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Introduction

In this project | will be discussing the employability and academic skills which |
have gained over time. Employability skills are the skills which we as individuals
have gained through working at different areas of employment. These skills are
essential when applying for any new jobs or when working at your current one.
Academic skills are the skills which are required when we are part of an
education institute.

Employability skills and academic skills can sometimes be very similar, as they
can be applied in both sectors. When combining those two skills together, it can
benefit you in your employment, so as in your academic education. Having a
good knowledge on these skills can give you a chance to improve the once you
do not have and develop the ones you do have.

Throughout my university course | have learned how to better my employability
skills and my communication skills. | have learned methods like paraphrasing
and summarising, these methods will help me improve my written
communication and also prepare me for any future studies.

Employability skills

e Self-motivation

Self-motivation is a very important employability skill because nowadays
employers are looking for people who can achieve the required tasks without
someone continuously trying to motivate them in order to complete everything
on time. Being self-motivated helps with completing the tasks on time and it also
expires other to do better. Where | work being self-motivated is a very big bonus
because it helps with completing all my targets. | always try to focus on my goals
and to increase the performance of my company. The more motivated | am the
more achieve and grow where | work.

e Team player
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It is an required skill to be a team player as most of the jobs require you working
in a small or a big team. Being a good team player can help, getting tasks done
on time efficiently and satisfactory. So as an individual having that skill had really
helped me achieve well at my job. When helping my team | build trust between
us and | also feel more satisfied because | know that | have done my best to help
and knowing that my colleagues can rely on me. This helps grow as an individual
and also builds my self-motivation even more. At my university sometimes we
have group projects, these projects help me develop my team player skills and
they will be very beneficial for my professional career.

e Team management

Team management is an essential skill as sometimes there might not be any
supervisors around you that can help, in which case if you are put in a difficult
situation you have to step up and take control of the risen situation. In my
workplace sometimes | am responsible for the new starters and | have to
manage them In order to get the important work done. | am also reliable for all
temporary employees and most of the times | need to provide them with
instructions with how to complete a certain job.

e Good listener

Being a good listener can help you with completing the needed work. Being able
to listen to your managers or to your work colleagues can improve productivity.
| am good listener because this helps me with completing everything | have been
instructed to do appropriately. When there is a group task | listen to other
people’s ideas as having everyone included in the task helps the team work
better and makes everybody feel welcome. | have been in situations before
where a colleague of mine is feeling stressed or put under pressure, in which
case | try to talk to them and hear them out because when a team member has
some sort of an issue it decreases the productivity and it puts the other member
under pressure.

e Ability to prioritise

Prioritising the tasks at work helps with completing the important jobs that
needs more attention. Prioritising does not mean leaving or not doing small jobs,
it means giving a different level of importance to each task and making sure
every task is done in the given time frame. At my workplace | prioritise on a daily
basis to make sure highly important tasks are done on time an there is no
complaints from the management. | also finish all the other tasks that have
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lower level of importance. By having that skill | am able to assess the significant
level of each given tasks.

e Multitasker

Sometime at work you are given two different jobs that have to be done in a
limited time frame. If a person is able to multitask between two or more given
jobs, it can reduce the number of people required to finish a task off, which
means that a company does not need to hire to hire different people for
different job. At my work place, sometimes we are short on employees and
there are more tasks for less people therefore this has led me to learn how to
manage different jobs in a small amount of time.

e Great customer service skill

In many customer facing jobs you are required to have good customer service
skills. These skills include ability to help customers, advise them and understand
their needs. A good customer service is beneficial to the company as it can help
with the growth and it can increase the profits. At my workplace customer
service is an essential part of my job as It helps in building trust and connections
with my clients. | have always tried to exceed customers expectations which has
helped me to build a good rapport with my current important customers, which
brings a lot of profit to my company.

e Confidant

If you are confident in life and at your workplace you can achieve more than the
expected. Confidence it is a skill that is not present in every individual and | find
it thatitis a very important trait to have as it can help to progress in your career.
Over time, after working at different jobs | have gained confidence in dealing
with difficult customers and also customers from different backgrounds and
cultures. It has also helped me to move up with my professional career as | have
the confidence to stand my ground and make decisions that involve a lot of risks.

e Ambitious

Ambition is a very likeable skill by employers because if you are ambitious that
means that you are passionate about your job and you want to a make the most
out of it. Ambitious individuals are more likely to prosper in their company and
outside of it. | have always been an ambitious person and | always try to give my
best whether it is in my workplace or in my personal life. Being ambitious has
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helped me a lot in my career and also in my personal life because | always try to
do better and grow as an individual.

