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Introduction
The aim of this report is to analyse my own academic and employability skills. The skills that I will be analysing are Communication, Time management, Teamwork, Problem solving, Paraphrasing and Summarizing.  Most Academic skills are used when studying in university and employability skills are used at the workplace. Academic skills help students in becoming a more effective learner at university and employability skills are several skills employers look for in their prospective employees, these skills make employees ‘employable’. 























Communication 
Communication is the act of sharing information amongst 2 or more people, this can be done by speaking face to face, body language etc. Communication skills involve listening, talking, studying in addition to understanding. Communication can also be defined as the skill to exchange thoughts as well as experiences. It also means sharing ideas with one another, communication is an Academic skill as well as an Employability skill.        
Communication is needed in the workplace as an employee would need to communicate with co-workers to discuss certain aspects of the job they are doing. It is important to communicate with fellow co-workers in order to build trust, it also enables employees to work effectively resulting in high revenue. 
In the workplace communication is a vital skill that is required by employees or workers for them to do their job properly, work in a team moreover understanding their consumer too.                                                            According to (Small Business Chron 2019), good communication skills are significant in any workplace as without this skill there will be poor performance, conflict amongst co-workers in addition to shortage in revenue.
 As emphasised by Sharma (2019), communication is an important skill needed for students at university as this skill will enable them to go further into their studies, increases their knowledge and career development it is also needed to understand the lecturer properly. Communication skills are valuable when making new friends with classmates, it builds trust and provides a better understanding of one another.
Students at university will meet different people from different backgrounds this gives students the opportunity to communicate with a diverse range of cultures and beliefs, therefore allowing them to increase their learning.
Having good communication skills at university equips students for career progression in addition to better prospects. This will in time prepare students for the workplace as communication is a fundamental skill that is needed.
I believe I have good communication skills as I like to learn about new ideas and make new friends. I like communicating with different people from all backgrounds as I find it interesting to learn about their culture as well as sharing knowledge with one another. 
I would like to improve this skill as I think that at times, I feel a bit hesitant to express my opinions on certain matters, I feel this is holding me back in really showing my potential.
Time management
Time management is the series of actions taken in order to increase efficiency. It allows you to get tasks done in a short amount of time without causing undue stress. When it comes to time management, you should always prioritise.
In order to achieve good time management at university, students at university need to prioritise what is the most urgent task they have along with what is the least important as time management is one of the most important skill a student can have.  Being organised in addition to setting goals is essential for students at university, this can help students relax a little without being so stressed about deadlines.
Getting the most important task accomplished first enables students to do other things without worrying about less time. Prioritising which task is the most important then getting it done is key to time management. When saying ‘most important’ students are already prioritising even if students do not grasp this as they are already thinking about what the most important task is that they have, Morgan (2017).
Time management is also a skill that is good to have at the workplace, it allows employees to perform their tasks smoothly without exerting themselves too much, (Mindtools 2019).
Employees should have this skill as it will help them perform better at work, arriving late for meetings is not a good look. Colleagues will not appreciate being interrupted at meetings when an employee walks in late, this can in turn have an effect in building relationships and trust at work. 
Time management can make employees feel more relaxed, in control as well as being more focused on the tasks they need doing, (Nhs.uk. n.d.).              Employees should dedicate all their attention on the crucial tasks that they have, being aware of time will end in self-development and accomplishments in goals.

I believe that I have good time management skills, the reason for this is that if I have any appointments, I will make sure I set an alarm to wake up early. I like to get most important tasks out of the way first then focus on the less important tasks. This really helps me relax more and I do not get stressed out. I like to set my main priorities first; I also like being on time for university being late would stress me out. Having said this, I believe I can improve this skill as I’m always looking to gain more knowledge and skills that can help me in the future.
Paraphrasing 
Paraphrasing is when a student takes another person’s written or spoken words and re writes it in their own word but making sure to keep the original idea. Paraphrasing is an influential listening skill that involves understanding, when a student paraphrases in their work they are showing their lecturer or reader that they understand the words from the original source.
It is essential for students to know how to paraphrase for them to avoid plagiarism. It takes serious thinking for students to paraphrase someone’s work and then put it in to their own words, if students do not give credit to the original source, in the end they will be dishonest to themselves as well as being suspected of plagiarism. Students may get the mark they need but not the knowledge or the skills of paraphrasing, (Carrigan, 2016).
I believe that I am good at paraphrasing, I have done an in-class exercise which has helped me develop my paraphrasing skills. I would like to improve a little more on paraphrasing as I struggle with it at times.

