Module Name: Academic and Employability Skills

Module Code: BMSW4001 

Student Name: Ana Minzat

Student ID: 1916146

Lecturer name: Anita Nan




Content:

Introduction …………………………………………………………...……….. 3

   Main body:
Communication……………………………………………..…………………. 4
Problem Solving…………………………………………..…………………… 5
Time Management …………………………………..………………………… 6
Leadership ……………………………………………..……...……………….. 7
Writing skill ……………………………………………………..……………… 8

Conclusion ………………………………………………………………...…… 9
References …………………………………………………………..…..…… 10










Introduction
[bookmark: _Hlk37258731]      The purpose of this report is to analyse the Academic and Employability skills that it is a component part from personal development. Academic skills are very important for university because the students learn to become more productive in the oral communication and improve the ability to write and speak the professional words. Employability skills have an important role for job and at the university the students learn how to apply the knowledge in the work for example: problem solving, decision making.












Communication
Communication- is the ability to express the point of view about something, to speak free without any fears and speak effectively for being understanding by everyone. Due to the communication act, students can discuss any topic and have an effective conversation. Through communication act, people develop vocabulary and have more options to understand a thing. When two students discuss between them and both understand each other and respond back to the message sent, means they have efficient communication. 
     	  Communication is an important skill for students to university and employers to work because, it is based on 3 key elements: discussion, understanding, and application in practice. This skill it is good at university because help students to have a conversation with his lecture, to discuss about any topic, but the most important to develop their knowledge step by step through the oral conversation. 
Each student must speak effectively with his classmates and his lecturer. When students understand the lecturer, they can analyse the subject that was presented. After that, students have ideas about what was talked about in class and they can do their homework successfully. Due the communication at the work, employers can create a stronger team, improves productivity, and help to build a positive working relationship.
     	 I need to improve this skill because I want to speak freely about any topic, therefore I use PDP (personal development plan). I can improve my weaknesses starting from small and simple things: reading books, watch educational films and the most important to speak with smart and capable people from which I can learn something useful.







Problem Solving
[bookmark: _Hlk37368865]Problem Solving- process to finding solutions for a difficult issue.  Problem solving is the process of comparing two opposite terms: evil (problem) with good (solution). Creative thinking is a key element that opens doors to more solutions. In the 21st century, problem solving is an indispensable skill that employers must know how to find good solutions. 
 	 Problem solving it is important for students and employers because, these problems make them powerful with a strong character. It is good to know that at least 2 people need to contribute to the process of solving a problem. In addition, this influences faster to find a good solution with long lasting effect. There for each member must come up with as many ideas as possible, and in the end, gather all the ideas in one place and build a best solution to overcome failure
            According on this topic, Olivier et al. (2017) disclosed that they have elaborated a plan for solving the problems at the distance by analysing the quality and using surveys, tests, observations, and think-aloud protocols. They say that for a group collaboration it is really important negotiation, coordination and common knowledge. In the process of negotiation and coordination the team members achieve an agreed upon solution that is ready for performance. The purpose of negotiation and coordination is to specify objective, divide the responsibilities supervise synchrony among members, and produce common work (Rummel & Spada, 2005). 
          I have this skill because until this age I had many problems that gave me a lesson and quickly matured me, but I always solved it because I had a plan.  Albert Einstein said ''I Would Spend 55 Minutes Defining the Problem and then Five Minutes Solving It''. From this quote I learned   make a simple structure after which to solve my problem
 Firstly I think about what I have and after what I want and then begin the multi-step procedure. I start to clarify the situation: define goals, collect the information about problem and identify challenges. After this procedure I will analyse and choose the best solution that would solve my problem. I am proud that I have this ability, but I am always ready to renew it with new tricks to get an effective problem-solving.
  	
Time Management
	Time Management- is a technique skill of keeping time under control and increasing facility of usage the time for assignment realization. Time management suppose certain control over amount of time which is spent on special types of works, increasing thus productivity and quality of a product of activity. García-Ros (2012)
 	This skill is good at university and workplace because, here the students and employers become more responsible on their own time. Students learn how to set priorities for learning about their future career and passing exams, and how to use the time effectively for every task. Employers learn how to distinguish an important thing from an urgent one due of the ''Eisenhower Method'', and how to establish objectives and priorities.
		 Eisenhower methods is a time management process to explain the priorities of day actions. The method consists of four squares "Important" and "Not important", "" Urgent "" and "Not urgent". To administer this method, it is necessary to share the actions according to their importance and urgency. important and urgent actions are really important and obligatory squares and do not need to suffer procrastination. This method helps employers to do their job properly and have positive effects. Thus, they put in the first place the important things that must be done today and exclude the unimportant and unurgent things.
 	 I need to improve this skill because I cannot offer priority to important things and I always start more things once. However, I learned about how to use the Eisenhower Method and now I know how to make a plan in which to differentiate the important by the important things and start with the things that cannot be delayed for another day.
 I create a list for each day and week in which I write all the things that I have to do until the end of the day and until the end of the week for my personal development, such as: I work for the assignment every day, I read a book, I watch an educational film.



