SIDDIKA CHOUDHURY


INTRODUCTION

The purpose of this report is to analyse my own academic and employability skills which I have acquired while studying. Possessing a skill means being able to do something and doing it well. It is important to have skills to ensure a job or responsibility is carried out efficiently. It is essential that a person should have a variety of skills and to be able to develop new ones. In this report I will discuss the importance of the skills that I currently possess and the ones which I need to improve on. 


TIME-MANAGEMENT

[bookmark: _GoBack]Time-management is ‘the ability to use one’s time effectively and productively, especially at work (Lexico, 2019). This is a fundamental skill to possess in academic and work life. It is crucial to understand and know how to divide time between tasks and how much time is allocated to certain tasks. ‘Good time-management enables you to work smarter not harder, so that you get more done in less time’ (Mindtools, 2019). Inefficient time-management can have damaging consequences, as it may lead to tasks being left incomplete or being rushed and the possibility of the job being completed inadequately.

Studying requires varying amounts of time and it is important to divide this proportionately, for example you may require 2 hours to complete reading but only 1 hour for writing. This is how time management is taught and practiced through education but later forms a part of your work ethos. It is of importance to set objectives which are achievable and measurable and acknowledge that working under pressure and stress can often be an obstruction. 

Time management is a skill I have struggled with most but is something I now excel at. Being a mum to 3 children who are under the age of 5 requires that I am efficient with my time as it will affect both their daily routines as well as mine. It is often easy to become distracted, so I have found that the key to achieve the best out of my day is to keep focused and avoid procrastination. I keep myself organised by preparing lists and ticking them off as this helps me to balance and divide the time between my family, household chores and my education. 

TEAMWORK

Teamwork is ‘the combined action of a group, especially when effective and efficient (Lexico, 2019). This is a skill I have acquired over the years through academic and employment experiences. It is important to have this skill to achieve specific tasks which perhaps would not be achieved as effectively if one were to do it alone.  Thus, being able to share problems and resolving them with more minds than one. During academic years a student will very likely be expected to work in groups or teams, and so this means they will cooperate with one another in order to achieve the best end result. This is also a transferable skill as you can work in teams in various environments/situations from business, workplace, sport and even at home with family. 

Maund, et al, (2017) discusses how individuals who connect with others and work in a team are able to maximise their strengths and increase their chances of resolving matters and meeting their goals quicker. Working in a team demands the individual to be able to compromise, be patient and have a good attitude as different people will have different ideas and understandings. The point is to take the best ideas, skills and experiences and combine them to get a greater outcome. The end result is a consequence of leadership and interaction between team members. Working in a team can motivate the individual to improve their own skills such as communication, problem solving and decision making. 

The skills self-assessment on page 202-203 in (Morgan, 2017) has given me a clear understanding of certain aspects of this skill which I need to improve. With question 18 ‘Deal with people who don’t cooperate with the group’s activities’, I find I am reluctant to address individuals and would often resort to taking on the workload on myself. As I am a non-confrontational individual, I prefer to handle a difficult situation on my own. I have come to realise that this is a skill I definitely need to improve on, as it results in the high density of my own workload.


COMMUNICATION

Communication is ‘The imparting or exchanging of information by speaking, writing, or using some other medium’ (Lexico, 2019). Morgan (2017) explains that understanding human communication is far from easy. There are many forms of communication such as verbal, non-verbal, written and visual to ensure a message is received correctly. This is an extremely important skill to have for all aspects of life and communicating effectively avoids misunderstandings. This is the main skill we use to build relationships with other individuals whether it be on a personal or professional level. 

Listening is also a crucial part of this skill. Having the ability to listen well means having the ability to understand well, thus avoiding misunderstandings. “Developing excellence as a listener can be difficult, but to achieve professional excellence, you must hone your ability to listen effectively,” (Maund, et al. 2017, p.89). I have learnt that although I can listen effectively there is definitely room for improvement. My daily routine is often very demanding, and I am regularly distracted and interrupted by several people speaking with me at once therefore, I am learning to multitask with my skill to listen. Accurately listening to what people are saying results in being able to clarify and summarise what they have been communicating.

Communication is a skill I feel I need to improve. Although I am able to communicate effectively in most situations, I believe I need to improve on the sophistication of my language and articulate my feelings in higher quality. I intend to enhance this attribute for use at business levels to support my self-confidence. 








LEADERSHIP

Leadership is ‘The action of leading a group of people or an organization’ (Lexico, 2019). There are several definitions of leadership but ultimately a leader requires followers or supporters otherwise they are not leading. Morgan (2017) explains how leaders are often seen as more successful than others and have more responsibility, but leadership is not for everyone. Some people may find leading people difficult, where others thrive on the excitement of being in charge. This is an imperative skill to have in personal and professional aspects of life, as a leader an individual must be able to influence people to achieve their own intended goals and this leads to effective leadership. 

This role requires an individual to be confident and ensure that their team has the right knowledge to carry out a task, a good leader will be able to identify the strengths and developmental needs of their team. Leadership is not about the amount of authority you have; it is vital to understand that having a dominant role doesn’t mean being a dictator. Good leadership requires exhibiting some humility and showing appreciation of the work of your supporters. 

