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Introduction
The purpose of this report is to analyse a few of my Academic and Employability Skills from which I have studied in my lectures as well as in day to day life. The topics I will go into more detail and evaluate are time management, communication, team working, problem solving and decision making and paraphrasing and summarizing. I will be writing about what they mean, whether I have the skill and if not, how I can improve on the skill.
Most employers do not look at qualifications and employment history, they are more focused on the specific employability skills someone has.
In times of high unemployment, employers have more choice of applicants and will favor those with well-rounded employability skills (Employabilityskills, 2019). 

Time management
Time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension (Morgan, 2017).
Time management is an important skill in the work place, at home and in studies and if managed correctly then a huge amount of work load will be completed in a shorter time-span. This skill also shows people that you can be relied upon and that they have the assurance that you can get tasks done without being chased up. Time management is a important skill within the work place and whilst studying because it is essential that tasks and assignments are completed on time.
Using the SMART method to set goals and track your achievements will bring structure and show you if you are able to achieve them in a time efficient way.
The SMART method consists of: 
S - Specific (What is the goal)
M - Measurable (Time to complete the goal)
A - Achievable (What will I need to do to achieve the goal)
R - Realistic (Is the goal realistic and worthwhile)
T - Time-related (Set a time-frame)
Acknowledging your goals will help you prepare for them better and help you focus on how to achieve them. Learning to manage your ability to use time well will not automatically give you success as a student, but failing to do so well will make passing your courses difficult (Morgan, 2017).
Time management is an integral part of my everyday life. Since being young I have always planned out how my day will be in advance of the day approaching by doing so I feel organized and ready for what is ahead of me. If by chance I happen to not plan out my day and manage what needs to be done I seem to be in total chaos and I feel as if my day has been wasted. I like to manage my time by writing things either physically on paper or I have a list in my mind in the order of importance this helps me get things done in an efficiently and timely manner. My personal way of time-management can be related to Eisenhower’s principle for time management. Eisenhower used an “urgent/important principle” to effectively manage his time. This principle helps prioritize actions by urgency and importance. Eisenhower recognized that great time management means being effective as well as efficient (Chaneski, 2017).
[image: ](Mulder, 2017)

Communication
Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. (Griffiths and Dunham, 2015)
Employees and students spend each day communicating and conversing, whether it is by phone calls, messages, emails and so on but what is essential within these forms of communication is that we are clear and concise when we do communicate. This is where the seven c’s of communication are vital.
According to the seven Cs, communication needs to be: clear, concise, concrete, correct, coherent, complete and courteous. Education executive, (2017)
I have been using the seven c’s within my daily oral and written communication process to increase my skills and understanding of effective communication skills and I can say this has improved the way in which I communicate effectively. 
I believe communication is a big part of everyday life, as it is a resource, we have to use daily. Without having communication, we would all be totally lost. My communication skills I would say are up to a sufficient standard but there is always room for development in every aspect in life as no one is perfect. Communicating each day is a skill that is always in progress as you learn everyday and pick up knowledge of the way in which communication works through the different types of people who you meet everyday whether its through studies or work or just in a casual setting. 

Team working
A team is a number of individuals working as one to achieve a particular goal to which they are all mutually committed. (Morgan, 2017)
Working in a team can most definitely speed up the work progress and with many minds at work together it can also create better ideas and thinking. Communication is also improved whilst working with other people this then creates better relationships to work in a team together.
Individuals who affiliate with groups and earn to cooperate with others increase their chances of solving shared problems and meeting personal needs (Qin, Johnson, and Johnson, 1995). 
Team working is something I enjoy and I like that it gives a group of peers a chance to interact and communicate their ideas and thoughts by working together. Working together not only encourages you to better your own communication skills but also you gain knowledge and understanding of how other people communicate on a daily basis. 
I am happy to work within a team and I am also capable of working by myself but I find working with other peers does come with a few advantages and disadvantages. Whilst working within a group or team I feel that everyone needs to provide input and work on the same level and understanding as each other, however sometimes this is not the case and the work in hand is left for half of the group whilst the rest of the group seem reluctant to contribute towards any work. which then becomes frustrating for the other members in the team and can lead to conflict between one another.