Leadership
Leadership is one of the most responsible skills that guides and leads by example a group of people through communication and conviction towards fulfilling their tasks. The role of leaders is to assume the own responsibility on the employees and convince them to aim for the same goals, but after his visions. Theodore M. Hesburgh said ''The very essence of leadership is that you must have vision. You cannot blow an uncertain trumpet.''
 	Leadership is very important for the workplace because this action stimulates the work and improve the quality of business due the major changes. In order to keep and to efficiently compete is necessary of more leadership and more changes. Furthermore, vision and the motivation to lead helps the leader to reach the peak of creating the most successful company.  Raducan, R. (2014)
The leader must always have a second backup plan, in case something happens, and he must know how to overcome the situation without much harm. That is why, at the university students learn to think critically in any situation and to solve problems, to speak clearly, to be creative and positive, to team. These skills are needed for a leader in the workplace to easily lead a team.
 	I need to improve leadership skill because is very important for my future plan to become a businesswoman. I am aware that this ability is full of responsibilities, but nonetheless I want to take it and move on. During this term, I learned that this ability depends on other equally important skills such as: communication, critical thinking, time management.
My weaknesses are to communicate orally in front of a group of people, but I have planned to overcome this situation. I proposed that by the end of this course, I should have a very good communication, so every day when I look in the mirror, I try to communicate with myself and face my fears. This exercise helps me develop body language, interact with the eyes and gesture with the hands.





Writing skill
Writing is a form of communicating a clear message to someone in writing structure. The writing process allows students to enrich their vocabulary, to write the words grammatically correct and to be understood by the lector who controls their work. Sir Francis Bacon said "reading makes a full man; conference a ready man; and writing an exact man." 
The rules of grammar and punctuation, if not respect to, may significantly change the message of the student. The same is true of vocabulary, if the wrong word is utilized, the import of what the student is trying to send will usually be diminished. Therefore, writing may contribute to making people "exact" or "precise" in their actions.
This skill is good for university because students must know how to write a correct and grammatical assessment, but for this they must respect the rules of efficient writing. The rules for efficient writing that students learn during the course are paraphrasing, excluding contractions (can't, don't ...), use of simple words, use the strong verbs. Considering these rules, the student can successfully make an efficient writing and also to write the assessment.
Writing skill is also the useful skill in the business world, because one of the responsibilities of the managers, is to write correctly and with professional words different emails to employees, files, etc. That is why the rules listed above are also valid in the workplace for managers, to take them into account and apply them in practice.
I need to improve this skill because I do not write the words correctly grammatically. At the beginning of the course, I had no knowledge of paraphrasing, strong verbs, but now I can apply these rules in practice. However, I still need to improve this skill so I can have a better writing.






Conclusion
This report analysed 5 academic and employability skills such as: communication, prob lem-solving, time-management, leadership, and writing. These professional skills have in common the fact that they are useful both at university and at work. They depend on each other for example with the help of writing you can develop vocabulary and oral communication; to be a good leader you need to know how to manage the time correctly and with use, to be creative in finding solutions to a problem.
Firstly, communication is one of the basic elements of a student with the help of which he can have an extensive discussion with the lecture or with his classmates. Secondly, like communication, writing is a key element that is based on punctuation, grammar, paraphrase and aims to convey a clear message in written form. Problem Solving is a mental and psychological ability related to critical and rapid thinking in finding the most effective and long-lasting solutions.
Leadership is an intellectual ability that includes several basic skills (writing, communication) and involves a lot of responsibility on a group of people, but also creativity, vision, and motivation that all together make up a successful leader. Time management is a fixed ability by which students and employers create a sketch or plan that notes the important things to be done over a period, prioritize the essentials and manage time with use. These skills are strictly necessary students and also for employers to be successful and to achieve good and long-term results.
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