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   ACADEMIC AND EMPLOYABILITY SKILLS 
 

 

INTRODUCTION 
These reports aim is to analyze the employability and academic skills.  As well we know 

employability skills are the keys to make the team working more efficient and reach the best results 

in our business. The skills which will be analysis are: communication, problem-solving, time-

management, team-working, leadership, paraphrasing and summarizing. 

 

COMMUNICATION 
Communication is the exchange of information and ideas between 2 or more people. The 

interface has a vital role in our lives from all times. If the eyes it is a mirror of our soul - 

communication its mirror of personality, IQ-level, soul. Everyone has an opinion, but also we have 

to know how to express yourself correctly and professionally to deliver our messages or ideas to 

people. 

Communication is a skill which is used a lot at university. Students have to communicate with 

each other very often during the lectures and also with their lecturers. A lack of this skill will lead to 

misunderstandings. I can as a result of this confirm this assumption because many times happen to 

me. I said something, and I saw unclear reactions of people next to me. First of all English is not my 

native language, I do have different cultural backgrounds and education. After many times trying to 

make myself clear I was a failure. I stopped to say my opinion at my workplace, becoming very shy 

and unhappy. 

After many weeks I started to analyze myself from the side. Surprisingly, but that people were 

right, my vocabulary was impoverished, spelling so unclear and my tone, the position was so 

unconfident. Here I understood that I have not to use the main ingredients of communication. One 

step which helped me was to recorder myself, and I started to work harder on my communications 

issues. After some weeks whenever I said an opinion, my friends, colleagues were surprised by my 

communication skills. I become more confident and never give up on myself. 

I still need to improve my communication skills, because I want to handle a correct and professional 

way of expression and become one of the best in my business. To improve this skill, I will try to 

communicate more with my work colleagues and fellow students at university. 
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PROBLEM SOLVING 
 The rule of working completed details of a problem to reach a solution. Problem-solving may 

include mathematical or systematic operations and can be a gauge of an individual's critical thinking 

skills (Web Finance, 2019). It's essential to have problem-solving skill because in this way to can 

solve problems or issues and reach the best results. Problem-solving skills are required in every 

profession at every level. 

This ability to solve the problem effectively it's a skill which all of us would like to handle. 

From my experience, I can confirm that it is vital to have it in the workplace. Being a waitress at five 

stars hotel every day, I am dealing with different customers, which first of all are personalities. As a 

result, their food and service expectation is very hight compare with another place. At one particular 

event, I had one customer who did order all seafood which we have in our restaurant and also to bring 

the boxes, as proof that this product is coming from that specific country. Also, my customer insists 

on bringing the freshest Russian Caviar. Otherwise, she will complain to my manager about me and 

bad reviews on Trip Advisor. As we well know, reputation is very, very important in the Hospitality 

business. As soon I gave the order to the chefs I got everything, apart from the Caviar, because we 

were running out all in that evening. Meantime my customer made a live-stream on social media 

about our place and service. Here I understood that I have to improvise. As I speak the Russian 

language, I printed the Russian flag and wrote in a more excellent way, Russian Caviar, From Russia 

with big Love, and I fixed this label of another caviar jar. The minute I came in the room her face 

becomes happy as a child even she started to applauded and saying that from now on our place is in 

her top-list and of course she did the best review on social media, which is our desired marketing 

from customers. 

After this shift, I understood how important it is to know how to react in a stressful and 

challenging problem, and the solution is simple by using analysis and creativity who saved me and 

restaurants reputation. Problem-solving is one of my strengths, and I am so happy that this ability 

makes my life more comfortable, and I am a skilfull team member. 

 

TIME MANAGEMENT 

Time management is the process of organizing and planning how to divide your time between 

specific activities. Proper management enables you to work smarter, not harder so that you get more 

done in more limited time, even when time is short, and tensions are high. Neglecting to manage your 

time damages your effectiveness and creates anxiety. Time is money. As a result of the correct divided 
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time the higher productivity and the best results, we are getting at the workplace, university life or 

family life. [ Mind tools, 2019] 

Time management it is a very first step to develop and use techniques and tools for higher 

efficiency. Effectiveness and productivity qualified planning and the right organization of time with 

the proper operations of the intention, and positive disposition are helping of wasting time gives us 

capable and professional management of time.  

Efficiency is the most valuable treasure to achieve the best results and success. Ability is 

producing more with less effort. Instead of dreaming for a better life or watching TV, Youtube and 

being jealous of successful people, it is just some steps which are helping to become professional 

and happy as a team member, human being. 

Leaving our comfort zone and start is a challenge. Spending four hours on doing the critical task is 

awarded with less stress for the next day and getting more confident that we can reach our goals, 

purposes. Especially nowadays, in a faster life. The right time management is a vital role. As soon 

as we find out which activities are eating our time and energy, the victoria is in our hands. As well 

as making a list of relevant and urgent events its means drive our professional, academic life for the 

new successful steps. 

The 80/20 rule or Pareto's Principle, says that 20 per cent of something always are 

responsible for 80 per cent of the results. For example, twenty per cent of the products will have 

eighty per cent of the flaws. This rule explains how we can use it more effectively to manage our 

time and many different aspects of our life. Another opinion which is Pickles Jar Theory which 

deals with the element of creating proper balance it helps us to analyze priorities, as well as the 

amount and size of the tasks that can be achieved realistically on the deadline (Brogan, 2010). 

As results, twenty per cent of our time with full engagement on doing the critical task is 

relating the rest eighty per cent. Surprisingly, but the right spending time focusing on what has to 

do- awarded with the job done on time, reduce the stress and get the best feedback. 