Decision making and problem solving
Decision making is the thought process of selecting a logical choice from the available options. For successful decision making, a person should be able to predict the outcome of each option and then be able to decide which option is best for that specific situation. (Business dictionary, 2019)

Problem solving is the process of working through details of a problem to reach a solution. (Business dictionary, 2019)
Decision making and problem solving is an integral part of everyday life as whether we are at home or work, we will always be making decisions and solving solutions.
Learning, understanding, and applying critical thinking and creative problem-solving skills can improve the quality of the decisions that mean the most to us. (William, S. 2002)
Decision making and problem solving are important skills for everyday life and in the work environment, these skills are of high importance for people in leadership and management. Decision making and problem solving are both linked together, for a problem to be solved a decision will need to be made.
Decision making and problem solving is something I tend to waiver on from time to time. Sometimes I feel as though I am capable and confident in making the right choices whereas other times, I feel quite unsure on how to solve the problem. I tend to either look-up my problem or ask someone for advice. 
Whilst in a working environment I am able to make decisions and solve problems promptly in an able manner but decision making and problem solving in my day to day personal life seems to be quite a struggle, this may be due to the fact that once I have made a decision, I know I will have to stand by this whether it is a good choice or a bad one. 

Paraphrasing 
Paraphrasing is a restatement/rewording of a paragraph or text, in order to borrow, clarify, or expand on information without plagiarizing. (Literary terms, 2019)
Paraphrasing shows that you have understood the text and then were able to reword it into your own. Paraphrasing in the right way is imperative as the consequences of not doing so can lead to someone being accused of copying a source and not citing the source correctly or even plagiarism. Paraphrasing can sometimes end up being longer than the original source due to having to add a detailed description.
Key points to paraphrasing:
· Include key points and sub-points from the original source.
· Use own words or synonyms 
· Write a paraphrase in your own words and use your own sentence structure.
· Always cite a paraphrase.
(Inez, 2015)
Paraphrasing is something I used to get quite confused with between summarizing as they are both quite similar in aspects. I have often struggled with having to reword and finding synonyms in which replace certain words. In class work-sheets and lessons from my lecturer on the differences between paraphrasing and summarizing have helped incredibly in understanding and gaining my knowledge on the difference between both.
Summarizing
Summarizing is the process of taking a large amount of information from a source and creating a shorter version in your own word, which cover the main points. An example of summarizing is writing a few short sentences describing the main points in a book. (Yourdictionary, 2018)
Key points to summarizing:
· Use own words
· Look for key information/main point
· Ensure summary is shorter than original text
· Only include the main ideas of the text
· Include original source 
(Fergusson, 2016)
For me summarizing is a key skill academically, especially whilst studying and writing assignments as it helps you to gather the main points within a piece of text and then be able to shorten it to help you understand quickly in the future when referring back. This skill is also an essential tool for us in our everyday lives as we use this without even noticing or thinking, like for instance when we re-tell a story from a holiday or something we did during the week, we choose to only tell the highlights rather than explain everything from start to finish.
Paraphrasing and summarizing are both equally important as they both show that you understand a topic. These skills are also used together for assignment writing and these are two skills I found quite challenging in my younger years as I failed to differentiate between the two but have grown to understand and appreciate the use for them whilst returning back to my studies.
Conclusion
This report has analysed the way in which academic and employability skills contributes towards work and studies.
In conclusion all the skills discussed are critical to progress further and these are essential attributes in which employers look for in employees and are expected to have. Having the right grades and being qualified within a certain skill-set do have an importance but having good academic and employability skills are also of high importance as this is what employers will notice from the very beginning as this will tell them if you will be able to work within their company. Communication, time-management, team working are all attributes required for better performance and productivity.

This module has assisted me to further my knowledge and gain a better understanding on the specific academic and employability skills are required not just in everyday life but in a place of work the importance of the simple skills such as communication, team working and time management play a big role. 
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In-class exercise 1: Paraphrasing

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).

Student Name: _ NUiPUA  RBEGYWA StudentID: _ {81 % F66

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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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: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.

Edward T. Hall, Beyond Culture, Anchor Publishing1877, p. 219 ™
Paraphrase 1 cepta \Knacceptab[e

Reason: _(cacd  Shnucig e G §<b’\\—tzxgu.-’<\;i \ﬂ

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they

have aconscience ora soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 -@nacceptable

Reason: _(Coemch gcr\’rcz\ru\\oj L

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than.the educational goals that were their primary objective.

- Paraphrase 3 @p}?&ﬂe / Wta@ &

Reason: _eodt S.ey\-kc/v\c,uws and Stwche

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

—~—~Z
Paraphrase 4 - W @/

Reason: R2ad  Stackasre .
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In his book, Beyond Culture, Edward T. Halldiscusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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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 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 sim'plicity, 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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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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