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[bookmark: _Toc27665288]Introduction
The purpose of this report is to analyse my own academic and employability skills. Academic skills are demonstrated throughout the process of school, college and university courses whereas employability skills are developed as you progress through life, although people do choose to spend more of their life academia. 

People in employment may tackle through different career paths in order to upskill themselves through practical and hands on work while others in education decide between a variety of courses as skills are gained through more theoretical experiences, however skills gained through both work and education are valuable in this society. The skills which are analysed below include communication, team-working, leadership, time-management, paraphrasing, summarising and critical thinking.


[bookmark: _Toc27665289]SWOT Analysis
In order to identify my strengths and weaknesses, a SWOT analysis will be conducted.

Strengths: -
Communication skills
How my communication sets me apart is that I have a friendly approach on the job and at university and find it easy to establish a relationship with colleagues and peers as I always listen to everyone’s opinion and make sure they always try to find answers to people’s questions. At work I deliver exceptional customer service by engaging with customers and trying to find the best options suited for them. 
Daily Situations challenges my communication and I can address issues that happen in the workplace, I am able to explain the problem to the customer and help them to understand. I also communicate well with the back office so there are no mistakes in transactions.

Digital Skills
My accounting qualifications and advanced digital skills sets me apart from colleagues. Managers can refer that I have quickly leant how to use operating systems in the bank, I am very confident in moving ahead to operating of machinery and more in detailed inspection of accounts in the back office.

Interview skills
I am on the right course at university to working the development of my communication, academic and employability skills. Before I was offered a job at Barclays, I already had confidence with interview preparation and after joining my university course I am one step closer because I have more experiences to share in an interview.



Teamworking: -
I can work well in a team as I possess good personal qualities, I share my ideas and opinions for all to see. Working in collaboration suits me as I extract information and use it to better myself. I see myself as assertive and follow guidance and instructions. My strong communication and target orientated mind-set help me to work well with colleagues.

Paraphrasing: -
I am good at paraphrasing as I have a wide vocabulary and I know synonyms for many different words. I have been given good feedback on pieces of writing and I always thoroughly read and double check my work before submission.

Summarising: -
In a classroom environment, I acknowledge what is being taught by asking summarising what has been taught and I ask clarifying questions to make sure the I have not misunderstood information.


Weaknesses: -
Time Management
My punctuality and time keeping lets me down as I must balance my family life with work and education. I tend to leave my assignments until last minute and in the morning, spend on unnecessary tasks or doing things that can wait till later, this usually makes me late for work or university.

Leadership
I do not possess all the skills required to be a leader, I find it difficult to set tasks or assign roles for others. I do not have confidence in being in control and power, the centre of attention in a lead role. I have a problem delivering in terms of a speech or presentation, I worry that I will being judged on my work or my opinions, I also worry that I could be be the reason for a failure. 

Opportunities: -
Career Progression
I learn from others and use research methods to improve my product knowledge and keep up to date in order to successfully qualify in training for the next level from a community banker a personal banker.

Better Job
Having worked at Barclays and completing an apprenticeship programme as well as now continuing into higher education and having the interview skills needed, I can successfully apply for a more challenging and rewarding job. As well as working part time, 

Threats: - 
Academic skills
The obstacles I face in my career is the level of education I have restricts me in terms of the type of jobs I can apply for.


Presentation skills
A work and education environment require the confidence that I do not possess. Although I am quite knowledgeable, I am not able to deliver information to my full potential as I struggle to emphasise to the maximum on specific topic.


[bookmark: _Toc27665290]Employability Skills
Communication: -
Communication is a personal understanding between two people, the process which is spoken by one and received by another who then interprets the information in exchange for more interaction. Communication can be exchanged through symbols, signs or behaviour and a way people can express how they are feeling. Not only are new ideas conveyed through communicating, people can connect and share through different language.
 
