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Introduction:
In this report will be structured and shaped around 5 academic and employability skills that I have learned from the previous and this term. This report reflects how effective and helpful these skills are, taking into consideration that they highlight my strength and weakness, it also highlights my experience, competence and abilities showcase recommendations to what and where I wish to make improvements. This report also reflects in class exercises. For instance, Time management.  Personally, during these classes, it high lighted the importance of Time management and as group we were able to identify where we were lacking in this subject. During the program we gain improvement organising and prioritising course works by deadlines. Just as in paraphrasing also, where I had no clue about what it is all about. I did not know about its importance and impact in the academic world as well as in the professional world. However, after a couple practice and started having a better understanding and control on its use and application.
This report gives a reflection and analysis on my views, in comparison to what I knew and what I have achieved between term one and term two. It represents my personal reflection and not the reflection of others. It concludes my recommendation of where I have deemed improvement necessary.









Time management:
[bookmark: _Hlk39505675]According to mindtools.com (online). “Time management” is the process of organizing and planning how to divide your time between specific activities”.
Time is the ability of rationing out your time among activities. Thereby prioritising activities and task according to their importance.
Good time management permits you fulfil much in a shorter space of time, thereby gaining more time for other activities. By gaining time we reduce stress and gain focus and satisfactory results. 
 Good time management allows you to have control on the amount of energy you dispose on a particular task or work which can be qualified as being smart. 
The ability to use one's time effectively is vital for productivity, especially at workplace and as well as on everyday life. time management is the key to efficiency and success. 
My personal experience in this particular topic is that before starting this program, I knew the importance of time but since I started familiarising with the subject, that has help me to prioritise or learn how to prioritise my activities by their importance and urgency.
I believe it is a skill that I have taken on, but I still need to work and improve on it.


Paraphrasing: 
[bookmark: _Hlk39505732]According to  Patricia Vineski study.com (online) “paraphrasing is using your own words to express someone else's message or ideas. In a paraphrase, the ideas and meaning of the original source must be maintained; the main ideas need to come through, but the wording has to be your own”.
Paraphrasing is important because it shows that you have a good understand of  the material you are reading as well as another interpretation to describe the original words of the writer in your own words making or given the same meaning as it is intended. 
During classroom exercises I discovered that I had difficulty in paraphrasing as requested by the lecturer. However due to the course assignments I kept pushing up and as this moment I have gained knowledge and ability. I am still moving upward to perfection.

Summarising:
[bookmark: _Hlk39505648]According to twinkl.co.uk, “summarising is a brief recollection or account of the main points of a piece of writing, action or event. It typically excludes needless details, remaining short and to the point”.
Summarizing is extracting and discern the most important ideas and meanings from a text and reconstruct them in your own word and in a shorter form. It is to express the most important facts or ideas about something or someone idea  into a short and clear form. Practising summarizing will improve individual reading skills and increase reasoning in interpretation of ideas and helps build strong vocabulary skills as well.
Before the beginning of this course I have the skill of summarising. However, this course has help me improve a great deal in my summarising. It has made my summarising more professional and strait forward. It has also given me confidence in my choice of words when summarising. My greatest desire is to be perfect by the end of this program.

Problem solving:
[bookmark: _Hlk39505613]According to cleverism.com “Problem solving skills refers to our ability to solve problems in an effective and timely manner without any impediments. It involves being able to identify and define the problem, generating alternative solutions, evaluating, and selecting the best alternative, and implementing the selected solution”. It is the ability or process of finding solutions to existing problems using scientific and analytical approach. Problem-solving is often carried out by the process of visualization and acting, thereby eliminating the problem.
Problem-solving is essential in both to us as individuals and to an organization.  It enables us to have control over our territory and surrounding. Problem-solving gives us the ability to identify problem and then figuring out how to eliminate them. 

