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Introduction
The intention of this report to analyse Academic and Employability skills, how they are used in the workplace and university.
Skills that will be analysed are Time management skills, communication skills, decision making skills and problem solving. Academic skills are usually required at colleges, universities and schools, meanwhile Employability skills are mostly required at workplaces, business environments etc.
In this essay I will be looking at academic and employability skills, how and why companies must put in place individuals or employees, programmes and systems that have the means to potentially help the business progress and succeed. Therefore, these companies need to employ individuals with good academic and employability skills and other interpersonal skills within that sector.
Academic and Employability Skills
Academic skills are skills to help an individual/individuals achieve becoming more effective learners in the place of work or university. Having good academic skills can help improve solving problems, managing time, communication and can even help with making decisions. Having these skills can also help with progression of an individual, business or place of education. Employability skills are skills required in the workplace to create a more understanding and effective work environment where employers and employees can communicate better, as well as improving the relationships between the workers.

Communication
Communication skills are the most crucial skills one will need daily, whether studying or within the workplace. Often communication skills learned in the training environment are not always transferred back to the field so easily, in these situations' employers sometimes refer employees to further training courses in communication skills within their own company. Employers sending employees to further training courses in the workplace is great idea if the employer fells the to do. Also, this can help improve the relationship between the individual and his/her colleagues as well as the employer and even build relationships in daily lives.
In order to communicate successfully one must take the steps the several steps of communication process, for example the components of the communication process may include the sender encoding the message and selecting a channel of communication. The receiver being the person who receives and decodes the message. Although communication skills are often classed of as ‘soft or interpersonal skill’ they are very vital to a healthy and efficient workplace and or academic environment. When communicating it is crucial that the person or individual selects the right channel of communication ensuring that whoever receives the message can decode it.   
I have good communication skills because I find it easy when it comes to understanding people and situations or I make sure I understand what surroundings are in doing so it makes it clearer which necessary steps need to be taken forward towards solving the problem. This way higher chances of achieving effective and efficient is more likely whether in the workplace or university.

Time Management
Time management is being able to use one’s time in a more efficient and effective manner.it is very important to have good time management skills because it can help an individual get things done in a shorter period of time academically, in a place of work or in personal life. If a student/employee has strong time management skills it can help elevate their career be they are able to work quickly and efficiently.
Furthermore, in order to have strong time management skills the individual most be able to plan, prioritize, set goals and able to meet them, need to be able to communicate well with others and most importantly they must be able to manage their stress, managing one’s stress is not easy but time management is a way to divide time for the things they want and need to do.
In addition, it can also help one decide which activities/tasks are most urgent, for example what is your top priority? In other words what is more important to you, then you have tasks/activities that are least priority meaning not so important. Managing time, commitments and activities can be very hard. But in doing so can make an individual’s life a lot easier, less stressful and more meaningful. To decide how to better spend one’s time the person has to know and understand what is most important to them. It can help to make a list/lists of one’s tasks/activities for a day or week, then rate these tasks by how urgent or important they are down to the least urgent. One can also manage time by controlling procrastination and managing their commitments.
There are different things a person do in order to help control procrastination, which are;
· Knowing how to structure one’s time.
· Break up large tasks into little ones.
· Create short term deadlines
· Last not least avoid perfectionism 
It is important to have time management skills in university, college and workplace, because time management means getting things done that need to be done on time it can also help in elevating positions in the workplace.

