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Introduction
The purpose of this report is to analyse my own academic and employability skills. I will be writing about some skills I am good at and some others which I should be working on improving. Also why they are good to have. Some of the skills I will be going further into will be time management, communication, leadership, academic writing, note taking, paraphrasing, summarising, problem solving/decision making and presentation skills.
Time management
Time management which means, the practice of using the time that you have available in a useful and effective way. Cambridge dictionary (2019)
Some of the advantages of time management is that it helps focus on your tasks and achieve your goals. It also reduces your stress levels and become more self-confident. It will increase your productivity and you will get a sense of achievement. Finally the financial gains will be higher. Leadership-central (2010-2019)
There are some methods to improve your time management:
The 80/20 rule also known as the Pareto Principle is when you just stop doing things and prioritise. If you make a list of ten things you have to do that day two of those will be making up for 80 percent of your result. Out of those ten things which one is the most important and biggest thing that should be the priority and the first thing you should do. This will raise your productivity. Brian Tracy has written a book on this called “Eat that frog” which says that to wake up in the morning and eat a live frog or if you have to eat two frogs eat the ugliest one first. Then you can go about your day knowing that is the worst thing that will happen to you all day. Which means the fog is the hardest and the ugliest task you have to do and if you have to eat a frog do not waste time looking at it just get it done. Brian Tracy (2017)
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These activities are usually a waste of time. Avoid them. 


Eisenhower method 
This method will help prioritise the tasks that need to be done, so box A will include the most important and the most urgent of tasks. Box B will include important but not urgent tasks so do them second. Box C will have urgent but not important so do them third and lastly box D they will have the tasks that are not important and not urgent so do them only after everything else is done. Eisenhower method explained (2016)
I need to improve this skill because I believe better time management will help my productivity and reduce my stress levels as I am currently struggling to balance my personal life, work and my assignments.
Communication
Communication skill means the transfer of information from point A to point B whether that is one person to another or one to a group. There are different types of communication such as verbal, nonverbal, written and visual all of which can be used to communicate. skillsyouneed.com (2011-2019)
Effective communication skill should be a vital part of anyone’s life. To be able understand and be understood clearly and efficiently will help a person in their personal life and professional career.
I believe that I have good communication skill, I work as a porter in a hotel where I have to communicate via radio on a daily basis with management and fellow colleagues.
Leadership
Leadership is to lead a group of people or an organisation towards the same goal. Leaders come in different forms such as a politician, a priest or an executive. Mind tools ltd (1996-2019)
An effective leader should be able to create an inspiring vision, be able to create and build a team and motivate the team towards that vision. They will be judged on whether or not they can deliver the vision.
I think I have some leadership skills but there is a lot of room for improvement. As I have found out in my previous roles in restaurant management.
Academic writing
Academic writing is planned and focussed, well structured, backed by evidence formal in tone and style.
A good piece of academic writing will show an understanding of the subject and will answer the questions. It will be written in an orderly fashion, all the points and material will come together. It will also include any evidence to back up your arguments and points which will be referenced accurately. It will have correct grammar, be balanced and use appropriate language. This will help the reader understand better even if they do not have too much knowledge in that subject. University of Leeds (2019) 
Currently I believe not to have good academic writing but have recently been taking lessons to improve as I think this skill will give me a better chance of getting a better job
Note taking
Note taking is when someone is writing or recording the key information of a lecture or an interview. Information from a lecture will help for your studies and notes taken from an interview may help while writing an article or a book.
Effective note taking will enhance some of your other skills such as active listening, as you will be hearing out for the important bits of information. Note taking can help you learn more than simply completing a course as you would be processing the information and making connections between the ideas.
There are different methods of note taking:
· The Cornell method, which is to make three section’s on your paper so the smaller left section to have the main topic, the bigger right section to have your notes and the bottom section to have the summary.
· Mind map/spider diagram, is when you write the main idea or subject in the middle of the paper and then add branches or legs with your notes.
· Charting, this method is used to break up information into similar categories such as dates, events, pros and cons.
· Sentence method, is to write every new information or topic on a new line. But this method requires you to immediately review your notes as it does not differentiate between major and minor topics. thoughtco.com
I think that I am good at note taking, I like to use the mind map method as it really helps me expand on the topic.
Paraphrasing
Paraphrasing is when you are using another person’s quote or written words in your writing in other words without changing the meaning of the original. These words should still be referenced from the original work.
You can do this in a few ways as by using synonyms of the original words, by changing the structure of the sentence from an active sentence to a passive one. You can also start the sentence from another part.
Paraphrasing is used sometimes to simplify the original text or it can be used in academic writing so the writer is not committing plagiarism.
In university we have done some in class exercises from these my lecturer has given some feedback to say that I am good at paraphrasing.
Summarising
Summarising is when you take the important ideas or points of a text and write it in your own words in a shorter form.
This skill is very good when it comes to taking notes and researching as this will prove to show that you have a better understanding of the subject and what you have just read.
I believe that I have good summarising skills as shown in the in class exercises.
Problem solving and decision making
Problem solving and decision making is what most of us do on a daily basis, more often than not these decisions are made against the clock. There are some problems we solve which have very little consequences such as what to have for breakfast or what colour tie to wear but on the other hand some are life changing like a career choice or starting a family.
People make decision based on different problems so the first thing to do is to identify the problem and examine all different possible causes. Then find some potential solutions and select one. Once you have made your decision plan and implement your idea. Furthermore check if your problem has been resolved or not.
I believe that my problem solving and decision making skills need working on as I think that this skill will help me further my career. Management help (2019)
Presentation
Presentation skills can be seen as an ability to deliver a message to an audience, be able to be clear and engaging towards them. You should be able to put forward the message confidently.
This skill is very important in the modern era as potential customers, followers or partners are going to judge whether to continue their partnership with you from one presentation.
A good way to have strong presentation is by doing your research on your target audience beforehand. This will enable you to effectively build and structure your presentation towards them. The most important is by rehearsing out loud, you can do it in front of your friend, family or colleagues before the day. Cleverism (2019)
I believe to have good presentation skills. In one of the other modules in university called digital skills and research methods we had to do a group presentation, in which I had got really good feedback from the audience and examiners.

Conclusion
This report has given an insight to my skill set on which ones I have and some that I do not. Equally this report has shown the importance of these skills. These skills should be on everyone’s list and if you believe to have them, then improve them and there are some methods on this report. Although I believe all these skills to be important, the one which stands out for me is leadership because without someone at the helm leading towards a goal it is hard to get anywhere in a business environment.
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