1.INTRODUCTION

The aim of this report is to analyse my own academic and employability skills which I have acquired while studying, therefore I will be developing different topics such as:  
 Time management, Critical thinking, Teaching methods at university, paraphrasing and summarising                                                         

Students  have chosen these skills because is very important to know how to manage their  time in and outside university ,how to become critical thinker, to understand the teaching methods , to be able to paraphrase  someone idea or text and to summarise theirs ideas and others therefore they are going to start by  defining  time management because is one of the most important skill to have whilst you are at university and , students  should know  that time management is not only needed at university it also helpful at your work place , home , leading a group or to gain promotion etc..
2.TIME MANAGEMENT
[bookmark: _Hlk17313107] Time management is a skill which helps students or at work place to become capable of organising or prioritize theirs task and that gives them freedom to plan ahead thing like their assignments, examinations and make good use of your time. Grade power learning (2019).
Students have also looked at different advantages of a good time management and why it is important for a student to be able to manage his time very well? and what are the difficulties a student can face while he is trying to manage his time?
The reason they  have  looked at  the advantage of the time management it because at the end of the report they  will be able to use theirs  time wisely , apprehend what the university have on the time they  are spending to study , and the best way to  use  their  time productively and waste less time Sara (2019).
[bookmark: _Hlk17313283]According to Lowvelder(2019) to manage your time is not about doing many tasks as people  think is possible into your day , but how to simplify the way student can work or study . when people are    talking about to become  student at university the time is the main thing for student to be able to manage because  without that skill is practically  impossible to succeed  at the university therefore  , it is profitable for a student to know  that there is a lot to accomplished or to cover prior to the  end of the year , for example thing like: syllabus ,books ,attending class , assessment , group meeting and going toward end the year thing increase therefore if a student is not capable of managing his time , he you will not  win the race .
There is too many types of tasks to complete as student at the university things like : printing out power point slides, writing notes of theirs lectures ,participating and bring the new ideas to the students meeting or conference , copying course materials through the internet and comparing course from different books with the same topics , being in touch with his colleagues to discuss group work , going to the library for  research , putting his note in order so he  can easily found it whenever  he need it , preparing your examinations, assessments, assignments and completing your course work etc (Morgan2017). by seeing all these demands students needs a good time management otherwise they will struggle to complete their study and, they will not be able to reach even 50 percent of the things as it said above. Students or at work place need a very good time keeping in order to not stay behind remember time is behind every successful people reason.
A very good skill  of time management students shall  not  fall behind of theirs  studies  even if that  happened they will know how to catch up ; Students had exercise in class  regarding the time management which was very helpful students  understood that they need this skill all their life even at work place  and , students acknowledge that lack of time management skill put themselves  in lot of disadvantages and,  these are causing lot of students to become negative at university because it stress them out , bring anxiety , they are feeling they  got a lot to do at the time for example leaving theirs  assignments until the last minutes to complete this are the reason  why some students are hiring people to complete their work however if they do have the skill,  they don’t need someone to do theirs works( assignments).
What can a student    do to maintain or improve his time management skill ?prior to that let have a look at the difficulties students  encounter in life  as there is some it of they can easily get rid of , so let they have  have started with what students can deal with , according to Young(2010) distraction  is something which is taking you away from what is more important for your life or less attention to what could be beneficial to you . by defining students have seen that a mobile phone is one of thing who has a big impact in theirs life’s which is positive and negative, they have focused on the negative side of it. Students are spending more time on our mobile phone than reading books, research, meeting colleagues to discuss courses etc.
 They have realised that the mobile phone is taking them away from future because the time they taking to use mobile like social media is more than a they could spend on theirs studies therefore; students finding themselves battling with time keeping and, others don’t have time management skill at all due to mobile phone.
[bookmark: _Hlk17313385]According to the New England journal of medicine (2014). Mobile phone is the major cause of car accident among new qualified driver and experienced drivers the journal went further to said that 167 car accidents and near miss was caused by cell phone for newly qualified and 518 between the experimented drivers. let took at that study to compare with life at university as a student struggling on theirs courses or lacking what they call secret of success (Time management skill) due to cell phone. 
[bookmark: _Hlk17313519]Another difficulties students are struggling to improve theirs time management is the family time so, according to Science direct [ n.d ] Having time to spend with your family and having meals together has very a positive impact in our life , from this students have picked up that the time they do spend with their  love one it is an opportunity to let them know about how demanding could that be studying at university . 
