over the course of the academic process and employability. The skills which that needed will analyse are writing skills, teamworking and decision-making skills and paraphrasing skills, each of which are linked to academic and employability purpose.
[bookmark: _Hlk25595275][bookmark: _Hlk25587518]Academic skills are the skills needed at the University /College whereas Employability skills are the one needed at workplace. When going through the process of learning and studying at different levels across learning institutions and universities, academic skills is an essential requisite for a successful completion (Allison, Hilton, O'Sullivan, Owen and Rothwell, 2016; Morgan, 2017).
[bookmark: _Hlk25594115][bookmark: _Hlk25581212] Similarly, following completion of learning process and or university degree, individual would be required to demonstrate employability skills, which is what employers are looking for (Whittaker, 2012; Mound, Shriek and Tinkler, 2019) . Both academic skills and employability skills are developed and improved during learning process and working careers.
 


Writing skills in academic and employability
Just like communication skills, writing skills are also essential for both academic and employability purposes (Saputri, 2014). Writing  skills entails the ability of individual to adopt appropriate writing styles for the intended writing requirement. For academic purpose, the appropriate skills must follow academic writing conventions (Saputri, 2014; Mound et al., 2019). For instance, an academic writing must be planned and focused with respect to answering the intended question and must also demonstrate good understanding of the subject of discourse.
 Furthermore, academic writing must be presented and structured in logical order, but most importantly, it should also harmonise and bring together all the points of debate gathered from different sources and materials (Morgan, 2017). 
In addition, academic skills entail that all information gathered from different sources must be supported with evidence, which includes both in-text citations and reference list or bibliography. This is essential, because failure to attribute these resources may equate to plagiarism (Unik, 2017).
 Furthermore, academic styles must observe required formal tone such as third person writing except in reflective writing where a first-person language may be accepted. Also, this must be written in correct grammar using the right tenses, appropriate and consistent font styles and sizes (Mound et al., 2019). As a current university student, the author of this report is increasingly developing competence in writing skills (Saputri, 2014).
 Apart from the academic purpose, writing skill is also essential for employability, whereby an employee is required to be able to write down events that take place during everyday work-life in a structured and clear manner, which is why employers are looking for graduates – who are predisposed with writing skills. Workers should be able to document events including incidents and work-related activities that takes place daily in the workplace (Saputri,2014; Morgan, 2017). The work experience of the author is a testament to the importance of effective writing skills for employability.
I need to improve on writing skills because my grammar, punctuations and paragraph is a little bit poor.  

Teamworking skills in academic and employability 
Like writing skills, teamwork competence is another important skill that is required for both academic and employability purposes (Morgan, 2017).  
Teamwork is defined as a process of group-working via individual and collective working  effort, which is designed to enhance efficiency, effectiveness and increased productivity, and this is based on a conventional wisdom which views that two or more heads are better than one (Sancho-Thomas, Fuentes-Fernández and Fernández-Manjón, 2009; Mound et al., 2019).
  In a teamwork, different individuals with different skills and diverse characteristic can bring their ideas together in a harmonised way to enhance the quality of the group’s work.
 However, if not appropriately managed, the diverse nature of teamwork can only pose significant challenge to the working of the group, which is why effective teamwork competence is a crucial requirement in academic study – where students are required to work in group. Often is the case that a teamwork breaks down, because of poor management (Hughes and Jones, 2011; Morgan, 2017).
 People have different ethnicity and cultural background, but above all people are different in nature, hence, it is expected that they will approach or respond to a task in different ways. Some may be slow in response, while others may be fast. Some may be forthright coming, while others may be laidback, but these differences ought to be well managed – in order to avoid breakdown in the teamwork (Sancho-Thomas et al., 2009). It is against this backdrop that a team resolution framework has been designed by team-work writers, most of which focuses on several key recommendations.
 The first of these is the ability to excise patience and endurance with others in a team, because you may never understand what people are going through at a giving time in their life (Mound et al., 2019).  
The second is the ability to make compromise with others to ensure that such gesture is reciprocated among the team, while the third is the ability to engage in a health way with others within the team, which means engage but avoid conflict as much as possible. This is where communication and engagement play and important role. Working in group in the university is a way of making student get acquainted with the reality of working in team in real life workplace following completion of their sturdies (Hughes and Jones, 2011).   
Teamwork is a central component of work relationship whereby individuals are allocated working team, which is why employers are looking for candidates that can demonstrate effective teamwork skills (Morgan, 2017). The author’s experience as a student and a worker is a true testament to the importance of teach work competence for both academic and employability purposes.
I believe I work well both academically and in employment.