Academic skills

e Time management

To be able to manage your time effectively is a very important and required
academic skill. Managing time properly means being able to prioritise the
importance of your daily duties and tasks. When time is managed properly, it
will increase the productivity and improve the results. In my university | always
try to manage my time properly, so | can finish all my tasks before the given
deadlines. When everything is completed on time, it takes the pressure off. | also
try to spend as much time as possible studying after university in order to learn
new things and be ready when it is time for the assessments.

e \Verbal communication

Verbal communication is a key factor in every academic environment. If you can
express yourself well verbally, that will help you with building rapports with your
lecturers and with the other students. In order to have a good verbal
communication skills you need to be bilingual in the language you are speaking.
| always try to improve my grammar so | can communicate better, | do that by
trying to read as much as possible. Good verbal communication is also important
because sometimes you might have a project that you have to present in front
of other people and if you cannot speak the language fluently it can make it
harder for other people to understand your thoughts, and what exactly you are
trying to say. My university course helps me improve and practice my
communication skills.

e Writing

The ability to express yourself through written communication is one of the key
factors in all types of education. Good written communication skills are
important when expressing yourself and your thoughts on any type of
assignment or essay. At my university we try to practice our written skills as
much as possible, so we can all complete our assignments satisfactory. We
sometimes write business e-mails, letters or even paraphrasing exercises, those
practices will benefit us all and it will improve our formal communication. The
more we practice our written communication, the better results we will have at
the end of the semester.
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e Researching skills

Researching is a skill that can benefit you in many ways. Being able to do a good
research on a particular subject can help you when writing a report or an
academic essays. Sometimes where | study we are required to do a research on
a given to us topic and then we have to present the found information in class.
When doing a research you should always know what exactly are you looking
for, so you do not waste any time.

e Paraphrasing

Paraphrasing is important because it shows the understanding of the read from
you. When writing academically, you should always paraphrase the read
information otherwise if you just copy and paste it is count as a plagiarism. In
my lessons we study and practice how to paraphrase properly. Before | started
university | was not sure how exactly | have to paraphrase and luckily we have
our lecturer to explain and show us in class. This helps me understand the
context of the written text and then to transfer this information on my
assignments and essays.

Conclusion

Both academic and employability skills are important when looking for a job or
while working at your current one. They essential skills for all human beings and
the better your communication and academic skills are the easier will be to find
a job or to progress at your current one. Having good academic skills can be a
big advantage at universities. A person should always try to improve and
practice those skills because without them life is going to be more difficult. The
better academic and employability skills an individual has, the easier it is going
to be for him/her to develop as a person, both in any types of education or in
their workplace.
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UNIVERSITY OF WALES
Trinity Saint David
LONDON

Academic and Employability Skills (ACE) - term 1
BMSW4001

In-class exercise 2: Summarising

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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Srretty Salnt David Academic and Employability Skills (ACE) — term 1
LONDON BMSW4001

In-class exercise 2: Summarising

=

Student Name: Q)SQM QQ ws b/ Student ID: _| )49

Time allocated: 1 hour. Please returnyour 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 10 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 simplicity, 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
f50d 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 guality of the products it has on offer.
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Trinity Saint David Academic and Employability Skills (ACE) — term 1

LoNDON BMSW4001
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: 1@0 <Seon QG-UJS-Q. 94J StudentID: |PIP Y03

Ex:1

Write a paraphrase of the following passage

Mike Erwin never envisioned himselif 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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UNIVERSITY OF

Trinity Saint David Acaderaic and Employability Skills (ACE) — term 1
LONDON BMSW4001
in-class exercise 1: Paraphrasing

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 ta 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 s we know it.

£dward 1. tall, Beyond Culture, Anchor Publishing, 1977, p. 213

Paraphrase 1- acceptabie /@n Q@ /

p .-,) Vo \‘O—guemce s

el b e &
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 a conscience or a soul. | believe that bureaucracies are the biggest stumbling biock on the road to the
educational future. /

R T
Paraphrase 2 <gcceptablgl{unacceptable)

Reason: _[Q o | PR : ¢

o Yo S= eo-rw"t( \; V,Lcuébed"
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 bursaucratic procedures than
to the growth of the students who zttend them. Buresaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that wers their primary objective.

Paraphrase 3 {acceptablé)f unacceptable i a

Reason: e sedoc g Lo R, SOy rCce

Bureaucratization has proved to be a mzjor stumbling block on the road to our educational future. American
institutions have become factories that are mors 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”

Paraphrase 4 -@cceptable § unacceptable +

Reason: sefeconce s mclude ]

In his book, Beyond Culture, Edward T. Hall discusses 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 foremaost, and cbserves 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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