 I do have this skill because I  manage my time well when it comes to family , friend , watching  football what but, i have  will have  to improve  writing on my diary like  what I will be doing or my plans and appointments and  reduce the time I am spending on social media and don’t have reading  skill because I barely  go to the library .
3.CRITICAL THINKING
 the reason people at work place   have chosen this topic it is because it makes them  respect other people opinions and , describe  weakness and strongness of an argument more over to analyse other people   argument when they bring to them  and  ,how to do evaluation of the prove or evidence that can support their argument .Morgan(2017).
Critical thinking is the improvement or perfection that can go beyond your brain or memory and the utility of the information you receive and recurrence (Morgan2017).
[bookmark: _Hlk17313627]The work place they have evaluated how they can be able to think critically, how to improve it, how can that be helpful and, they also look at the advantage of being critical thinker. It is  very important for a person to be critical in today life because  is a key to become role model or a leader like  today everyone  talking about equality in the society but they are not  capable of doing self-critic first thing because, if they  can do that ?they would not  misjudge others , it also very significant for a student  because, it makes life easy and possible for them to view the way they can build their  relation and identify in mutual way how they  can collaboratively and responsively be  controlling the way a company or live in the society Sage journal(2004).
According to (Elder and Paul 2009) there is 3 types of thinkers this helps student to view the impact of being critical thinker it has in his life:
 1. Person who lack sophistication does not care or bother about his or her reasoning.
2. A narcissistic critical thinker is a great at reasoning unfortunately he only sees what is fair to him not to other.
 3, A person who can equitably or courteously thinking is excellent; Therefore equitable thinker has the ability to lead people because he want to be treated fairly and other people as  well more over he or she respect other people opinion , background ,gender, religion etc and this should be one of important characteristic  of a leader because, he cares about others , he put himself into people  shoes and he does not involve in unnecessary conflicts .
 I do have this skill because I do criticise my decision and that helps me to avoid unnecessary conflicts but, I will have to improve the way I judge other people opinion because sometimes I am fair but sometimes I am not and ,I will have  to become more courteous because I feel that I am not enough. 
4.TEACHING METHODS AT UNIVERSITY 
 It gives you a clear view of studying at the university. According to Morgan (2017) teaching method at the university helps student to relate what his lecturer expectation, how to study effectively on his free time and, clear view of self learning.
[bookmark: _Hlk17314005] According to business students guide to study employability p96 Honey and Mumford s (1992) implied there is 4 types of people who has different way of learning -Activist: a person who grow or learn quickly and plan what he can do however, he barely think why he is learning quickly and how; Reflectors: He is a person who regularly making sure and aware of whatsoever he want to do and , he massively gather together information prior to his conclusion even when he is debating with others he will rather give or pay attention to others before giving his own opinion; Theorists : He is a person who is systematically logic regarding to what is doing and, he loves his evidence will be base on the nature when is being confronted; Pragmatist : He is a person who pretend to be  vital like activist but he will rather use someone ideas .so teaching method present lot of opportunities because, student will easily understand his lecturer expectation and explication for example last time students had done an exercise in class how to paraphrase and, receiving feedback really helps and motivate them and, thing like how to take note of your lecturer etc.
  I have seen I have that skill because I am activist and I will have to improve my side of reflector because, sometimes I do lack that skill and as well improve my way of taking note
5.PARAPHRASING
[bookmark: _Hlk17314628]It is a skill student need prior to succeed at the university because, having paraphrasing skills gives you the full comprehension of the text and it demand lot of strategies to develop your text comprehension when you are reading   a text sage journal (2016).
According to (Watson 2012) Student should have the ability to read and comprehend the key idea in the text while is reading or taking a note this also helps them to identify whether the paraphrase passages acceptable or unacceptable. Student had in class exercise to write a paraphrase of a passage and, to identify if a passage is correctly paraphrased and to briefly give explanation.
 I do have the skill because I can paraphrase, but I will have to focus more on gramma because in two in class exercise Lecturer said it.
6.SUMMARISING 
It is a skill that every student need to be able to have  because, it shows that  you have the ability to give a brief explanation of a text or a report , summarising a report prove student have the central idea of the author with his own words .In   in class exercise students had a text regarding Aldi store who sell his product 30% cheaper less than other retail store and what makes them different from other store by summarising the text which was given . 
I do have the skill because I can do summarising but, i will have to improve my grammar because that what my Lecturer she said in our last in class exercise.

7.CONCLUSION
Briefly  good time management will help student to manage he/her  studies  or to lead group of people , being a critical thinker helps to evaluate the situations or problems  you come  across and to respect others opinion , good understanding  of teaching methods helps to comprehend or to deal with the university requirement ,paraphrase has a big impact on a student understanding of a text or module and summarising a text or a module helps  a student to have a central main idea of a text in a brief explanation .These are the skill student must have or people at work place .Thank you .
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