I believe I had this skill as I managed a fashion retail store for seven years. My job role specifically required me to lead and motivate others with passion. I managed and developed a team of 30 employees, who I had to train by being a brand ambassador and leading by example. I found that the best way forward was to find the best attributes of each employee and working with them to sharpen their own skills. However, having completed the skills self-assessment in The Business student guide to study and employability page 220-221, I realise that I no longer attain some of the skills I once had. For example, Question 2 asks if I “feel anxious about whether others will accept me as their leader” and the answer to that is yes. I feel I need to rebuild my confidence in order to ascertain these skills again. 

PARAPHRASING

Paraphrasing is 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 a very important academic skill to avoid plagiarism. Student’s must utilise this skill well in order to achieve positive results. To be able to write a report or essay effectively one must learn how to analyse and covey their understanding of what they have learnt accordingly, or else they could end up replicating someone else’s work and be accused of plagiarism. Paraphrasing is important as an academic skill because it shows proof that a student is able to research relevant information, understand it, write it in their own words and give it credit as another person’s writing. Paraphrasing is also helpful for supporting an idea, giving it more depth. 

I have improved my paraphrasing skills through class exercises which my lecturer Anita Nan has provided.  In Anita’s class, I have learnt the importance of reading a piece of writing and showing my understanding of it by phrasing it in my own words. I have discovered and practiced how to use synonyms and change the structure of paragraphs. In addition to this I have also learnt how to use citations and references in a suitable manner. 

REFER TO APPENDIX 1: PARAPHRASING

SUMMARISING

Summarising is to ‘give a brief statement of the main points of something’ (Lexico, 2019). This is a vital skill to have in academic writing, to be able to read a text and extract the most important points from it and transcribe in your own words in a shorter version. Most academic reports or essays will require a summary therefore, it is essential to practice this skill. Summarizing is also very helpful for note taking and researching as it shows thorough understanding of a topic. 

An in-class exercise on summarising was given by Anita Nan and I had to summarise a text in 175 words. Here I demonstrated that I was able to write an abstract by taking the main points from the piece of writing. However, I wrote just over 175 words, so I believe I need to improve this skill further. In order to effectively summarise, you need to be able to distinguish between the crucial information and the irrelevant. It is often easy to fills gaps with unnecessary text, summarising teaches us how to extract the most relevant information.

REFER TOAPPENDIX 2: SUMMARISING 


CONCLUSION

To conclude, this report has analysed 6 academic and employability skills which I currently acquire and can also make improvements on. I have discussed some of the core skills needed in order to perform well in academic and employable contexts. Skills can be developed through self-reflection, studying and training. It is important for an individual to be able recognise their strengths and weakness so they can identify which aspects of their skills need enhancing. To ensure good performance is fulfilled, it is crucial that skills are continuously evaluated and developed. 

Time-keeping enforces discipline, aids people in organising their tasks and implements routine. This skill also encourages reliability which is invaluable as others may rely on their participation or involvement of a job. Teamwork and communication are necessary skills to have in order to achieve paramount success. Working in a team portrays that an individual has good listening and understanding skills, thus being able to negotiate ideas and realising that other people’s talents put together with ones own can achieve a greater result. Communication is main factor in teamwork as well as all other aspects of life. Leadership is also an important skill to have to give a task direction, without leadership there would be a lack of order. 2 key skills to have in academic writing are paraphrasing and summarising, to write high-quality reports and essays these skills are essential. Ultimately, these skills are needed to excel in responsibilities and tasks. 

This course has enabled me to broaden my horizons and extend my knowledge in academic and employability skills. I have refined the skills which I possess and have identified the skills which, I need to improve via writing this report, attending classes and working in groups. I have built new relationships in an academic environment and recognise the importance of effective communication and teamwork; this has given me the assertion that I can be an asset to an employer or even begin a venture in a business of my own. 
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Trinity Saint David Academic and Employability Skills (ACE) — term 1
LONDON BMSW4001
In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - acceptat&/’dnacéebiéﬂe >l/

Reason: (\mm\ﬁ\vd o W\Pamv% e oNence .

.
American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.
v

Paraphrase@nacceptable
Reason: Qo W on Q\M

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the ed\\?&onal goals that were their primary objective.

——
unacceptable

ek o7 Grammatahea serqc

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond

Culture, today's educational institutions "have no soul, no memon d no conscience".
el

Paraphrase 4<acceptable Punacceptable
Reason: _Povudvided C\O‘ﬂtd\/\j o expang Ho cigred st 1 Simple Lol s+

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience." ’
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In-class exercise 2: Summarising

Ex.2
This task is designed to see if you can summarise ideas from course materials in your own words.

Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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In-class exercise 2: Summarising

student Name: SIDD\CA  CtpuDHUZY student ID: 140420)

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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi's
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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In-class exercise 1: Paraphrasing

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

Student Name: g\Dm(ﬂ\ CHOUDBUN student ID: _|0420)

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had

anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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