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              INTRODUCTION 

The purpose of this report is to analyse the academic and employability skills. It is required to have a good understanding of self,so that the individual to not face issues in tough situations regarding the business or at the work place.
 This will be done by focusing on different skills such as:time management,effective team working,paraphrasing, summarising,  public speaking,decision making and problem solving, and negotiation.


Time management 
Time management is the ability to manage the time in an effectively maner helping the individual to organize his business better and  everything that make part of his day by day activities,within the given time period.
 It is good to have this skill because the procedure of this skill takes part in time and can be divided between planning and organizing specific tasks or actions.
  Time management is an important skill in achieving goals and maximize the progress of an organisation. Following it’s techniques and procedures the results can be positive.
  There is no such thing as ‘time management ‘.It is not really something that can be managed or controlled,time is there regardless of what we do and it ticks away regardless of whether we think we can really ‘manage’ it or not. Peter Morgan (2017).
Eisenhower Matrix is another example that helps the individual to organize time management.It is split in four groups by the importance and the emergency of the tasks.This allows the people to organize priorities much better then before.
Another way to to improve time management is taking notes.This skill have the role of evidence in the most important activities and helps in planning and maintaining a good job pr activity. 
 I need to improve this skill because  the self-assessment of an individual is important,as it helps to know what is good and what is bad for them in business.
However a notable example is Parreto's 80-20 Rule,explains how to manage time better .By doing the 20% of the top priorities and getting 80% of the results. In order to maintain a good balance between demand and free time activities some time management strategies should be used.
  Time management is an important skill that helps the individual to solve life purpose.
Moreover it will also result in a significant reduction of stress level and will allow to effectively manage work in an efficient manner.
  Effective team working 
Effective team working is a alliance of more people who works on a task together for a commun achievement.
“Creating and sustaining effective teams requires renewal and discovery of good practice.Change is an constant:so teams must adapt to the changes that comfort them within and outside of the organisation “(Michael  A. West 2012 p3)
It is important to have this skill because the individual will be able to collaborate with colleagues for different work assignments,studies or different activities. Having good achievements means that each part of the team is aware of what they do.

However working as a team has its disadvantages such as other members of the team may work harder than other people or vice versa. Another disadvantage could also be that an idea of one member may not be taken into account.
Other key skills which can be demonstrated and used within a group or singular which others may want to progress with include good communication skills demonstrated in various situations and having the strong ability to listen and empathize with other people

Another skill requires being goal orientated and persistent with other members of the group can lead to faster and more efficient results.  
I personally think I have these skills but there is always room for improvement I can show organisation skills and the sense of responsibility to perform under pressure both within a group or alone.
Paraphrasing 
Paraphrasing  is having the ability of being able to use different words and use different structures for a given text without changing the meaning.
This skill is used differently  by every person because it depends on each individuals logic of thinking and level of text analysis.
When paraphrase a text  is important to have in mind that is someone else’s work and to give references at the end of the paraphrased text,aswell this process has to be done by changing the word class, word order and synonyms.
“Paraphrasing it is an operation which consist of producing a discursive unit which is semantically equivalent to another unit previously produced.”(Maria-Elishabeth Conte et al,1989)
  I need to improve this skill because to accomplish a good parafrazing piece of text, I need to know and use synonyms well and in their correct order and structure, I believe there Is always space for learning.

Summarising
Summarising is the ability of
taking the main ideas from a given text.
The summary has to be much shorter then the original text and the individual has to use his own words.
 In the process of summarising is good to have basic skills,such as reading, writing skills and thinking skills.
A good summary should follow and keep good pharagraf structure and is essentially to have a topic sentence,supporting sentence and a concluding sentence.Is important the individual to use his own words and to be objective.

 ”Summarising is a key life tool that enables you to organize and make life sense around you",,( Martin Cohen,Critical thinking skills for Dummies,2015 p.148)
 I think I have this skill because I can fully understand a text that I am reading and I am able to extract the main points.
 
Decision making and problem solving 
Decision making is the ability of taking decisions in different situations.This skill can be made through either an intuitive or reasoned process.

Decision making is an essential skill because can define a good leader in the business and can allow to solve problems beneficial for the company.
Good decision making often leads to problem solving .In order this to happen people needs to analyse the given  situation,to think at all the possible alternatives and what is the best action to take,  and  aswell to make a plan and assess the efectivness.
Problem solving skill will requires a good understanding of the situations and is important the problem to be analyzed in small parts,like this can be found the key issues and the solutions for it.
“It is about deciding what action to take,it usually involves choice between actions”(John Adair ,-Decision Making and problem solving 2016 p.1)
I need to improve this skill because I wish to achieve my goal to be a good leader at the work place. This can be done by doing the Swot analysis and working on weaknesses.

  Public speaking

Public speaking is the ability to communicate in front of a group of people.It is required to have good communication skills and to express an opinion with clarity so the message can be understood .
It is based on face to face communication and focuses on providing awareness about the given topic to its specific audience (Gardner and Garr-Schultz,2017)
The public speaking is an important skill because it helps in winning the audience and sending the message in an effective manner 
The reason behind this skill is to have a good interaction with the people and would enhance the business effectively.It can motivate people and can lead at spreading the objective of an individual or organisation.
I think I need to improve this skill because my confidence on speaking in front of other people is not at a high level and is important to bring allways improvement in comunication skills.
The self assessment of an individual regarding the public speaking it is important for their growth in the business.
Negotiation 
Negotiation can be defined as the ability of a person to collaborate with another by using each other skills to achieve reciprocal goals or benefits.
This skill can help the individuals to run a business in own terms and to have a business attitude.
Negotiation skill is essential in any organisation.When the individual use negotiation it helps to have a win-win situation.
It reduces the number of conflicts and brings significant improvement in the relationship with different partners.(Vosh and Baumeister,2016)
There are various contradictions when the process of negotiation take part and can result failure when one of the person ignores the benefits of the other side.
I need to improve this skill because is the most common activity in the business and it will help me to achieve goals and to expand business in my own terms.

Conclusion 
The aim of this report was to analyse the previous skills and to show its importance of it at the work place or business.
By writing this report every person can reflect on every aspect of the skill and see if there is space for improvement, or how can be used the skill efficiently at the work place.
Having academic and employability skills is important because these skills are applied in a variety of job and life context.Using these skills the individual can progress and gain full potential at the work place.
Every organisation will look for these skills in its employees,because it helps at the growth and the evolution of the business,aswell good comunication skill will be required in the business.
Having a degree is helping the employee to get a better starting point but the organisation look for individual that have more then this,the companies are looking for individuals with skills that can benefit the business.
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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.

ning 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 sou{, 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.

Original Source: A key factor in explai

£dward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219 /

manifest in the increasing size of educational institutions,
use they tend to work to promote their own survival and
| objective. Most bureaucracies fail beca ey
he biggest stumbling block on the road to the

American education is overly bureaucratic. This is
even in small states. Bureaucracies are bad beca
growth rather than that of the institution, as was their initia
have a conscience or a soul. | believe that bureaucracies are t

LAZ CHSARAA,
educational future.

Reason:

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 unacceptable

Reason:

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".
— ey
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Paraphrase 4 - unacceptable P
Reason: TNe ! vy e OOd ;H_/]e weon| ﬂ% ore Sowwe

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 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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. ; In-class exercise 2: Summarising
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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 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
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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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 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 Publishing, 1977, p. 219

Reason:

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 bureachg_mey

have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

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 unacceptable

Reason:

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".
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Paraphrase 4 - unacceptable P
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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 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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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: /L EHTI, A c NELCU_ student ID: RIY 2 b

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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