Everyone in the workplace will be satisfied when the work environment becomes friendly and everyone can communicate openly thus forming good professional relationships. When staff have thought carefully over feedback given by a manager regarding work-related issues, staff will be satisfied and feel cared for and valued by the company and it will give them motivation to do continue with their hard work and they are more likely to stay with the company and stay loyal. Miscommunication can cause the company to face problems and
conflicts such as customer complaints and low productivity, this can be avoided and solved when discussions are more concise. Workplace productivity can be increased if aims and targets have been clearly communicated, workers will be able to work to a high standard to ensure delivery of services at work (Adu-Oppong, and Emmanuel, 2015, p. 209).

Leadership: -
[bookmark: _Hlk26108067]A leader controls and gives direction by a process when predictions are made, and targets are set to benefit the company through their ideas and perception. Expressing and Inspiring through speech and communication together with active listening and positive discussions simplifies for team members to bring forward their opinions and reliance and moves them past uncertainty to a clear understanding which result in commitment to help the company achieve. Leaders can be a group of people with authority that focus and guides team members with various skills set towards the mission and objectives of the company (Winston and Patterson, 2006, p. 7). 
 
[bookmark: _Hlk26112579]Leaders who have broad knowledge of their industry are competent in managing groups and contribution to tasks help to support the group. Followers look for specific qualities in leaders which has an impact on their overall performance in the workplace (Guirdham 2001, cited in Morgan, 2017 p. 226)
Leadership skills help to develop personal growth and in and others emotionally and intellectually and for that reason you will gain their upmost respect, it will show through interpersonal and transferable skills. It is essential when dealing with customer facing problems.


Teamworking: - 
[bookmark: _Hlk26135885]Teams are of more significance and importance as they all work collaboratively and are dedicated to achieving specific desired results in comparison to groups which get together to simply share what is in common (Katzenbach and Smith, 1993, cited in Morgan, 2017, p. 204).

In an organisation, teams must have authenticity and prove their identity, trust and efficacy in order to perform to the maximum (Druskat and Wollf, 2001, cited in A. Maund Et Al. pp. 8).
Teamwork is important as teams can split their workload and complete a task more quickly and efficiently in accordance with developing specific skills, therefore decided which task is best suited for which person and the productivity of individuals can become more profitable.
As everyone is working towards the same goal, members can to encourage each other to work at a faster pace, by helping them to understand from their own knowledge and give them the support motivation for improvement. Good teams can monitor themselves without having the need for a manager to intervene. Performance can improve by learn from each other as you can someone can be taught when they’re doing something wrong as people have their own weaknesses and can acquire strengths from somebody else. Approaching problems with everyone’s perspective, skills and experiences can have better outcomes and overall giving working relationships more security (BrightHR, 2019)

Time Management: - 
There are many aspects of managing time effectively such as organisation, planning, and prioritising responsibilities. It is about scheduling tasks and making good use of the time available to you which means It’s important in your day to day life as you must consider work life balance and personal family life.

In the workplace, planning is vital for example, if you were running late for a client meeting and did not let anyone know about it, you could lose out on a sale which causes a bad reputation for the business. People’s perception of you needs to be a relying and representing. In order to be a colleague who contributes to success, you need to be a leading example for progression to leadership roles


[bookmark: _Toc27665291]Academic Skills
Paraphrasing: -
This is the act of taking someone else’s work, whether it is from a book, journal or a website article and keeping the same meaning of the writing or speech but changing the nouns or adjectives and using synonyms to change the structure of sentences and put them into your own words.

Paraphrasing is important when studying i.e. when doing an assignment because if your work is copied word for word from another author it could lead to plagiarism and you could get referred for unfair practice. You should not directly copy any quotes without stating where you got the information from. Paraphrasing is a key academic skill as you use it in everything you write, this makes your work unique.




Summarising: - 
When summarising a piece of writing, you are shortening the text by keeping the main ideas and changing it into your own words. Summarising can also be done verbally where you are giving the main idea of what you understood.