Problem solving skills empower us not only to have control over our personal but also in our professional life as well Globally problem is essential in all aspect of the economic growth of an organisation. For employees, problem solving is an essential ability to create and develop abilities for solutions in order to improve productivity in the company and among employees.
This skill mirrors me inside the position that I filled in my place of work. As a floor manager I deal with problems on a daily basis and I have to come up with solutions. This is part of my responsibility as a floor manager.
In class exercises I have also gained more skills to use towards this subject and has also help me to enhance its importance in my workplace and university. That being said I believe I can still learn or practice to perfect this skill.


Communication:
[bookmark: _Hlk39505538]According to Griffiths B. A. and Dunham E. B. (2017). “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people”. It is part of daily live. We exchange feelings, emotions, and actions on a daily basis through verbal and non-verbal means. These are all means of communication. 
1. Verbal communication is the greatest form of communication used to get a message across effectively. Verbal communication is the use of words to pass to pass on information. These can be done either by speaking or writing. The content of this form are the words, how they are used and interpreted.
2. [bookmark: _Hlk39505510] Non-verbal communication which involves body languages, mimics, posture, and facial expressions. This method communication shows the importance of communicating or transmitting information without the use of words or sounds. According to Businesstopia. (2019). 80% of communication we do is nonverbal, reviewing and send nonverbal signs such as happiness, anger, sadness, nods, hurts, embarrassment, hope etc.
Though I am a communicative person, however working as a customer representative in the last ten years in retail, have made communication more active in my everyday live. As for the classes it improves knowledge in the different aspects and way of communicating. I gained most especially in the influence it carries especially when making agreements and professional recommendation.
  

Conclusion:
Skills are life tools. We need them in whatever we do in life. Nothing you do in live that does not warrant a skill. You can be a professional as well as a lay man; you need skills. There are basic skills that we are born with like procreation and cultivation. These skills we grow with them. Take for instance a child born in a village that has never been to school to learn any basic skill yet has the ability of hunting and fishing and farming. 
Skills are important. They are tools we need to be productive in life. No economy will prosper or can be build without it. According to Kevin Rudd. (1998) “Education is both a tool of social justice as well as a fundamental driver of economic development”. Education is a skill that is acquired. To build a successful economy you need skilful economic technocrats. Some skills you have to learn them. This course has enlightened my view over the differences in skills and their impact and importance, their necessity, and their needs in building modern society. Over these eight months of learning and implementing these skills has shown the importance and relevance of learning them. According to Macmillan. (2019). “Having life skills is an essential part of being able to meet the challenges of everyday life”.
The skills reflected on this report (Time management, paraphrasing, problem solving, summarising and communication) are both academic and employability skills. These skills are thought and acquired through learning. Even if an individual possesses any of the above mention skill, they will have to go to school to improve on these skills. It is practically difficult for an unlearned individual to paraphrase, summarise and manage time perfectly without any form of education or training of doing so.
Why are skills necessary? They are a selling point in the job market. For an individual to be marketable, he must possess a given skill in the sector or job he intends to acquire. To acquire a plumbing job, you must be a plumber. No plumber company will employ someone who do not possess this skill. That is why it is necessary and imperative for skill to be acquired. On like in studying. There is the need to be able to read and interpret the meaning of the stuff you read or to organise whatever academic work that is intended to be presented publicly. Also, in research work. The student must possess a certain quality of knowledge to be able to read, extract, quote, and paraphrase. These skills are learned. According to Dr Julian Hermida. (2009). “Success at the university level mainly depends on existing pre-entry college attributes, including the mastery of some fundamental academic skills. These include –reading, writing, critical thinking, oral presentation, and media literacy. The reality is that most first-year students lack academic reading skills, especially because University-level reading greatly differs from High School reading. Thus, most students employ non university strategies to read academic texts, which results in students taking a surface approach to reading”. By my summation Dr Hermida is correct. This course has taught me to understand that though I possess some of these skills my knowledge was not enough in handling critical arguments or making sound judgements in certain issues. Skill are like manuals, when they are rightly applied it accomplishes the purpose for which it is meant serve. 
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