Team Working
Teamwork is when two or more individuals get together to work on a task/project in order to achieve more effective and efficient outcome, this can be group presentations at university or projects in the workplace. Teamwork is more effective when different people come together with individual skills to try and come up with a more productive outcome. 
I have excellent team working skills because I work and communicate effectively, this is because I find other people’s ideas or views interesting, they are often different from my ideas plus I also see it as an opportunity to learn something new.
Working in a team/teams is also an opportunity to show that you are able to work with others share one’s skills and ideas without being threatened by other individuals. Furthermore when different people come together and work as a team achieving greater and more efficient results are more likely, this is because there are different aspects, perspectives and ideas all coming together as one to possibly create something that has never been created before, this can be in the workplace or university. ‘The essence of your team working skills is your behaviour.’ Morgan, (2017), page 206.
In addition, it is also important to understand that the way a team is put together is crucial because it is the key leading to either success or failure. In the 1920’s a system known as DISC personality profiling was developed to identify the different roles that individuals play in teams, then later in the 1970’s and the 80’s ‘team role theory’ was introduced. Research also shows that the development of a team will occur in different stages each of which can affect the way the members of the team interact with one another. Morgan, (2017). Page 210.
Problem Solving
Problem solving is having the ability to be able to solve more complex or unusual situations, problem solving skills are very useful in the workplace and highly valued by employers. This skill can also be useful in other aspects of life for example day to day decision making and building relationships.
Employers value employees with good Problem-Solving skills because, whether is in the workplace or university difficult situations can arise at any time therefore they would need an individual who is able to think quickly and work well under pressure. Reason being if a student or member of staff is able to think and work well under pressure, they are more likely to solve a problem. Having strong problem-solving skills can help improve an individual’s work life, academic life and personal life, this is because we as people face problems everyday it can be small, big, complicated, difficult, complex etc. Therefore, having good problem-solving skills are important.
I have good problem-solving skills because when a problem occurs that seems difficult or complicated first, I make sure I identify what the problem is, by identifying it make it easier to work towards solving the problem. It is also fair to say problem solving is something most of us do each day with little thought towards the process we use in doing so. Using established tools and techniques can help a person or individual improve their approach to solving problems that their team or organization may be facing. Such individuals will be more successful at solving problems and also as a result be more successful at what they do. In addition, they can even begin to build a reputation as an individual who can handle tough situations in a wise and more positive manner.
 
Decision Making
Decision making is having the ability to make important and crucial decisions, in other word making choices by redefining a decision also gathering and exploring alternative aspects. The chances of increasing the approach to a more satisfying alternative possible can be achieved by following the ‘step by step decision making process’. Using this process can enable an individual to make more thoughtful, deliberate and Important decisions by organising relevant information.
When it comes to decision making there are seven steps that can potentially lead to effective decision making
· Identifying the decision: This is first is very important because one have to be aware of the fact that he/she is making a decision. Also, they must be clear on the nature of the decision they are making or about to make.
· The second step is gathering the any relevant information: It is crucial to gather information before making any major or important decisions, gathering information may include both internal and external work. Information that is external you can find through word of mouth, on the internet, in books etc. Meanwhile, internal information may have to come from within the individual themselves.
· The third step is identifying the possibilities: as one gathers information towards decision making, they may come across different alternatives to different possible outcomes. In situations like this it is best to breakdown all possible and desirable aspects/possibilities. The way the individual is more likely to make more effective and efficient decisions.
· The fourth step is weighing/comparing one’s evidence: comparing/weighing the evidence means going back on the information one has gathered and coming to a conclusion on which idea/ideas might/may produce a more effective outcome. When comparing and exploring these different ideas the person might notice that his/her priorities towards other activities change, this can be based on either the internal or external information they might have found.
· The fifth step is selecting amongst the different possibilities: when all the information and evidence have finally been compared one can then come to a point of selecting which ideas are more likely to produce a much more efficient outcome.
· The sixth step is acting in other words take action: during this step the individual will be taking some positive actions by implying the different possibilities they end up selecting.
·  The final and most crucial step is analysing one’s decisions and the possible outcomes: this final step enables a person/individual to review all the different information and evidence gathered from the very beginning and the possible outcomes of different possible decisions.
       I have good decision-making skills because I am able to identify and keep separate my priorities from what is the most important to me down to what is the least important to me. By separating my priorities and identifying which ones are more important for me makes decision making a whole lot easier, effective and meaningful. When it comes to decision making, a person/individual must be very careful about the decisions they are making and how it can affect them either positively or negatively, this can take place at the workplace, university or personal life.

Conclusion 
       In conclusion to this essay I have broken down some of the most basic but valuable and crucial Academic and Employability skills and how they can be used effectively to help people improve their capabilities and relationships in the workplace or university/place of learning. Overall, I have provided four different types of skills that are valuable in both the academic and employment world. In this essay you will find the different types of skills I have defined. In addition, other steps have also been broken down in which maybe be helpful to consider when trying to achieve the best possible results using these skills.
      Also, you will find references and resources that my research is based upon. These references provided different ideas, perspectives and alternatives.
       I have concluded that if a person or individual poses and able to perfect all or most of these skills they may be more likely to perform brilliant, effectively and efficiently. Whether this transpires in the workplace or place of education in other words university, the individual is more likely to make clear and effective decisions in crucial situations. Therefore, these skills can possibly change a person’s life employment wise as well as work wise or even day to day life in general. Using these skills can also boost positive outcomes such as promotions at the workplace, opportunity for better paid and more stable jobs, such outcomes can lead to an easier and more complex lifestyle.








