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Introduction

The importance of academic and employability skills is much more and
has been increasingly more important for the past few years.
Currently even if you are a student or you are in employment it is very
important you have some basic skills like communication, time-
management and decision-making skills. All these skills help you as a
student and employee in your place of work in other to ensure
success. In the employment world employers always want to employ
graduates who have good employability skills, and it seems that these
days employers pay strict attention to employability skills. As a
graduate it is very important to have a good employability skill as this
will make you more desirable in the employment word amongst
various employers. communication, time-management and problem-
solving or decision-making skills are the most important and highly
recognised skills and also one of the most vital attributes of a
graduates most possess in other to enter the employment world.

Communication

Communication refers to the process in which two or more people are
involved and a message is delivered and received between them.
Communication is an important part of a student’s routine Life.

Whether in academic or in workplace, teachers or managers give
direction to the student or employee to make plan for a project and
then the student follows them, or the employees convey such
information to customers. communication ability is one of the most



important academic and employability skills which is necessary for a
graduate to have in order to ensure success especially when he or she
enters the employment world in later life. Both the academic and
employment works are usually a source of conflicts and tensions,
many of which can be avoided by making use of effective
communication. Effective communication/good communication skill
improves problem solving, as there is a greater capacity for dialogue,
problem solving is done more smoothly (Hargie, 2011).

It also promotes creativity in the academic and work environment,
because there is not so much fear or pressure to receive a negative
response to new ideas (Mulder, 2017). Greater optimism when facing
projects is another good aspect of communication skill. The good
learning and work environment improve the mood of the students and
workers (Doyle, 2016). With effective communication skill, and it is my
own experience, | am able to increase concentration while studying
that will definitely help me in the future employment. As there are no
personal distractions within the learning environment, it is easier to
concentrate on my study. Another benefit is that energy is not
consumed in negative thoughts, suggesting that negative thoughts
resulting from negative communication consume a lot of energy,
getting rid of them will improve my overall performance and
productivity (O'Neil, 2014).

| feel that my communication skills are not satisfactory enough. | have
read some books related to employability skills to help improve my
communication skill. | would like to discuss some effective
communication areas where | need improvement.

To develop my effective communication skills, | must take into account
a number of things that can help me be more better and relieve
tension in some critical situations during my study and this
improvement will ultimately assist me later in the employment world.
First of all, | need to think before speaking and avoid speaking too
qguickly as a reaction to something and listen carefully to others who



speak to me. Speaking and listening are two important areas where |
need improvement. It means that | need to pay attention to my
nonverbal communication and the tone used by me when speaking,
many times it matters more how we say something than what we say
(O'Neil, 2014).

Between 60 and 80% of daily communication is nonverbal and what is
not spoken also speaks for you at work (Parson, 2012). In addition to
proper speech processing, non-verbal components are necessary for
efficient message transfer. Proper body language is necessary not only
for conversations, but also for presentations, interviews, exhibitions
and audiences (Segal, 2015). We refer to the correct body language
when it corresponds to the voice message that we transmit. Its good
use will allow me to confirm the message, be clear and understand.
although the words that we speak is very important sometimes their
true meaning is revealed through our body language and tone of
voice.

| also need to differentiate between the ability to communicate
verbally, nonverbally and digitally. | must be able to properly voice an
opinion as well as know how to defend my strengths as a student and
in future as an employee. Regarding the digital world, | have to have
the digital communication skills as well because it is very important
skill and requirement in modern day companies and possibly in many
situations when you have to communicate with email, text etc.

Time Management Skill

Time management is one of the main pillars of performance and
productivity, whether in academic or in the professional world. It is a
managerial skill consisting in the proper distribution of this resource
to develop tasks and projects. Using your time well is essential
because time is limited 24 hours per day and a life with the days
counted (Rao, 2010).



Each person is different another regarding their concentration
limit/attention span, their capacity and effort which they learn but
with constant practice and after years and years of practice, their
similar life conditions available rest time and other peculiarities, such
as the memory of each or the passion which can greatly influence the
ability to dedicate to some tasks and others (Morgan, 2017).

Therefore, the first thing you should do is to know yourself putting
into practice standard techniques and customising them, adapting
them, as they work for you, improving them and adjusting them to
you. The important thing to note is that effective task management
will ensure more free time and less stress (Marsh, 2012). Time
management is essential to fulfil my academic tasks, at least with the
most important ones, knowing how to distinguish between the
accessory and the urgent or priority (Hepworth, 2010). For this |
always make effort to have a good capacity for planning to have self-
discipline and knowing or having awareness of how far my capacities
can go so as not to go beyond my capability at a given time but staying
within my capability.

Time management for efficiency is very important. Therefore, it is
necessary to always know your schedules and stick with them
according to an established plan to achieve the necessary standards
of effectiveness, productivity and quality (Hepworth, 2010).It is also
important to differentiate between free time and your busy time and
during your free time you should try to relax and forget the clock so
you can clear your mind completely and enjoy every second without
knowing what is really happening (Rao, 2010).

