skills
SKILLS


[bookmark: _Toc17666917]UNIVERSITY  OF WALES TRINTY OF SAINT DAVID



[bookmark: _Toc17666918]ACADEMIC AND EMPLOYABILITY SKILLS (BMSW4001)


[bookmark: _Toc17666919]DANIELA RADU 1818175
[bookmark: _Toc17666920]LECTURER: ANITA NAN
Date: 27 August 2019




[bookmark: _Toc17666921]TABLE OF CONTENTS



1.	Introduction ………	3
2.	Communication skill	3
3.	Time management skill	4
4.	Note taking skill	5
5.	Problem solving skill	5
6.	Team working skill	6
7.	Summarizing skill	7
8.	Paraphrasing skill	8
9.	Conclusion	8
10.References	8
    11.Appendix









[bookmark: _GoBack]Introduction 
The aim of this report is to analyze some of my academic and employability skills that I have and some that I need to improve. This will be done by focusing on several skills such as: communication, time management, note taking, problem solving, summarizing and paraphrasing. Every skill will be defined and also will mention the importance of having that ability.  
Communication skills
According to Keyton (2011), communication is defined as transfer of ideas or thoughts from one person to another. Good communication skills is essential in society, helps people interact and build strong relationships.
Communication is not just the use of words, using body language and the sense of touch to express and feel are also important ways of communication. Expanding the communication skills can help in many aspects of life, from professional career, to social meetings and family life.
 In order to convey and understand information fast and precise is required to have good verbal and written communication skills (Beqiri,2017). Communication skills help employees to talk properly with a broad variety of people while keeping eye contact, write clearly and briefly, listen efficiently and work well in a group. Employers seek many of these essential professional skills.
Communication skills, like assertiveness and active listening, help make information processing more clear ( Maund, Schriek and Tinkler, 2017).
Active listening is the skill to concentrate completely on a speaker, know their message and information and respond accurately, it involves listening with all senses (Barnard, 2017).
Assertiveness is the capacity to speak directly and sincerely without disrespecting or dishonoring someone else (Maund , Schriek and Tinkler, 2017). Being able to use this communication skills   helps in all aspect of life, from professional life to personal life.
 I believe I have the communication skills because, when I interact with people, I am aware of my body language, peoples believe, culture, knowledge and religion.

Time management skill
Time management is the ability to manage the use of time in such a way that we can manage and schedule what we do without too much stress or pressure (Morgan,2017).
 Time management is the control and concentrate of an individual's actions to enhance effectiveness. Time management methods typically require setting objectives, establishing priorities, planning the quantity of time assigned to a particular activity, and planning and scheduling the measures necessary to accomplish objectives.
Using time wisely enables an individual to complete tasks within a short period of time, take on additional work, or spend more time with family.
The Pareto’s Principle
This is known as 80-20 rule. Vilfredo Pareto formulated this principal. Pareto developed a mathematical formula that helped Italy to point the unequal distribution of riches; 20 percent of the population owned 80 percent of Italy’s territory.
The principle of Pareto can be used in several aspects, especially time management. With 80-20 rule we can point out that 80 percent of the outcomes are derived from only 20 percent of the efforts (Alecu,2010). With that being said, it is important to set out priorities. 
Time management helps people to manage their time and lives efficiently. In addition, time management helps peoples to make conscious options, so that people can use more time doing things that are important and valuable. Reducing wasted time and effort gives us even more productive time throughout the day.
I think I have good time management because, I know how to set up my priorities, I am organized and like to plan things in advance. In addition, the class lessons from University gave me more knowledge and understanding on how important Is to manage time in efficient way.  

Note taking Skills
Note taking is define as the practice of writing down pieces of information in a systematic way (Boch,2005). Taking notes, it provides a record of summary of important information. Stimulates new ideas and creativity and helps for concentration. More important it is a powerful tool to store and retrieve information efficiently.
Successful note taking can be used in all aspects of life, at work, socially and during study, it is an essential transferable skill. Note taking is a strong support to communication, a way of summarizing and retaining the main ideas from what is heard and understood (Skillsyouneed,2019).
I have the note taking skill because, I do use it almost every day, at University just writing down the main idea of the lesson, I use it when a do a grocery list, or when I have an appointment ,notes that are important.
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Problem solving skill
Problem solving is defined as the process of finding a solution to a problem. Problems are unavoidable part of work and life. They are also a chance to find answers and think judgmentally (Lucidchart,2019).
Problem solving is necessary on every job, it requires both analytical and creative thinking. Problem solving requires overcoming the obstacles that prevent the immediate achievement of aim.
The basic steps in solving a problem are: defining the problem, generating alternatives, evaluating and choosing alternatives and applying solutions. These four fundamental steps will assist to solve problems in many circumstances (Mindtools, 2019).