References

· Morgan, (2017), The Business Student’s Guide to Study and Employability, page 206.
· Morgan, (2017), page 210.
· Morgan, (2017), page268.
· www.businessdictionary.com/teamwork
· www.indeed.com/4typesofcommunication 


















[image: ]






[image: ]
image.jpg
R

e P Academic and Employability gkills (ACE) —term 3 i

LONDON BMSWA4001 '
RESIT

In-class exercise 1: Paraphrasing - ===

5
student ID/Group: ‘Lﬂ_wﬂ—\

will need to

Student Name. _mg_g/&ﬁ_\__,_____

Please make sure to fill the above correctly to enable us to emaii you the results.
Time allocated: 1 hour- please return your paper to the lecturer upo
include a scanned copy of this exercise in the form of an appendix toge

n completion. You
ther with you Task 1-

Ex.1

Write a paraphrase of the following passage

th others. Steve Jobs inspired his employees to

Successful leaders are able to meaningfully communicate wi
E tO new

strive for perfect hardware products. Jack Welch mentore
hos clearly to employees and the world. HOW can

tive leader? One study found that
d a presenter. That means

d the senior leadership team of G

heights. Jeff Bezos is known for articulating the Amazon et
kills in order to become a more effec
d for 55 percent of how an audience perceive
that the majority of what you say is communicated not through words, but through physical cues. As with
most leadership skills, receiving honest feedback from peers, managers and members of your team is
critical to becoming a better communicator. If you regularly solicit feedback, others will help you to
provement that you might have otherwise overlooked.

you improve your communication s
nonverbal communication accounte

discover areas for im

(an VY 8 A QL PA A M K v/ 1 Q& (
wWa O N b MO MM ar . cir «)‘U( J





image2.jpg
?;\' ® V . ’ term 1
Nl T : % Is (ACE)
t%@f Trinity Saint Das -~ Academic and Employapility skills (

€ oo BMSW4001

3 In-class exercise 1: Paraghfa.,__-g———-—-—s'“ - RESIT

O N
6/ 12 2019

DatBi et

Lectyrep’s signature:

ircling thes
Ex.2. pecide whether the paraphrased passages are acceptable or unacceptab|e by circling

correct answer and briefly explain why.

_Qr_igi_ru_aJ,S,Q!'_'C_e: Nobody called him Abe--at least not to his face--because he loathed 'the kanr?m:l.'oI:\tc:Iei
not befit @ respected professional who'd struggled hard to overcome the limitations gl and
background- Frankly Lincoln enjoyed his status as a lawyer and politician, and he liked money, gl |
used it to measure his worth, By the 1850's, thanks to a combination of talent and sheer hard ok, Lm-co 5
was a man of substantial wealth. He had an annual income of around $5,000~-the equivalent of many times
that today—-and large financial and real-estate investments. :
From: Oates, Stephen B. Our Fiery Trial: Abraham Lincoln, John Brown, and the Civil War Era. Amherst, MA:
University of Massachusetts press, 1979. p. 65

Paraphrase 1 - gCcepta ‘unacceptable
Reason: @2(}@ Yow bz N Poraton O ST quary L3 % 2 5

4

No one used Lincoln's nickname, Abe, because he detested it. It didn't go with a lawyer and politician who
had worked to get away from the restrictions of his country heritage. Lincoln liked his new position, and his
wealth, and used it to gauge his status. By mid-century, his skill and labor had made him a fairly wealthy
man. He had a yearly income of approximately $5,000 - equal to severai times that now - and hefty
business and land commitments.

"raphrase 2 - acceptable /'unacceptable

son: JHS Anances are /o7 Y\@CZJS‘J))'_UA 2 i

-; e middle of the century, Lincoln enjoyed life as a well-respected lawyer and politician, having acquired

in $5,000 a year (this translates to $87,500 in 1997 dollars [Derks, 2]), and had substantial
:ncial and real estate investments". As a consequence, he disliked being called Abe because of its
Ociation with his rural heritage. (Oates, p.65)

-

g /unacceptable

~ Nick name
_think of Abraham Lincoln, the image of a wealthy lawyer is not the first that comes to mind. A
) worked hard, struggled and came from a less than ideal background is often the picture we

B .

an incomplete portrait. Mr. Lincoln was successful both professionally and financially
dards. (Oates, p.65) TRE

Date: ,6[ 12 20(9