Time management is very important to my study because when i sleep
try to be forget my academic worries so that the next day i can
perform all my academic tasks very efficiently.

| need to improve my time management skills so that | can do all my
work tasks efficiently and on time. Time management requires



strategy and technique. a strategy is needed when we talk about
short, term and long term. When we are planning for long term we are
supposed to think ahead into the future and planning long term
usually means that we are looking for goals and objectives. After that
the next step is to recognize what we need to do it in a timely manner
to apply these approaches. When planning and scheduling work the
stages we implement and recognise these approaches are very
important and we must continue to remain self -disciplined and stick
to laid down approach to get the best result.

After developing a strategy, | continue to adhere to the tactics we
already know what we want to achieve we must now determine the
steps to achieve it. we must include in our agenda essential material
for time management. For example, the exact times, the month, the
day and time when they should be completed.

Decision-Making Skill

Decision making is an important skill in the workplace and is especially
important if you want to be successful in your line of work. If you as a
manager decide who to hire for a project or which strategy to use, the
ability to make the right decision with the information available is
important (Finch and Fafinski, 2014). It would be easy to make
decisions if there was a pattern to follow or that could be used in any
situation, but it does not exist. Each solution presents its own problems
and each person has his own way of solving problems. So how to avoid
making bad decisions to a strategy to a good decision making is
necessary regardless of the type of decision to be made (Marsh, 2012).

Making decisions is important for many reasons, but one of the most
important is that this is a path to progress that | have really learnt. If the
decision is successful or not, I have to learn and profit from it.

Problem solving and decision making are fundamental elements of
leadership work and success. It is no exaggeration to say that these
basic human skills determine who we are and allow us to grow. Every
human effort requires someone to overcome difficulties, make a



decision, bear the consequences, and keep control of changing
circumstances (Rao, 2010).

Every leader needs to have a good decision-making skill in order to be
able to lead his or her people. For example, the decision for the former
prime minister to call for a referendum seemed to have been a bad
decision making for him at the end. Though it seemed to have been a
good decision making at the time of calling for it, but it later resulted
to be a bad decision making which led to him resigning as prime
minister. This lesson is important as most problems persist and
sometimes decisions do not go in line with the way it was might to be
and situations like this makes some people afraid of making important
decision due to fear of failure. The importance of making good
decisions and solving difficult problems is paramount and can never be
over emphasised. And even though we know how important decision
making skills are there are some people who will never want to be in a
situation where they will have to make a vital decision for an important
matter or issue because they have this notion that they do not have good
decision skill making, but that narrative can be corrected if they work
on themselves to become better in decision making.

Conclusion

| have presented and discussed the academic and employability skills,
including communication, time-management and decision-making
skills by summarising all the important aspects. | found that i still need
to develop my ability to relate and maintain effective communication
skills which is essential for proper performance at work. Regarding
time management skill, there is also a room for improvement as the
ability to manage time well at work is necessary because the modern-
day employers value this skill in their workers. As far as decision-
making skills is concerned, | feel that although it should be improved,
my decision- making ability is overall fine.
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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.

Personalised learning

At school and university, knowledge is valued in itself, and learners’ success is measured purely in t
test scores. But in corporate language training, the gold standard of mastery is not a final exam, but the
le.arner's use of the target language in real work and life situations. Here, success means something
different for each learner. This makes it extra important for the content and activities in corporate language
courses to be personalised learning which is tailored to the individual. For this, we need to understand not

only each individual learner’s training goals, but also their unique learning style.

erms of

For a training course to really succeed, both learners and trainers need to take learning style into account.
For the last century, discussion around learning styles has mostly focused on the senses. We have been
categorised as auditory, visual, reading-based and kinesthetic learners. This notion has been popularised by
Dr. Neil Fleming, who developed a 16-question test which learners can use to figure out which category
best describes them. On the plus side, this framework has contributed to the diversification of classroom
activities in recent decades. Typical classrooms now incorporate audio and video content and task-based

learning, in addition to traditional “textbook” material.

However, the theory or sensory learning styles has also been repeatedly “debunked.” Current research
suggests that tailoring activities and materials to sensory preferences is less important that choosing the
sensory mode best suited to the content. As Olga Khazan in The Atlantic Monthly points out, “most of the
tasks we encounter are only really suited to one type of learning. You can't visualize a perfect French
accent, for example.” Howard Garner, in his theory of Multiple Intelligences (MI), argues that the mode of
sensing information is less important to learning than the ability or “intelligence” needed to actually

process that information once it has been sensed.

Both Khazan and Garner advise that we should drop the notion of sensory learning styles, and instead
personalize learning as much as possible. For Gardner, this means to “learn as much as you can about each

student, and teach each person inyways that they find comfortable and learn effectively.”

