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Introduction  

In this assignment, the study will analyze the chosen topic workplace academic and 

employability skills. Academic skills and Employability skills are the two most part of 

career readiness.  These skills are applied to concrete conditions for functioning in the 

workplace and on activities of a regular basis. For this, the study will evaluate 

employability skills, time management, and academic skills. It will evaluate the 

paraphrasing with conclusion and referencing. The main purpose of the assignment is 

to provide the opportunity to the learners for using the knowledge for skill 

development.  

Employability Skills  

• According to the viewpoint of Broadbent and Poon (2015), employability skills 

are effective skills, personal values, and qualities that enable them to thrive in 

the workplace. Some of the employability skills that helped me as I want to be a 

manager, thus, some of the skills are: 

• Initiative and motivation- Motivation and initiative mean looking for those 

things which are necessary to be complete without any kind of questions. This 

involves the idea of creating more ways of improving things. 

• Teamwork- Teamwork is the ability to get the people we work with. It includes 

working together until the achievement of the goals that was targeted by the 

entire member who was working together. 

• Problem-solving- this means seeking solutions when anyone is facing any kind of 

problem (Kizilcec et al.,2016) It includes the ability for using a logical procedure 

for finding out things. 

• Self-management- self-management means the ability to do the job by own 

without any kind of support all the time.  

• Proper communication- communication means becoming clear about the goal 

and idea which is needed to express( Ito and Kawazoe,2017). It includes listening 

and the power of understanding what the other person is trying to say or 

express. It involves non-verbal communication like the body language that we 

use.   
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• Planning and organizing- This means to work out for those which are required 

to be done and their ways of doing it. Organizing and planning include things 

like creating the timeline of projects and the deadline of meetings. 

• Technology- Technology skills refers to the ability of using the computer for 

doing word, excel, for sending emails, or to know the usage of office equipment. 

It also includes video editing, social media or language programming. 

• Learning- Learning means understanding something which is unknown or new 

to that person and capturing them rapidly. It also includes doing new works and 

capable of adapting it for changes. 

Some other employability skills that I tried to build by myself are: 

• Volunteering and unpaid work 

• Paid work 

• Community  

• Sports or other hobbies 

Time management  

Time management is the procedure of planning and organizing and the way of dividing 

the time among particular activities. As I want to be a manager, this management will 

help me to empower my working ability in a smarter way than harder so that it can be 

done in a shorter time even in pressure and tight schedule. This management skill 

involves various skills that will help to manage the time well. According to the viewpoint 

of Sharp and Sharp(2016), some of the important skills are as follows: 

• Organization: staying in an organized way that can help in maintaining a proper 

picture of the requirement which is needed to complete and at what time. Being 

in an organized way may help to maintain an updated calendar for locating few 

documents in an easier way and by maintaining a tidy and clean environment. 

• Prioritization: appraising every responsibility for the priority is the main time 

manager. There are several ways for prioritization the needs for 

accomplishment. I may take the decision to finish the work fast, easy items are 

followed by a long time. On the other hand, it may prioritize my tasks that start 

with both the combination.  

• Goal-setting: Setting a goal is a very first stage of becoming a suitable time 

manager. This setting of goal allows for understanding the last goal and the 
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ultimate requirement for the priority for accomplishing it (Collet et al.,2015). 

This can help to achieve my goal by setting both the long and short term. 

• Communication: The development of strong skills in communication allows us to 

make the goals and plans for the people to work properly. It allows assigning the 

focus on finishing the most significant task which aligns the goals. 

• Planning: Planning is an important part of time management. Being effective in 

planning out, meeting and the way of accomplishing things will helps us to stick 

to the schedule. 

• Delegation:  To be a good manager it is necessary to complete my task which will 

help me and my company for which I am working (Bates et al.,2019). When this 

skill is about to complete by me for being a manager, it is also needed to practice 

the delegating task while looking after a project. 

• Stress management:  While practicing time management, it is needed to be 

attentive for the mental health. Managing stress in a proper process can help to 

stay encouraged and give a good performance while going through the schedule.  

Time management skills play a vital role because it helps to create a structure of the 

work in a proper way which allows in the accomplishment of the goals (Hashemyolia et 

al.,2015). Working on the skills of time management can help to be a proper and strong 

employee while applying the opportunities.  