Summarising
Summarising is classed as an academic skill; it requires students to take a part of a text or paragraph and shorten it making sure to add key points in addition to keeping the main ideas. Browsing and checking are essential skills needed in summarising, at first students should analyse the text to see where the main points are, looking at the topic sentence will help in finding the main ideas. (BBC bitesize, 2019). The main idea should then be broken down then written down shorter. Summarising saves the individual reading time, as it leaves out the unimportant information by only concentrating on the main points,                                (Business dictionary 2019).

Summarising is a good skill for university students to have, it shows that the student understands what they are writing by adding the main points then leaving out the irrelevant information. This skill is very useful when students are taking notes at university as well as looking for information for essays.

I have basic summarising skills as I believe I have not yet grasped the idea of writing down only the main points, I find it easier to summarise when I am talking to someone. I have done an in-class exercise in summarising which has helped me a little bit in understanding the concept of summarising. I would like to improve this skill as I believe it will really help me in my studies at university.

Problem Solving
Problem solving is when a person can solve problems in an effective and well-timed approach. It means being able to identify and define the problem, then going on to evaluate, discuss and implement the best solution. Receiving feedback and replying appropriately is also an important aspect of problem solving. (Cleverism, n.d.). Problem solving is an important life skill that is beneficial at the workplace as well as university.

Problem solving is required at the workplace as employers want their employees to be able to solve problems should a difficult situation arise. Employers want employees to handle the situation effectively, calmly then sit down in a group or on their own to identify a solution. Problem solving is a good skill to have at the workplace, employees should first observe the situation then find out what is wrong, employees should then seek for different alternatives after that they should choose the best strategy to solve the problem. This is one technique that is widely used to help in problematic situations,          (CareerBuilder 2019).

Problem solving is also a skill that students in university need as they may face different types of situations, it shows that students can take accountability for their own education as well as take charge in solving problems, discuss options, then settle disputes by using their thinking skills, (Teachervision 2007).
Problem solving is a skill I am relatively good at. I have been in various problematic situations at the workplace as well as with family and friends where I have looked at the situation and found a resolution to the problem. I believe that I am a quick thinker as I do not get excessively sensitive when faced with problems. However I am always looking to improve, at times when I am faced with problems at home I do get a bit stressed but that is something I try to control as I try not to let my emotions take over my thinking.


Teamwork
Teamwork is a collaboration of a group of people with the same aim. It requires cooperation in order to achieve the goal, the ability to encourage others as well as interpersonal skills such as motivating, advising alongside translating, (Target Jobs 2019).
Teamwork is an important skill that organizations look for, being able to work in a team shows that employees like to interact with colleagues this motivates employees to work harder as well as support one another. By working together in a team, employees show that every gain and loss will have an influence on each team member each employee has liability for the team’s overall achievement, it also builds trust alongside solid connections with colleagues, Dave Mattson, (2016). Each employee will have different skills they are good at, putting employees together to work as a team helps share abilities as one employee may be good at something where as another employee may not be good at that specific skill but they excel at a different skill, this is one thing that makes a strong team. 

Teamwork is also a skill that university students need; it enhances social skills as well as self-belief. Students who work in a team at university will gain the knowledge as well as skills required by employers when they start to work. A good team worker will try to listen to every team member’s views or ideas, working together in a team is beneficial for students as students can gain knowledge from another. At university students will be required to do group discussions or presentations, this involves working together as team.

I consider myself as a good team worker, I like to work together in a team and share ideas. At university I have done my first group presentation, I worked together in a team with 4 of my fellow colleagues. We shared our ideas along with group discussions. There is room for improvement having more group work will help me gain more confidence and in turn give better presentations.





Conclusion 
In conclusion to this report there are many employability skills as well as academic skills. I have touched up upon a few main skills required as a student as well as in the workplace. Communication is a vital skill needed for employees as well as students, this skill builds trust amongst one another without communication every aspect of the workplace would fail along with students at university who will fail in gaining any knowledge or building relationships. Effective time management requires prioritising this is key in time management, once students or employees have mastered this then they are on their way to being an effective time manager. Paraphrasing and summarising are two skills that students will need at university, understanding the text they are reading from the original source then putting it into their own words, writing and researching will help students immensely. The last two skills required by employers as well as necessary for students is problem solving and teamwork, working in a team will help employees gain knowledge also have an effective result in the task they are working on. Students who work in a team are preparing themselves for their career, teamwork helps gain self-confidence.                                                                                Problem solving is a good skill to have at work as well as at university, good thinking is needed to be a good problem solver. I have few of these skills, however I would still like to improve on some of these. 
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
t0 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).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The

chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Re-read the text ‘To be a great leader, you need to start by leading yourself on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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