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Introduction
This report will be emphasizing what academic and employability skills mean to me and the definitions acquired from accredited academic journals, articles and webpages. The effect it has had on me since learning about them from in class lessons and exercises, how I have implemented them also how I can improve using them. 
My complete aim is to show that going forward I can use these skills effectively in my academic and employment settings, find out which parts I am weak at and develop those weaknesses into strengths using methods such as the SWOT analysis.
In the conclusion I will be writing a little bit about how I was before this course, where I see myself going, the implications and difficulties I have had along this academic journey so far and any changes I may need to make for next term.
 







Academic Writing
[bookmark: _GoBack]Researchers use academic writing in a way to showcase their intellectual skills within their areas of expertise. Some of the ways in which they showcase this is that writing will be in the form of third-person as opposed to a first-person point of view and the choice of words will show their focus of the research. Hartley, (2008).
academic writing is an idea which is supported by references and citations from academic literature scholarly books, peer reviewed journals and websites. The benefits of writing academically are that you start to think critically, be able to explain more complex ideas logically, it will also boost creativity and confidence. These skills are all transferable skills which not only helps academically but for any given field.  
 It is different from normal writing because there is causes, theories and will have explanations for the ideas. You must be considerate, correct, clear, complete and concise with the ability to analyse when writing academically. Anything you write must conform to the traditional use of punctuation, grammar and spelling.
When you are academically writing you must remember that you are using your work as a form of communication. It shows the receiver that you understand about the information you are going to write and importantly you are clear about how to write academically 
You will have to either be writing a description, an analysis, something persuasive or critical with its own purpose. The work must be in a language that is understood clearly for the receivers. 

Paraphrasing and Summarising
Explaining the ideas of authors in your own words shows that you perceive the thoughts and views of the authors. It takes talent to change the shape of the knowledge while not changing the means of that information. McEachern, (1991).
· Summarising is to make a shortened version of an author’s idea in your own words showing that you understand their concept and opinions. You must change the information without changing the meaning of the information. It is a skill well worth developing for future self-development.
· [bookmark: _Hlk17643228][bookmark: _Hlk17647702]Paraphrasing means to rearrange the information using different words. You have to keep the information or sentence length’s the same but change words and phrases. 
I chose to use these as references as it reflects everything i have learned so far within my classroom about paraphrasing and summarising. This definition is the best indication about what I think and understand about how, when and the know about paraphrasing and summarising so far.
The opportunity to use paraphrasing and summarising was never the case as I did not have prior knowledge of this that I can remember or the chance to implement them in any situation as the job that I was doing did not require any academic writing.
I am very confident in doing both after attending the lectures and contributing to the in-class exercises in the form of the appendix attached also doing short in class writings, revisions and researching which really helped me develop these skills in addition to critical thinking and analysing effectively.

Time management 
Time management requires you to be able to have action on the planning of time you spend on various activities. The aim is to increase productivity and self-betterment. Carla Crutsinger said, “effective time management has the process of setting goals, prioritising those goals, deciding how much time to allocate to specific tasks, adjusting plans as they change, revisiting the goals and priorities regularly also observing the results”. Crutsinger, (1994)
Using this method of theory will not only help me in my place of work and academical skills but also in my personal surroundings. This reference has impacted me the most because it reflects on how I manage my time for things like work, studies and my social life.
After researching, learning and understanding about the Eisenhower principle I decided to implement this method into my report. It helped me to prioritize and organise my workload which in turn allowed me to have enough time to focus on the parts which were important and not just urgent. 
In order to complete my report, I have set goals to which I have almost met all them. Firstly, I needed to understand what my report is requiring me to have as content with the understanding of everything that I am going to write about. Secondly, I decided how to structure my report and then went onto prioritising which topics i should choose to write about.
Thirdly I went onto writing with constant reflection into the work and correcting appropriately as I wrote. finally, I focused on making sure that I was always analysing the work making sure errors wore corrected accordingly.  

Decision making

[bookmark: _Hlk17643336]To critically think of a of logical way to solve a problem from the available choices. Whilst you are trying to make the right decision you should outweigh the positives and the negatives. Always remember to analyse all available resources or alternatives to make sure you have made the best decision. [BusinessDictionary.com] (2019) 
Decision making is one of the most fundamental attributes you need to have or develop in any workplace, academic or social situation. This ability will enable you make choices and can ultimately mean if you resolve the targeted problem at hand.
When I was at my former job, I had to make a beneficial life changing decision. I was working for a contractor who were contracted to a company named Stagecoach. My job was to park the large vehicles into their designated spaces and in correct order according to routes. One day Stagecoach approached me with a job offer due to my rate of correct work attitude, the ability to problem solve and make decisions without any supervision.
 Unfortunately, that meant that my colleagues were now going to be working for me as opposed to with me. This position meant more money for me and a lot more benefits. 
I had to do something similar to the Swot analysis called Force Field analysis it helped me to identify the strengths of the decision, obstacles against the decision and prioritising the most significant aspects that will impact the decision. At the end of it all I spoke to my work colleagues about the changes and effects it was going to have which helped me to decide that I will take up the new position with Stagecoach.
Using this method allowed me to understand that I had to be considerate of everyone’s feelings affected by the change, outweigh the benefits and workload it will have for me also analysing if the results were correct for that time in my life.

Problem Solving
[bookmark: _Hlk17643462]Problem finding refers to psychological feature process directed at achieving a goal once the matter thinker doesn't at the start understand or know of an answer technique. A retardant exists once somebody encompasses a goal however doesn't have perceptive to realize it. Mayer, (2013)
[bookmark: _Hlk17639376]The pro’s of problem solving skills helps to show someone that you have the ability to think sharp  with logic, every idea or concept you come up with has creativity, the resilience to stay strong and confident, good imagination, adjacent thinking skills and determination to keep you focussed until you come up with a correct solution,
In my new Stagecoach job, I got into a problem where I had to attend to three bus breakdowns at the same time, there were only two people on shift including myself on that date and time. I weighed out how I can get to all three breakdowns saving time and being cost effective. After thinking about which breakdown will save the most time and money me and my colleague decided to both go to a breakdown each. 
The one that I will be attending won’t need so much of a fix as it was just a flat battery problem which I knew I could use on the third breakdown. I took that bus to the third breakdown, let the driver continue and returned to the garage with the most defected vehicle. 
By making a good decision and analysing the situation properly I managed to turn a huge problem that would have cost the company from the 100’s of pounds to costing the company £0.
To help solve this problem i conformed to a method which is known as the Pareto’s 80/20 rule. It helped me to find out which 20 percent of the cause would have 80 percent effect on the time and money saved. 

Conclusion
My thoughts initially getting back into education after a very long time was very daunting and i felt very intimidated by the academic skills required because of my lack of educational background. i was constantly thinking how, when and can i accomplish my assignments appropriately with the correct content. After attending my first week of lectures i started to feel more confident because members in my lectures were coming from similar experiences. 
The only transferable skills i have from experience are problem solving and decision making with good understanding on how, when and methods to use to effectively achieve good results for both.
Now that I have finished my first term in academic and employability skills, I can confidently write that I have a clear and concise understanding of how to paraphrase and summarise accordingly, the importance and pros of time management, how to problem solve and decision make effectively using the different methods available.
In my second term i will be looking to improve on my grammatical and punctuation error’s. I will be focussing more on my critical thinking, i believe with more practice and research i can only gain knowledge and confidence which will show in my work. 
Overall it has been a pleasurable academic journey so far in addition I am very excited to see what the next term has in store.
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