According to the viewpoint of O’Connor and Bodicoat(2017), the steps to improve the 

skills of time management are as follows: 

• Setting long and short term goals 

• Managing the calendar 

• Prioritizing the assignments 

Improving the skills of time management can help to be proper work and should have 

the capability of concentrating fully throughout the day. With the help of organizing, 

prioritizing and setting goals, I can be a proper manager. 
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SWOT Analysis 

Strength 

• Better time management 

• Good at developing  rapport 

• Working properly in team 

 Weakness 

• Hard to remember the team 

members if they have any mistakes 

Opportunities 

• Improving the academic work  

• Building the understanding of same 

professions 

• Developing the skills through 

working experience 

• Making the network strong 

 

Threats 

• too much of work 

• people are interested in group work 
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Academic Skill 

In order to achieve the long term goal of becoming a manager I have to work hard and 

a high level of patience is needed. I know from many pieces of evidence that becoming a 

manager is not an easy job as addressing the issues in a patient way is the main 

objective of designation this means many academic skills are needed for becoming a 

successful manager in a particular organization. I need to enhance my paraphrasing 

and preparation skills in an effective way if I want to do justice to my academic skills. 

Paraphrasing 

Paraphrasing skill is the most important section of academic skills. This can be termed 

as the skills required for understanding and presenting others’ ideas in the context of 

mine. Paraphrasing helps in understanding the topic to the depth. According to the view 

of Rabiner et al. (2016), these skills will be helpful for becoming a manager as a proper 

insight into the topic will be gained. In order to paraphrase effectively, I have practiced 

some strategies which include reading the passage repeatedly and looking for words 

whose meaning I do not recognize. According to the opinion of Lerkkanen et al. (2016), 

the searching of those words and reading the passage should be done repeatedly until 

the proper knowledge gained about the intention of the author behind using these words 

and also its full meaning. After doing that I usually covered the passage and tries to 

write the author's idea in my own words. In which way something can be explained in a 

proper way to my instructor or classmate. After I have finished writing I use to check 

my presentation of the author's Idea against the original idea. It happened many times 

that I have been able to recognize that the author's Idea has been presented by me in a 

unique style. I need to practice more in order to improve my paraphrasing skills as this 

will help in presenting a particular project in a unique style by taking help from the 

journals written by different authors or some inspirational persons. 

I can enhance my paraphrasing skills in a more effective way by paraphrasing the 

context of authentic and good authors. In the process of enhancing paraphrasing skills, 

I can also learn something valuable about managerial techniques needed to maintain 

good relations with the stakeholders while managing them. As per the view of 

Pakarinen et al. (2017), it can be said that the managers will have to give their best in 
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addressing the issues of the stakeholders as they are the only ones involved in getting 

profitable outcomes from the business processes of the organization. If I have to become 

a manager I have to learn different effects of managerial attitude which can be fruitful 

for my organization. After paraphrasing, the comparison of my context to the original 

one can help in rectifying my mistakes from the roots.  

Referencing 

I need to act on my referencing skills in a much effective way as I am very poor in the 

citation. I am trying to improve my referencing skills by properly recognizing the 

authentic contents and citing them at the time of writing or taking the information. 

According to the opinion of Jeon et al. (2018), it can be said that the referencing can be 

very effective for adding authority to a statement or an argument. I want to show the 

teachers are the instructors that I have researched in a detailed way for a particular 

research topic before doing an assignment or a project. According to the view of Tamis-

LeMonda et al. (2019), this can be said that it is one of the most important skills as this 

helps in acknowledging others’ work by eradicating the accusations of plagiarism or 

other illegal academic practices. It is very important to give credit to the authors with 

the help of whom we are progressing properly in our academic fields. The research 

done by the authors is helping us to get over our assignments and issues regarding some 

managerial techniques or any other organizational factors. Readers can check the 

authenticity of the material I have provided through proper referencing and citations. 

According to the opinion of McCormick et al. (2018), to be specific, it can be said that 

referencing and citations are mainly required for maintaining the authenticity of a 

work. 

Referencing skills are needed to eradicate the suspicions raised of Plagiarism in the 

academic field. I am trying to enhance my referencing or citation skills by copying the 

name of the authors while researching the topic. As per the opinion of Prayitno et al. 

(2017), this will lessen the probability of forgetting to give their names at the end of the 

assignment or acknowledging them for using their works for effective progress of 

research. As per the opinion of James (2018), this can be said that It is the basic ethics to 

be grateful to the person whose work has helped you while completing a task positively 

and successfully. It is done through referencing and citations. 
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Conclusion 

It can be concluded that there are some academic skills needed for a person to become a 

successful manager and those can be referencing skills or paraphrasing skills. It can be 

said that the paraphrasing skills are helpful providing the researcher unique style by 

which they can be recognized. Proper knowledge can be gained by the researcher while 

reading the text of an author and presenting it in own style. It can be said that I have 

benefited a lot from these practices as this has made me confident about making 

arguments and presenting work in my own style. I have been successful in focusing on 

innovation due to the enhancement of paraphrasing skills. Referencing and citing, skills 

are helpful for adding authority to one's work. The authenticity of the work can be 

checked with the help of referencing and citation. Above all, time management is very 

important for enhancing the skills and presenting them in the practical field.  
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