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Introduction:

The purpose of this report is to analyse employability and academic skills. This will be done by focusing on different aspects of academic and employability skills. I will discuss my own SWOT analysis, time management skills, team working, leadership skills, problem solving ability, paraphrasing and Summarizing. Now I am going to discuss these skills in different ways. 
SWOT analysis:

SWOT Analysis is a collection of   your or your business strength, weaknesses, opportunities and threats. The main purpose of SWOT analysis is to help someone to develop a full realization of all the aspects involve in making a decision. (Schooley,2019)
	Strength:	
· determine
· hard work
· Team work.
	Weaknesses:
· IT skills
· Couldn’t focus listening for a long time.
· Bad memory


	Opportunities:
· Different work experience. 
· Join study after a long gap. 
	Threat:
· Family responsibilities.
· Time management.



According to my SWOT analysis I have some weaknesses and threats and I want to overcome those threats and weaknesses to improve my academic and employability skills. It is very useful for me to identify my strengths, weaknesses and those opportunities which are open to me and the threat to face them. It is very useful in my personal life, in job and as well as in study.

Employability and Academic skills:

Academic skills are made up of basic skills, such as academic writing, introduction skills , summarizing, paraphrasing and referencing which support more complex skills, such as basic considering and intelligent practice. Employability skills are communication, teamwork, problem solving and self-management etc.
Time management skills:
Definition:
Time management is the procedure of organising and utilizing your time and control on  time to spend on some specific activities effectively and efficiently for good results and more productivity. Time management is measured to be a skill that should be understood by all the people in every field of life. A few people keep very busy routine that originate their educational necessities, office work, work obligations or family responsibilities. Good time management means deciding what an individual needs to succeed in life and how he should create ways to get his desire and goals. (Kapur,2018)
Why are time management skills important?
Time management play a very important role in not only in a business but it is importance in everyone personal life. To improve your employability skills it is essencial to manage time effectively, which include Effective planning, setting aim and objectives, set last date to finish your task and implementation of your planning. They help you to structure your work in a manner that allow you to finish your task. To become a successful person in your life , manage your time effectively. For effective time management everyone needs to be well organize with their documents and time, they should not waste their time on irrelevant task, for better outcome prioritize your task.(Juneja,2019)

I have this skill:
I have ability of time management like I can manage my time by setting long term and short term goal for achievement. The most important task for time management is that I make a schedule to do work which is very beneficial for me .I prioritize my things and than I start my work .
Team working:
Definition:
Candidates with solid cooperation talents are searched out by bosses for some reasons .they show authority, coordinated effort and great communication, in addition to other things. Managers expects that workers should be cooperative people. Cooperation is required for every industry.(Doyle,2019)

.
Being a decent team member means having the option to discuss your thoughts with the gathering. You should most likely pass on data through telephone, email, and face to face.
Another important thing is listening well. You must be able to listen to the ideas of other team members. A good listener is always a good communicator.
You need to be a reliable team member so that your partners can belief you.
And the important teamwork skill is being able to facilitate different problems and issue between team members.
Skills for Good Teamwork:
· Respect everyone even for single contributions
· Putting aside single glory or fame or celebrity
·  strong communication
· impressive speech
· Settlement
Why team working is important?
 A team working environment creates an atmosphere which is friendly, faithfully and trust worthy. Quality form of teamwork provide variety of ideas, innovation, outlook, more chance more over problem solving ideas to business.(Wehbe,2017).
 Groups cannot function worthily without cooperation! Cooperation is significant for the achievement everything being equal. To have a significant and deep rooted vocation, you have to cooperate with other people this is the reason cooperation is so important in the expert world.
Cooperation takes care of issues. Joint effort inside a gathering can help take care of difficult issues. In simple we can say working in a team create more ideas to sort out problems , single person do not have a burden to finish task and it gives a chance to increase business productivity.
I have team working skill and I prefer to working with other partners. I had this experience when I start working in a charity organisation.  

Leadership skills:

Definition:

Leadership skills can be define as practical skills of an individual in a business or industry to lead or guide or give instructions to other individual in an organisation. Leadership skills are the strengths and skills that leaders show to direct their employees in the direction of the success of goals.
Why leadership skills are important?