Decision-making skills in academic and employability
Decision making competence is an important skill in both academic and employability purposes. Decision making skill is the ability of individual to decide on what needs to be done in good and real time, because failure to make such decision can lead to a failure – consequent of indecision (Caple, 2012; Bamberger-Henry, 2005; Mound et al., 2019).
 In academic context, a student would be more likely to achieve success – where such student makes decisions that are ideal and consistent with the overall aim and objectives pursued at the school or university. It is the responsibility of the student to assume leadership in how he or she goes about their learning, hence, it is his or her decision to make (Caple, 2012).
  As a student, the author of this report has made some decisions at the university that relate to assignment engagement methods (Morgan, 2017). While some have turned out to be wise and helpful decisions, some have equally turned out to be poor decisions, which the author regretted, because it led her to achieve/score poor mark. 
Similarly, decision making competence in highly desirable for employability purpose. While different employers are looking for a range of skills in candidates, decision-making competence is arguably an important skill nearly all employers are looking for, which is due to the assumption that there are a lot of decisions to be made on a daily basis across all work places (Baumberger-Henry, 2005).
 Importantly, the decisions that are made by individuals in a workplace will determine how well an organisation minimises cost and increases profitability. To enhance the efficiency and effectiveness of decision-making skills, it important that individual analyse the issue of challenge or opportunity that such challenge may present, which must be followed by generating a range of potential solution to such issues (Mound et al., 2019). 
 Furthermore, effective decision making will require individual making such decision to consider cost and benefit associated with different options that are available in responding to the issues before implementing such. 
Finally, however, the individual must assess the effectiveness of the option chosen and made appropriate modification as required (Caple, 2012)
I believe decision making is one of my strengths because I always make decision on time before is too late.

Paraphrasing skills in academic and employability skills
Paraphrasing skills is the ability to restructure someone else’s idea changing it to your own meaning. 
In paraphrasing context, a student who want to achieve a goal must be able to study very hard and devote most of his or her time . As a university student most of my time is devoted  which is one of the most important aspect in academic skills.
Regardless of whether it is for academic or employability purpose, paraphrasing skills is very important. 
Therefore, it is my own responsibility as a mature student to make sure everything is done right.  In  a workplace, nearly all employers are looking for a range of skills in candidate, a person who is good academically.
When paraphrasing you need to pull yourself together by putting a lot of concentration, be able  to change the word in your on understanding, write down the story in my own way without the original source or be able to change the structure, note down the story you are reading or listening to either verbally or no verbally after getting your own idea from another source or from somewhere else and do not forget to check your work after. 
For academic purpose the appropriate skills must be follow, without these skills, failure will take place.
According to dictionary. Com , paraphrasing was defined as a restatement of a text or explaining the meaning of a sentence in another form.
It is good to have these skills because it’s a sign of good understanding meaning of paraphrasing.
I have both paraphrasing and summarising skills.
I have been giving in class exercises by my lecturer and the exercises was useful and now I feel more confidence when I’m paraphrasing and summarising.

Conclusion
This report has highlighted skills that are crucial for both academic and employability purposes. They include writing skills, teamworking skills, decision-making skills and paraphrasing skills. each of these skills have been effectively defined as well as explained in relationship with how they can be implicated in academic engagement and employment relations.
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LoNDoN
In-class exercise 2: Summarising (Oct 2019)

Ex.2
Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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In-class exercise 1: Paraphrasing (Oct 2019)
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what s already given.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It
to you at the next session. You will need to include a scanned copy of this exercise in the form of an

oppendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.
Chocolate has always been considered an affordable little luxury, associated with romance and

celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
consumers and governments alike. The USA

child slave labour deeply shocked chocolate companies,
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

vears to limit abusive practices.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned

to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1
Read the following text and make notes on the main ideas. You can do this on a separate piece

of paper which you do not have to hand in,

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little fike being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
, we find that reality doesn’t match our expectations

people make. But when it’s our turn to assume the role,
for example, believed that he would ace his first leadership role. Then, he held

or imaginations. Sudmann,
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
@ many in the working world, leaders have too much to do and not enough time to do it:

from improving. Lik
they don't clearly think through their priorities and strategies; and being in a position of power causes the

to assume that the people beneath them will take care of a lot of problems,
Sudmann found a potential solution to these “ in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

85; leaders need to know all of their biases, predilections
v day to think about the challenges you've recently

classic leadership problems”

First of all, you need to be aware of your shortcominy
and weaknesses. Another idea i to take 5- 10 minutes eve,
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann

“How did my leadership go yesterday? How

likes doing this over morning coffee. Questions to pose include:
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection You put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader I aspire to be handle this situation?”

The answer will come to you
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