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Introduction:


The purpose of this report is to analyse that communication as been always improved over the years also it is something that unites us even though we are far from each other.
I have learned that that the communication it is a ' Must “because without communication we cannot solve anything. The communication It is something necessary, as it is verbal gestural or even body language, it is very Important to consider these skills within your life course giving that they will provide a certain feeling of comfort when organising things you have to do. 
In addition, it is very important to me learn about all the types of communication, which has a big impact in my future at my academic and employability skills.
I strongly know how to manage a Teamwork, because everything is based on a good communication, and so far in my life I have experienced several episodes of communication and all the information passed to me I achieve the: Do’s and Do not’s, I find them very interesting and important, because now a days I can always put the theory I have learned in pass straight to practise. I have acquired knowledge to work effectively and wisely as well as ability to engage in any type of Teamwork, I have got good self-presentation which contributes a lot to find any type of job.
Moreover, I have a clue that I cannot rely in my degree after my graduation, because I must impress myself out to get my dream job, everything requires hard work and motivation.
Learning every single day different ways  to use new skills, it is amazing also leading with time management it is something very important and considerate an academic skill, which brings a strong impact in employability skills.

 
The skills that I will analyse are: 
· Communication		
· Time management 
· Problem solving and decision making
· Paraphrasing 
· Summarizing.

Communication:
Communication is the ability to know how to relate with others in a well-spoken way, because everything it’s about a good communication. Asking questions when necessary whenever we are not sure about some something, listening carefully analyse and wisely as we can make mistakes if we do not pay attention it may what it’s been told, showed we might face wrong decisions and conclusions in future.
At workplace, employees need to communicate daily on daily basis as it is part of professionalism and they are demanded to communicate with each other due to the daily tasks been complete, because without communication nothing can be done also the job will be incomplete or not done properly.
At university, students need to communicate with each other to complete different projects and communicate with the lecturer so furthermore they can achieve the goals. 
Right now I am developing my communication skills at this stage of my life also will  help me in a lot of aspects in my life such as delivering the correct information and receiving also I have gain more communications skills because my lecturer Anita Nan did her best she could in class so me and my class mates could understand more about communication skills.

Communication can be regarded both as an academic and employability skill because it is something need in market, such as Work daily routine or even at University.
It’s the kind of the skill that I must to be polite and professional, always remain friendly and on top of everything being wise, these strategies they will help me build my empire regarded Academic and Employability Skills.

I believe I have very good communication skills because I can communicate with everyone very well, I listen actively also I make bullet points in my head so I can answer effectively.



Time management
Time management is the ability to manage one’s time effectively, know how to make plans, having everything organised, being able to accomplish and coping with any tasks during the daily basis.
· The definition of time management it is how manage the time in any type of environment at workplace, home or even university.
· It is good to know how manage your time effectively because it will influence a lot in future also at the workplace people will be able more professional such as been on time, have all tasks  required done wisely and 
· I have this skill because I truly know how to be on time at work university moreover, I do my assignments on time I always manage to put all ‘ To do’s” so I don’t forget what  was supposed to be done, it is actually a good way to get the time managed and everything done on time.


Problem solving and decision making:
· The definition of problem solving it is the process of looking for solution of any type of problem or issue, which it can be at workplace, university or even daily.
The way of having a good solution it is based in a good communication also a good understanding.
· It is good having these skills because it will make a huge impact in the workplace, also at university I will be able to solve it all the misunderstandings which sometimes can be difficult due to barrier language, noises or maybe the way we face things in different way because we all came from various backgrounds, but I believe if we all work together in communication must of the issues will be less and all the problem will be solved so then we can make decision. 
· I am very good at this skill because I have learned from my workplace also from lectures  how to solve a problem at any type of situations I am reliable and very patient which helps me a lot on my daily basis, but in future I would like to improve more on this skill because I want to be more confident so then I can step up and be successful in my employability skills.
· Decision making it is the process of looking for an solution for any issues and those issues can be at workplace university or even in personal life, which we as human being we will face it sometimes difficult to deal with but we need to be patients and remind calm as much as possible because if there is a problem it is because there is always a solution so we just need to find a best way to deal with the problem.
· It is very important having this skill because it is an employability skill and literally will be very benevolent in future career.

Paraphrasing:
According to (wikipedia, 2019)  Definition of paraphrase /ˈpærəfreɪz/ is a restatement of the meaning of a text or passage using other words. The term itself is derived via Latin paraphrasis from Greek παράφρασις, meaning "additional manner of expression". The act of paraphrasing is also called "paraphrasis". 
A paraphrase typically explains or clarifies the text that is being paraphrased. For example, "The signal was red" might be paraphrased as "The train was not allowed to pass because the signal was red". A paraphrase is usually introduced with verbum dicendi—a declaratory expression to signal the transition to the paraphrase. For example, in "The signal was red, that is, the train was not allowed to proceed," the that is signals the paraphrase that follows. 
· It is good having this skill because I can highlight the bullet point and bring up a better understanding, instead of summarising paraphrasing it is the best way for study,
· I must to improve at this skill because I am not truly confident as yet because when it comes to paraphrase, I always try really hard but still not good enough for me I have to work more in this skill so moreover I will be able to achieve more goals.
· I will always look in not this skill and literally have in mind that I gained this goal apart from learning lessons in class twice a week a truly consider all of this.