Real leaders are important to any organization. They can help build solid teams within a professional and certify projects, initiatives or other work purposes are done successfully. Because the skills of a leader contain many personal and communication skills, anyone can use and improve their leadership skills. Most of the people have visible the effects of both effective and useless leaders at the task. True leaders assist employees, assist a nice environment and help take away limitations for his or her. They give chance to their employees to solve problems and make decisions in their own which create trust in them Exact leadership is also inspiring colleagues to apply effective management personalities in their very own thinking. The effective leadership behaviour based on leader’s strength to solve different kind of social problem within an organisation.                                    (Mumford et al. 2000) 
I have to improve this ability:	
I have to improve this ability. I know how to assist our team but only to some extent. I have no experience to lead a team. I am trying to get experience for good leadership skills by performing different task like I present a presentation in my university and I was group leader.



Self-Awareness: This implies basically understanding your qualities and weaknesses, but selection self-awareness is anything but basic. Self-awareness is basic for progressing and long-term capability as a leader.
Communication: It’s one of the highest important skills all of us got to create and perfect among our careers. Communicating statistics and thoughts is valued many of the main commanding abilities for leaders to be powerful
Inspiration: Creating your inspiring skills makes a difference you to communicate your vision or objectives, correct the actions of others, and construct commitment from individuals at all levels. 
Learning agility: You would like the talent always be in a learning mode, to appreciation and look out for the lessons of involvement. To create as leaders and as individuals, we should to be active learners. This includes recognizing when modern behaviors, abilities, or behaviors are required and tolerating duty for creating them.



Problem solving ability:

Problem-solving skills help you determine the foundation of a problem and find an actual solution. Even though problem-solving is often recognized as its own single skill, there are other linked skills that contribute to this ability. Problem solving skills, (indeed career guide,2019).
· Research
· Analysis
· Decision making
· communication
· Team building

Research: Researching is an important skill connected to problem solving. As a problem solver, you need to be able to classify the reason of the problem and know it fully.
Analysis: step one to setting any trouble to research the state of affairs. Your analytical skills will assist you recognize problems and successfully increase answers. You will also need logical skills at some stage in research to help differentiate between actual and useless answers.
Decision making: in the end, you may want to come to a decision about how to clear up issues that rise up.
Communication: while identifying possible solutions, you will need to identify a way to speak the hassle to others. You may additionally want to know what conversation channels are the maximum suitable when in search of help.
 Dependability: dependability is one of the most important abilities for trouble-   solvers. Fixing problems in a well-timed manner is necessary. Employers specially fee individuals they could accept as true with to each pick out and then apply solutions as rapid and effectively as viable.
Critical thinking involve decide, what we know matter and why we know it, imagination involves creating and applying new ideas, concepts and solutions.. (william, 2017)

Why problem solving ability is important?

Problem-solving skills are important in each career at each level. Accordingly, strong critical thinking may similarly require industry or employment clear specialized skills. For example, an enrolled attendant will require complete attention and personal skills when connecting with patients however will similarly require powerful specialized information identified with illnesses and treatments. Most of the time, an attendant should realize when to counsel a specialist viewing a patient's helpful needs as a component of the arrangement
I have this ability:
I have ability to solve problems  because I apply different condition to identify  problem and by this I can solve them and make effective decisions.
  
 Paraphrasing:
Definition:
Paraphrasing is a procedure which convey same meaning and information from a natural sentence. (Androutsopoulos, Malakasiotis, 2010) or we can say, A paraphrasing is a restatement of the means of a text content or passage, the usage of other phrases. it is derived via Latin paraphrases from Greek, which means additional way of expression. The act of paraphrasing is also referred to as "paraphrases". the paraphrase commonly serves to place the source's announcement into angle or to make clear the context wherein it appeared. a paraphrase is commonly extra particular than a restart.
Why paraphrasing is important?
Paraphrasing is essential for the reason that it displays you understand the source well enough to write it in your own words. It also gives you a powerful alternative to using direct quotes. It is a useful way to use source material for your research paper/essay - providing it is appropriately referenced. In academic essays, it is not acceptable to just copy and paste a source, add a reference.
I need to improve this:
I have done in class exercise to improve my paraphrasing skill However I need to improve a lot to be skilled in this academic skill.
Summarizing:

