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Introduction
This report aims to analyse several academic and employability skills. Skills by defining, analyzing the importance of skills in life; It is a good question, and the answer will quickly come within every skill analysed in this report.
Time management
[bookmark: _Hlk15716945]Time is one of the most valuable resources and also a finite one. Time management is the ability to use time efficiently. It is not something that we can manage or control. We think that we cannot add or take from it. Having proper time management, it is vital not only in day by day activities but also at the workplace, university, etc. Being good at managing the time-efficiently, it is crucially essential, and so on. A good time management skill involves many numbers of thing and our personal value asȘWorking for as long as possible, every day, Making sure that you have time for recreation as well as study, Being able to do everything  that must be done,  Working in a way that gives you a high amount of adrenaline but finishing in the last minute, Being able to show to the others how far in advance you have completed your work or  merge of the above
There are plenty of ways to manage time efficiently; diaries, trackers, lists, tidy workplace, organised paperwork, filling systems so on. There are also other ways to manage time correctly and efficiently like Stephen R. Covey Matrix About Time Management (urgent/important) [image: ]
Dr Stephen R. Covey(1920) suggested that the action we take are either important (significant impact on our plan contributing to our vision, missions, values, objectives, strategies, and high priority goals or there not important. On the other side of the matrix, the actions taken are urgent were there is an implication of time pressure there are not urgent is no implication of time pressure. The activity can be important and urgent, not important but urgent, urgent but not important, and a complete waste.
The rule of 80-20 is another way to manage time efficiently. The state says that by picking ten things that have to complete for that day just by completing only two of essential elements, it results by having 80% of the tasks completed for that day.
It is vital to have proper time management because it can help to complete the day by day tasks, also into the workplace can be crucial if study at University excellent time management it is essential so on.
I am not considering my self having this skill because I do not use any of the above to manage my time I m leading my time and tacking the decision of what to do next in the last second I also like to spend much time doing things that are not important at all.
Critical Thinking
Critical thinking is the development and use of information beyond memory and repetition (Morgan, 2017). Defining critical thinking can be very had even for lecturers, but a simple definition can be that critical thinking is a form of thinking that is critical where essential it means something harmful and painful to receive, rather then something helpful, many people did not spot that “critical thinking” can be both (Morgan 2017). A rationale for considering typical “critical thinking” skills. School assessments commonly explore areas such as cognitive ability, academic achievement, personality, and behaviour. Tests of cognitive ability and academic achievement are designed to elicit the best performance (Furnham & Chamorro-Premuzic, 2004).
For this reason, these tests are called maximal performance testes. A good critical thinking skill can be crucial and essential, but on the other way, this skill is not that easy to develop in the right direction. By having this skill developed in the wrong manner can turn day by day life upside down by tacking wrong decisions in critical moments. I consider myself having excellent critical thinking skill is not easy to explain why I think having this skill but in essence, every time I have taken a decision made a choice, so on in critical moments, I did it right, so I do not need to improve this skill.
Decision making is the skill that helps in making the right choice from the available options. When trying to make a decision, a person must weight the positives and negatives of each option, and consider all the alternatives. However, some of the decisions taken can carry substantial consequences (Maud, Schrieck, Tinkler, 2017). Many of the decision does not require much time or energy to think, like small decisions and routine ones, and this probably because this type of decisions do not have a high impact on consequences. Important decisions can shape lives, and decision quality is improved if critical and creative analysis of the problem is taken, by considering new and different options, weighing the evidence objectively looking at the problem from a different angle (Maud, Schrieck, Tinkler, 2017). Most of the persons have difficulties in making decisions for example;76% of people have problems in taking political decisions, 73% in buying life insurance, 72% in choosing the best school for children, 71% in purchasing a new car, so on (Maud, Schrieck, Tinkler, 2017). For a rational and right decision, time, and energy are two essential factors in the process of decision making, and sometimes the process is limited by time, information, energy or just by not being sure. This skill is essential, but also it is tough to develop it as there are factors that can make the difference between the right and wrong decision. I consider both options of having and not having this skill because not every time I make the right decision but nether the wrong one, I need to develop this skill but not from the base.
Problem-solving is the ability to solve a problem by working through details of a problem to reach a solution. Problem-solving may involve mathematical and systematical operations and critical thinking. In the problem-solving process differ from a problem to another from a simple problem that is solvable by finding the problem to apply the right method. There is a complex problem that involves a much more complicated process; using a solution that solves a similar problem, breaking down a massive problem in smaller and solvable problems, testing several solutions before applying the right one (Maud, Schrieck, Tinkler, 2017). Problem-solving is a necessary skill, but as in reality, not everyone can have this skill, and too many persons need to develop this ability to solve problems. I do not need to improve this skill. I can solve my issues in a way or another, even if it is not perfect.
Communication
Communication is the ability to communicate efficiently using different ways of communications. There are different types of communication: Verbal communication, Non-Verbal communication, Written communication, Formal & Informal, Visual communication so on. Communication is essential in our day by day life, at work, university, so on.
Verbal communication can beset on words and fillers (e.g., um, like). Verbal messages are created through language. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).Effective communication involves accurate messages; otherwise, the meaning of the words communicated will not be understood. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).Verbal communication is an important aspect, and it looked like a critical strength in an individual. As a manager or executive, high-level of verbal communication is essential and desirable. With good communication skill, the workplace can be more environmentally pleasant and less stressful, its also necessary in university.
Non-Verbal communication is all other ways to communicate outside of written and spoken language. Body language, dress code, handshaking method hair, or beard look, all this can be a form of nonverbal communication. Face expression of an individual can be a robust nonverbal language. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).With body language in the workplace, individuals are much easier to be understood.
Written communication can take many many forms as letters, emails, newspapers, reports so on. This type of communication can be compelling and accurate in the correct use. Writing business letters or emails, reading the press in the morning applying for a job by writing a cv or a covering letter, sending a request for the court or other public services so on. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).The written communication is very critical when it comes to the university, workplaces like office jobs leadership and management.
Formal & Informal communication, there are two types when considering the formality of communication. One is formal communication such as emails, memos, letters, reports, and other such kinds of written communication. Informal communication is one where is nothing official about the discussion that is happening, such as Whatsapp, SMS social media, the day by day use ways of communication. (Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 2017).
I consider myself having good communication skill, but I also need to improve my written ability. I need to become more academically in my writing. The verbal communication I consider it right but not perfect.