The ability to solve a problem is connected to a number of other skills such as: analytical skills, innovative and creative thinking, teamworking, decision making, adaptability and flexibility (Skillsyouneed, 2019).
 Problem solving is important both individuals and organizations. People with good problem-solving skills can progress quickly in their career. Effective problem solvers can direct teams in achieving objectives by eliminating frustration, confusion, and misunderstandings before becoming unmanageable.  A precious addition to any team is a strong problem solver (Careerbuilder,2017).
I do not have the problem-solving skills, because this ability requires other skills such as: decision making, creative thinking and analytical thinking and for the moment I am working on developing these skills.

Team working skills
 Teamwork is defined as a group of peoples who works together to achieve a specific goal (Gallagher,2013). Teams are generally built for specific project where specific expertise and abilities are needed. After the projects are completed, the team will often separate (Morgan,2017).
 Effective teams are described by a team spirit built around trust, mutual respect and a helpful approach. A lack of cooperation and poor communication can avoid a team realizing its full capacity. A culture where important information or best practices are shared will improve a team’s performance.
 The key to be a good team is the way the team is put together. Teams can be placed together in a variety of ways, for example, according to private understanding, the significance of having certain connections outside the group, the capacity of the member and the access to economic and other resources of the individual (Morgan,2017).
Two models are often discussed, the DISC model and the Belbin model. Both models are based on an individual personality comprehension and both have more adventurous roles and more conservative roles.
Teamwork is essential in companies for better output and a better bonding among employees. In every aspects of a business, the diverse skills of teams are needed for reaching success. In addition, a good team member will be able to motivate others without being overbearing and dominating. Overall, teamwork is essential in order to accomplish objectives and goals of an organization (Wehbe,2017).
I have the team working skills, because I am organized, respectful and positive person with good communication and I worked several times with a team at work and also at University during a group presentation.  

Summarizing skills
 An overview of a longer piece of text can be defined as a summary. A summaries key objective is to condense a piece of a text without losing the basic information or ideas (Studyskillscitycollege,2011).
The summary process needs significant abilities in reading, thinking and writing that are essential for achievement at any stage.
Summary is an important academic writing skill. Being able to write a good summary shows that the text is fully understood by the reader. By learning how to summarize people are also training themselves to identify important information faster (Fergusson,2016).
Summarizing is an essential skill which is often used when researching, gathering or presenting information.
I have the summarizing skills because, I know how to extract the most important points from a text and rewrite them by using my own words, in a shorten form. In addition, our lecturer gave us most of the information how we can summaries, we had an in-class exercise about summary, and now I have a better understanding of summarizing.
  
Paraphrasing skills
 Paraphrasing requires to re-write a phrase or sentence with the same sense but using different words. A paraphrase is typically about the same length as the original, as opposite to a summary which is normally much shorter. It is essential that the sentence structure and the vocabulary are distinct from the original (Mindtools,2019).
Paraphrasing is important in academic field, because it helps students to get through many study articles, theses, projects and other tasks in a smooth and structured way. It allows learners to polish their own creativity and demonstrate their writing skills while remaining restricted to the significance of the original work (Paraphraser,2017).
Paraphrasing can also be helpful when complicated data needs to be simplified for a group of individuals with less technical background or want a better knowledge of the topic. 
I need to improve my paraphrasing skills, because sometimes I struggle changing the structure of the sentences. Our university lecturer explains us more about paraphrasing and we also had paraphrasing practice.

Conclusion
This report analyzed several academic and employability skills which I have acquired and some of them that I do not have, or I need to improve. The importance of the skills mention in the report is that they are essential in professional life and in personal life.
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In-class exercise 1: Paraphrasing

% Trinity Saint David Academic and Employability Skills (ACE) — term 1
W

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).

StudentName: _ DANIECR  RADUY Cr o, (B IES

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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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
g‘cnscfence If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.

Paraphrase 1 @/@

Reason: o el rucdenol, &y nonyr vu
N v

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
haleicg\§gignge or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

- )
Paraphrase @/ 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. 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 - acceptable unacceptable )
Reason: Merdion

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 institgtions "have no soul, no memory, and no conscience".

- \
paraphrase 4 - ﬁceptabl unaccépta
Reason: Menpon f neder e A

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."

~

fle o) o8 o

Lecturer’s signature: > Date:

2|Pasge





image3.jpeg
e —

Y Trinity Saint David Academic and Employability Skills (ACE) —term 1
R Lonoon BMSW4001
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Student Name: M’Wm RADV Student ID: /’3 /,3 /'75

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 thison 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 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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