Date: |Gflllw(9

Lecturer’s signature:

1|Page

Scanned with CamScanner



7#
be SchwolL anc umuﬂ»mlf“lkwww@ s Whed 10 psly and

' WA
|ecanes suces s Veasules ‘vai\l :\ ﬁlﬂn;b 9 ,[i:;suc::;, RY ,l—wa]d:

7 Cot poc e lﬁ”ﬁ““f Wsiﬁ uﬁ"— sitvaho . Thes makes (& ethm Warw::a
(anqufe N feal Lok Lanquade CourSes o oo @

oeale
leat and achuihes b corg .. e ().
?’;a%w‘go‘\w\_ch RS ,kzulof(é 0 The tr\.cL!.Ul.cLU“' ﬂ/ s au&l?““j/

A oc\Sed
For T Last Cent we hatte WE2" o Sonam hos 0227
e ¥ Y-S Krljﬂ-BMCa Learnecs ‘T ‘Z_ peshien 4e st e |
\li5 02 |) Teadingbagel a s daeloped @ [6-9,
popularmsed by pr-Nal Flem 13/ Careacty 0EPE
ure OUVY hhich ‘?ﬂ i g
lesidat: Con, 8- TS ?\(g deo nlent and +as ‘
Clagstom now inlsfgale dod\0 a;»a ui( A‘
addiion bo  bodihena [ ek bodk” maserwal- s achuihes Gad “’_‘iki'f—’—
e.seacth oq4qes Ao pzilon
csere : (?Eq}f \M?mf\‘-"tkﬁf\k Chavsing T é’e"f:”} ”‘d‘(—:‘/s
. The ctlaahc monlht porn
esY Suted toThe b ks ggmrm;?q }za “ o e ?Nz 3 i OI—% “
(mosY O Tha Pasks e EMCOTLE oy e urettqen e (ML ) acques T

] R B =5
‘ L Legs lmps{an Ao L&arnzj Mes
‘\17\"2— Mmod & o’,F SeAsqi3 mwmﬁa’l l A @k imfufo""' [ %} |
Gaut o lalengence” nceded b0 Cechmlly proce™ .
o S ’ﬁ;ts meenS “learn a3 pach 4> k'\m cawi—n“"":u Grd lej.-a" ’

@m.;::: [Z;M,x-aach pac pesen 10 was tedh A T2
/
thﬂl'f{

Chood, Menvnad SluR Sl

QJ@;/— (612209

A

Scanned with CamScanner



&Y Trinity Saint David Academic and Employability Skills - BMSW4001
‘.‘,h LONDON Term 1 Gufg
, In-class exercise 1: Paraghras;nyjjgci 2019)

Student Name: MUS %G‘f-vf\’pkﬁ Student ID: IQD%’\;%H

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. it will be returned
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Ex.1 Write a paraphrase of the following passage .
| F { )

Chocolate has always been consu:lered an affordable Ilttle luxury, associated wrth 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 Iimit abusive practices.

rzm dble o ajpd lte WL ke Oaclate ey

& cnanmass LS| Comence  p (elosEhon; so Thene
e heatftare  loss 4 CeMpiohar, 0 200] —thod—

(Coron  Foroductat & (or org Cois)l Where Iwn:htf
e dihaved ol (Tl dlale  Labwr pofh 1R

Aot g, Chowlpit Gmtferdes Grd Congupens (o

Jﬂmqo&w’m wadert  ed de, USA g
I X18 £ Lalslaron  maeng e (ampllsey it fr Chotlede
Dodwn CoMpeny ks g perrerd= Ao Perrit— LL Aoy
Gt 1o peollute dodolede (& tay Oid  'Shaw "fhﬁp}«
Hror  Uodlabe k”ma&;oﬁm\ oAs fdoo from Lo A

@raci[_clomf bu (abedtn)A ' Aoy &mm’ Helbe — L.agwr&&~

e Onadiele chﬁﬂ’w 0gretS fo an WAern drnea |

ool Anagx LWL gk @@ow N2 i &

oy UAS G e hes B .af(’_\ir__)ffi(_‘: l\?rf-ﬁh(;e&. s

v i) -'lj i

Lk & B
y kol

it o)

Coood.  Aoradueitiue N
% iJ Q |

Lecturer's comments:

\ | 3
C)Q’lL/ Date: 1\\ \\\ L0\%

NﬁllPage

Lecturer’s signature:

Scanned with CamScanner



Trinity Saint David
LONDON Term1

_ In-class exercise 1: Paraphrasing (Oct 2019)

% UnSYERIFHCE holes Academic and Employability Skl"S - BMSW4001
)

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.

|

1) There will be a few changes around in the office. (announce)
The boss _invigo O\ i A3 r (eshuchdin the office.

g

2) He doesn't write to me as frequently as | wanted.

lwish_ho OId L s{le bopme (“MULG‘J(L“I ha

3) We were concerned about her health.
We had some R

4) You weren't careful, so you made so many mistakes. (had)
'f,- - — M)\ : ; S0 many mistall<es.

T i) o r
¢k ) ) ) | | ) ! A } |

'5) The counc1| cut fundlng so we could not prowde free parklng ; 5
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6) His proposal was a failure as'it was too Jcheore’cu:al (rehed)

His proposal - g 4 Kis Moy B ¥ ES
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1 7) It was Mary who stole money. | 9 by '
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" students. |
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10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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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).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, assomated 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 Iimit abusive practices.
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