Summarising is important in education as it shows the lecturer that you understood the key concepts. It is also important to have this skill so you can rephrase what has been said in your perception

Critical Thinking: - 
Defining of critical thinking is broad. All lecturers have their own way of defining critical thinking and even they find it difficult. A lecturer will be able to tell when a student demonstrates critical thinking in 3 stages. Gaps, mistakes assumptions and weakness can be easily identified in a student’s work, by providing strong arguments for views and taking certain courses of action and if a clear and detailed interpretation of situation and occurrences have been given. (Morgan, 2017)

It is necessary to use critical thinking skills when studying to show the lecturer that you have a broad understand the topic, you can give your and opinions, take the necessary steps to justify your actions.


[bookmark: _Toc27665292]Personal Development
To improve on managing my time effectively, I will follow the RAC method. I need to keep
record of my daily activities, at the end of the day analyse the unproductive time and
change the time-wasting habits and prioritise using a to-to-list. I will schedule my five
most important tasks of the day and give them numbers according to the importance
(How to manage your time better, 2019).
I can also use the ‘Time Management Matrix’ and learn to eliminate unnecessary tasks and put things in order according to important, I also need to challenge myself on how long I spend on each daily task (Morgan, 2017).

[image: ]
To improve my time management skills, I can also use the Eisenhower Method which consists of 4 quadrants.
1st Priority – Do the most urgent and important task now. 
2nd Priority – Decide which of your tasks is as urgent but still important and do it now.
3rd Priority – Delegate responsibilities of urgent routine tasks but not so important tasks to others.
No priority – Eliminate tasks of no urgency and no importance and delete it from my to-do-list (Training Industry, 2019).




I need to develop my confidence by working closely with a team and doing more group presentations. When I have an idea, I need to build on it to make it more thorough and when delivering, I need to learn to emphasise to get people to ask more questions


[bookmark: _Toc27581773][bookmark: _Toc27665293]Conclusion
To summarise, several key skills have been focused on in this report. Each skill has been defined and the reason it is essential in a workplace or an academic environment has been stated. Throughout my SWOT analysis I was able to evaluate the skills I possess and picked out some weak areas I can improve, and I have come up with different methods to help me such as the RAC method to organise daily tasks, Eisenhower Matrix to prioritise tasks and more group presentations to develop my confidence in speaking.
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In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce) \J

The boss _mualole cnm dnn gusentendt g%g Conn ra "in the office.
2} He doesn't write to me as frequently as | wanted, U/\M?-&

twish_jre. wioeeld wivile 40 me. A oftpu 04 | woud -

3) We were concerned about her heatth,
We had some A 7 A y &

4) You weren't careful, so you made so many mistakes. (had)

If yg Ao 1 ¢ - so many mistakes.
: macle |~

5) The council cut funding so we could not provvde free parklng

Because of J ACL e

loulol not /lL ruzlzt/

6) His proposal was a fallure as it was too theoretlcal (relled)
His proposal H/ s ?{»
\ fei

7) It was Mary (vho stole money,
He accused /] avy % Q/ﬁza(lu'ba b "VU)/L?,(; ’

. 8] He seems well-educated. However, he's not very bright. {although)

not

at W

9) Universities place the ;urden of understandlng plagiarism and attribution conventions on
students. W\iVCJ‘Sd‘Zd"

Ledl

10) 33% of adolescents who have one baby, have a second baby within twdyears of the first
baby's birth. (third)
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In-class exercise 2: Summarising (Oct 2019)

Student Name: Sepatd fhtimornn Student ID/Group: _(A0SQAU&

Time allocated: 1 hour. Pleaéé' 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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we're going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it's aur turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don't clearly think through their pricrities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think abaut the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could I do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: , $pnfrt MYE BImpHOA] studentiD: _ {40 C Y%

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).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in lvory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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