Summarizing is summary of the important thing thoughts of a piece of writing, repeated to your own words like paraphrased. You can write a summary as a stand-on my own undertaking or as part of a longer paper.
Why summarizing is important?
Summarizing teaches students the way to parent the most critical ideas in a text, the way to forget about beside the point information, and the way to combine the essential thoughts in a meaningful manner. Training students to summarize improves their recollection for what is examined. Summarization strategies may be used in nearly each content place.
I need to improve this:
I have done in class exercise to improve my summarizing  skills and I think I need to improve this skill.
Conclusion:

In this report I have done my own SWOT analysis and I discussed Academic and employability skills . I discussed what these skills are and why it is important and I explain what skills I have and which need to improve.  
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In-class exercise 1: Paraphrasing - RESIT

Student Name: HUZA NA’Z!K Student ID: 18!2!35

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).

% rinity Saint David Academic and Employability Skills (ACE) —term 1
&

Ex.1

Write a paraphrase of the following passage

Facebook is one the most influential social networks in the world, boasting approximately 2.2 billion
monthly users. So how did a social network created in the confines of a Harvard dorm room go from
being a student trend to an unprecedented, worldwide phenomenon? Facebook was born on 4"
February 2004, made available exclusively to Harvard students. However, six days after
“TheFacebook” was made live by Zuckerberg and co-founders, they faced accusations by Cameron
and Tyler Winklevoss and Divya Narendra that the idea for the site had been stolen from them.
According to the Winklevoss twins and Narendra, they had approached Zuckerberg asking for his
assistance in creating a social network for Harvard students called "HarvardConnection". Following
a lawsuit filed against Zuckerberg, eventually all three received a settlement in 2008 that included
1.2 million shares in the company each. d((_u:
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% Trinity Saint David Academic and Employability Skills (ACE) — term 1
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Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: Nobody called him Abe--at least not to his face--because he loathed the nickname. It did not
befit a respected professional who'd struggled hard to overcome the limitations of his frontier background.
Frankly Lincoln enjoyed his status as a lawyer and politician, and he liked money, too, and used it to measure
his worth. By the 1850's, thanks to a combination of talent and sheer hard work, Lincoln was a man of
substantial wealth. He had an annual income of around $5,000--the equivalent of many times that today--
and large financial and real-estate investments.

From: Oates, Stephen B. Our Fiery Trial: Abraham Lincoln, John Brown, and the Civil War Era. Amherst, MA:
University of Massachusetts Press, 1979. p. 65

Paraphrase 1@/ unacceptable Mb

Reason: If he ks de nst amigme  +o  cell with atee
howe Mbod‘j Shevdd] olp f{-. WMW"‘M‘V he

No one used Lincoln's nickname, Abe, because he detested it. It didn't go with a lawyer and politician who ¢

had worked to get away from the restrictions of his country heritage. Lincoln liked his new position, and his jfs his

wealth, and used it to gauge his status. By mid-century, his skill and labor had made him a fairly wealthy man.

He had a yearly income of approximately $5,000 - equal to several times that now - and hefty business and
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Paraphrase 2 { acceptable J unacceptable

Reason: _He. exen fins becarge he wovk horol @ond he was o
saudy  posih. Y

By the middle of the centuty, Lincoln enjoyed life as a well-respected lawyer and politician, having acquired

a position of status and wealth that was well removed from his early "frontier background". He now. was

bringing in $5,000 a year (this translates to $87,500 in 1997 dollars [Derks, 2]), and had substantial "financial

and real estate investments". As a consequence, he disliked being called Abe because of its association with

his rural heritage. (Oates, p.65) Oﬂ/ %k (w\/\)
o
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When we think of Abrahan(meoIn the |mage f a wealthy lawyer is not the first that comes to mind. A man,

who worked hard, struggled and came from a less than ideal background is often the picture we invoke.

However, it is an incomplete portrait. Mr. Lincoln was successful both professionally and financially even by

today's standards. (Oates, p.65 i \ :
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StudentName: _ HIRA  NAZIR studentip: _|B\F |21

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 all stores are very similar
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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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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