Conclusion: 

[bookmark: _GoBack]This report analysed several academic and employability skills which I have acquired during in the classes, which gave me more confidence in all aspects also I have found that communication it is something that has to be in our lives because without being able to manage communication skills effectively we submit ourselves to failure and underachievement for example, not being able to ask questions about the task given will lead me to not getting the grade I wanted in the first place because of the barrier I’ve built between me and my lecturer due to the lack of communication, in order to achieve what we deserve we have to communicate according to the situation in moderate way. also time management it is very in our daily basis it is something that has be considerate as priority because without knowing how manage our time  I believe everything in life can be disorganised not in place and collapse in a short matter of time, as it everything in life has to be done by steps also we need to have  rules  everywhere. Problem solving it is the way to find the best solution when nothing goes well.
Moreover,  these skills are needed such as in personal and  academic aspects of life which are also account for skills required within a workplace. For example, within a workplace the employer has the responsibility to arrive on time and introduce their new work to their employers occasionally. whereas, in academic areas the student is obligated to conform to the school norms and values where they are expected to manage their time effectively by completing tasks such as doing homework ,revising for exams which relates to the responsibility they require within a work place giving that similarly, to the workplace schools are also strict when it comes to punctuality and attendance resulting into children being able to manage their time effectively.  I wanted to point out that I am extremely glad to be learning how to manage my time effectively, by waking up early and turning to a time table where I’ve established the things I’m doing for a specific day therefore, I no longer waste my days being unproductive instead I make time for important things such as assignments and spending time with loved ones  .
In addition, I declare that being able to achieve a state where you feel the need to have everything in place as well as organised will allow you to feel like an accomplished person inside. Your state of mind will be cleared from preoccupations and unnecessary fears giving that your ability to manage your time allows you to complete more tasks in simply just a day.
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In-class exercise 2: Summarisin;

Student Name:
Time allocated: 1 hoyr. Please return your Ppaperto the lecturer upon completion. It will be returned
o you at the next s€ssion. 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

tency.

which creates con

ntly involves reducing costs in all areas of the business. Some of the key
space, effort and energy. Aldi’s

For Aldi operating ef
areas where Aldi is able to minimise costs are by saving time,
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 care 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 @
variety of duties throughout the store. Aldi’s ‘no-nonsense” approach to retailing therefore |eads t©
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.

Lecturer’s signature: Y Um”mu %

1|Page





image2.jpeg
Academic and Employability Skills (ACE) — term 1
BMSW4001
In-class exercise 2: Summarisin

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.

&

ToCnems  acce A%
oy

[@1Yo] uvww, has AS
= 20O d CoR aaae S
Sohodng Y Tngeal olda oo e
0 AR A WS dyy  onolsa
oo lap\act L oo Wl
ERTE Wk, Ly
ot @ SelvNeekdNalo}
oSS @S by ot

p ] «J

whod  pedlt, ool Avdy

Gl s Zust ba

Peces . (el Fo
oy p b

o [t Compan

[exrie
S5 1\ Og o
(Yo hy poducHs

_.ma__a}s:.sm__ﬁw%Doo%/,?g.cé/c% roF Shond
Uove  Wsien " wowe . N 9

Y

\]
rer's signature: Qp@( pate: _|h 12

* 2|Page

Lectu





image3.jpeg
*# T Sl Daid Academic and Employability Skills (ACE) — term 1
Y (ONDON 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 fong to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, nio memory, and fio

conscience. If there is a single stumbling block on the road to the Sfuture, it is the bureaucracy as we know It.
T B 2977, 21

Paraphrase 1- @%535%&%
Reason:_W0aS— et oxplamad) -

American education s 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
havea ceora WE_.,\E(% that bureaucracies are the biggest stumbling block on the road to the:

educational future.

paraphrase 2 .@%%nmusm_m i -

Reason: _[1)/¥ G bt CodR St
T R

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 educational goals that were their primary objective.

Paraphrase 3. acceptablg/ unacceptable

considepod

Reason: _\

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 ! no soul, no memory, and no const
Paraphrase é / unacceptable — AW B
Reason: NS actngs [ep < _wa

[

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 1: Paraphrasing

It will be returned

Time allocated: 1 hour. Please return your paper to the lecturer upon com
e form of an

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

Student Name: sica. Ralde  sudentin AR GAA F

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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