 

TEAMWORKING 

Teamworking is a decisive part of a business, as it is many times essential for co-workers to 

operate well together, trying their best in any circumstance. Teamwork implies that people will try to 

cooperate using their skills and to provide constructive feedback, despite any personal conflict 

between individuals. (Business dictionary, 2019). 

The capacity to work as a part of the team is one of the essential skills in today's job market. 

All the companies are looking for employees who can bring their new, innovative projects, but also 

want people who can cooperate with others on new goals. All of us are having weaknesses and 
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strengths and being a team-member we have a chance to improve our shortcomings at our colleagues 

and sharing strengths, bringing our support on the way to do the job professionally and effectively. 

Teamworking is helping us to become more tolerant, patient, improving the skills as a good listener, 

which is crucial in working as a team. As a result, we know the professional skills of our team and 

respect opinions to each other- the group genuinely ready to manage even the most laborious task. 

Teamwork-alike football team, every team member has the task on which one, is engaging 

and trying to perform brilliantly and professionally. As support, cooperation, trust and conflict 

management of every team member are truly magic. Because these are the primary skills of working 

efficiently on teamwork which a helping to stay focus on the best results, projects, goals of companies. 

After every team work-people are tenting to discover themself from another side, many times finding 

out that is having a lot to work on personal qualities and boost professional element which is great., 

Coming together is a beginning. Keeping together is progress. Working together is a success, Henri 

Ford. 

According to Henri Ford 1863 working together -its means to multiplies the successes which 

are making people stay connecting and spread the genius ideas in the whole world faster and 

efficiency. Being is introvert and staying more focusing on internal thoughts, feelings and moods 

rather than seeking out external stimulation; every teamwork is a challenge and vulnerable for me. 

Still need to work hard to improve this skill and become truly devote team member. 

Teamwork is the necessary process which is leading companies to achieve the best results on the 

business. 

 
LEADERSHIP 

Leadership is lifting a person's vision to high sights. The raising of a person's performance to 

a higher standard. The building of a personality beyond its usual limitations. The importance of 

leadership in the workplace is tremendously significant.  Team-leader alike captain on the ship; the 

captain is responsible for every movement of the boat, despite good or bad weather. 

Team-leader naturally possess certain qualities, such as compassion and integrity or learn 

leadership skills through formal training and experience. The professional team leader can boost 

confidence in the team and increase productivity. To drive the team, leaders provide focus and drive 

the team forward- by precisely defining objects and explaining step by step to each and team member 

about particular movement. Team leaders are making sure that the task is clearly for the whole team 

and of course, checking team member's progress and helping them to find out any issues which shape 

the way to success safer. 

Also, team leaders are empowering team members to get full engagement. The professional 

team leader is always encouraging efficient communication and builds a relationship between team 
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members who are tending to learn from each and others the best personal and professional skills. One 

more essential skills which are possessing efficient team leaders take responsibility for decision-

making. It is a vital role to make the right decision about which task has to execute through multiple 

choices avoiding task delays. One valuable treasure that is helping team leaders to maintain this 

position is a proper balance of emotional and logical thinking to take the impartial choice of task and 

team benefit. Being a team leader, it is not easy at all; its a challenge every day and facing a hundred 

difficult situations by a single person. Team-leader will not say how hard it is, but stay calm and boost 

team members' confidence and professionalism to do the job and extense company brand through the 

business market. Seeing every day which titanic job are including this position, finding out that I have 

to improve this skill. 

 

PARAPHRASING 

Paraphrasing it is a cognitive skill that requires higher-order thinking and high proficiency is 

both reading and writing. One technique to prevent plagiarism and improve students' academic 

writing skills is paraphrasing (Gardner, 1999).  Paraphrasing is an essential skill in academic life. Flat 

or bland paraphrasing can destroy the main ideas of the original authors. Paraphrasing is always a 

problem for people in which English Language a not native language. 

The key to paraphrase professionally is a very well know the English Language. To improve 

this skill, international students have to watch DVDs rather than TV. It is better to use something that 

you can watch over again and catch all the information. Graded readers, these books are fitting perfect 

for student's level. After students follow some steps and surround just in English, the academic life 

will become much more comfortable and lighter. 

Because paraphrasing is showing how good or bad the readers understood sources, texts. In 

academic life paraphrasing having a vital role and many students locked their success with bad 

examples of paraphrasing- when they lost the author's main ideas. Surprisingly but paraphrasing is a 

real useful linguistic tool for international students, learners to manipulate the language of existing 

literature. As well as being a well-spoken English language external speakers can contribute to 

develop our ideas and unlock the way to successes and new opportunities in our life or our second 

life. According to national wisdom. As many languages are you speaking-more personalizes you 

have, of course it is a great opportunity to make our dreams come true. 

I still need to improve my paraphrasing skill because I want to handle professional paraphrasing and 

a very high level of writing and speaking of the English Language. 
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CONCLUSION 
To improve our lives we have to work hard on our abilities and skills. Especially in nowadays 

life, the faster life, we have to make double efforts. In my point of view: communication, problem-

solving time management, team working, leadership and paraphrasing are the keys point which can 

lift our life at the best and professional level. Some of these skills I can handle, some of them are my 

weaknesses which I will work hard to become my strength. 

  Every hard work is giving more confidence and courage that nothing is impossible. A person 

who will handle this set of skills will become a precious team member, bringing new ideas and 

applying them on the way to become real. 

I am very happy that I had a chance to study this year about Academic and Employability 

skills. In this course, I studied the vital role of skills which changed my way of thinking and actions 

on academics and the workplace. 
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