Paraphrasing
Paraphrasing is a restatement of a passage or a statement using different words than the original. (Trupe, 2005). In other words, means expressing someone else's ideas in your own words and structures. Paraphrasing skill may require to serve various purposes. However, it is more accurate to see paraphrasing as an integral part of summarising, a skill that makes submersing possible. (Kenedy et al., 2003: 52-53). Other reasons to employ paraphrasing skill are: giving expert evidence for an idea you are making in your argumentative article. Alternatively, presenting an opposing point of view that you wish to disprove, or citing a quotation indirectly. Paraphrasing not only prevents unnecessary recurrence and plagiarism when writing a dissertation but also assists in creating sentence consistency. (Kenedy et al., 2003: 52-53). There are four common errors that most learners make when paraphrasing. Firstly, they tend to abridge the source, not being able to substitute some of the words or ideas. Secondly, for the same aim, they are managing to plagiarise; thirdly, they misrepresent the meaning, which shows that they either have misjudged the original idea or have chosen the unsuitable synonyms; and finally, they amalgamate their own opinion with the unique design somewhat than paraphrase it. (Trupe, 2005). One principle of paraphrasing is to use synonyms. Synonyms are different words that transmit similar connotations (e.g., talk, chat and speak). To estimate dictionary editor L. Urdang (Urdang, 1982: 7), “It is not always simple to make fine distinctions among meanings of words, for the meaning of a word is the total of all of the instances of the word’s use in the language”. One of the most recurrent mistakes that students make when writing research documents is leaving out the source of the statements and influences that they cite in their work. For this skill I am not sure if I have it, I know that it sounds strange, but sometimes I don’t have the necessary time to paraphrase, or I am too tired, and in this process, it will appear the laziness also.
Summarising Is the skill to express the essential fact or ideas about something or someone in a short or clear form.  A summary is significantly more concise than the original text and tends to give an overview of a topic area. This skill can be very crucial when you have a presentation or an in-class report, also at work, it can help you if you need to note some ideas in a short time. I do have this skill, most of the time when I am reading something I do summarise, it is much easier, faster and practical for me.
Conclusion
In this raport, I have analysed several academic and employability skill that has a significant impact on daily basis duties, workplace, university, so on. There is much more skill that is not listed and analysed in this report that can improve the quality of work, life and education.
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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 bladgan the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Puhlishing, 1977;. 219

acceptable /%ZW
. ?/@A )(

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 asoul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

acceptablg

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 edu::ﬂggals that were their primary objective.

Paraphrase 1

Reason:

Paraphrase 2

Ity M Hoon =1

Reason:

Paraphrase 3 - acceptable [unacceptable

Reason: /\MJ W 5}51,4(%0{ 3(

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 memory, and no conscience".

ccéptable unacceptable

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."

Paraphrase 4 -
Reason:
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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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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 ali stores are very simiiar
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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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).
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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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