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[bookmark: _Toc17700004]Introduction:	
The purpose of this report is to analyse my own academic and employability skills. This will be done by focusing on various skills such as: time management, teamwork, paraphrasing, summarising, leadership, note-taking. 
[bookmark: _Toc17700005]Time management: 
Time management is personal ability to use the time effectively, the task that we planning to do without stress (Morgan, 2017). If want to growth and have a successful career, need to be active and responsible, own ability and motivation and following the right tasks. This can be achieved by correct and complete time management, to perform more tasks for a short time. The time management model is also done for good results (Forsyth, 2007). 
Employees cannot change the time; the time is fixed and to be success has to learn how to use this time effectively to achieve the goals. This skill is important not only for professional development, also to manage and the personal life time. Some people can manage their time, but for others can be difficult. It is not an easy time management skill, this is permanently developing and need practice.  There are some interesting ways and approaches that can be useful in managing time such as: making a list of important and urgent tasks of the day, prioritizing, RAC, SMART methods. There are also some methods and rules for effective time management: Pareto 80-20 rule, Eisenhower method.
[bookmark: _Toc17700006]SMART objective:
You need to look at SMART goals: SPECIFIC, MEASURING, ACHIEVABLE, REALISTIC, TIME-BOUND. This is useful when employees have an idea of ​​themselves for a further goal to achieve.
Select a SPECIFIC goal, a specific one. To be specific, the goal must include a description of the exact or specific behaviour, achievement or way out.
MEASURING is extremely important and will let you know that the goal has been achieved because are available evidence. As a measurable goal, it allows you to identify exactly when it was reached, i.e. what you want as the result.
The goals must be ACHIEVABLE. They may be delayed in time but achievable. The purpose of the goal is to challenge and motivate you to finish part of the job, if you have to set your goal too high, it can lead to stress.
The goal should be REALISTIC. Objectives should be realistic this does not mean that they need to be easy. Realistic objectives consider some skills, equipment, finance. 
Time, date or time are needed to achieve or accomplish the goal. Time-bound helps to create the necessary urgency, prompts action (Herridge, 2004)
[bookmark: _Toc17700007]Eisenhower method:
To know which task is urgent which one is important, need to have a clear idea about our goal. Urgent and important depend it of our goal. However, priority has the crisis task- Eisenhower method.
[bookmark: _Toc17700008]Pareto’s rule:
 Pareto’s rule 80%-20%, which is mean to do 2 urgent tasks for 80% positive success, instead 8 non urgent task for less positive success. 
As a housewife and because my children are necessary to have management skills, to organise my daily time such as: woke up, breakfast, school, shopping, house work, pick up kids and many more. However, I need to improve time management skills and to think how to connect a new professional job to my every day activities. Still work on this to say “NO” for some not that important and urgent activities and work on my weaknesses. Time management skills is good to have for a workplace, because support the professional development to growth, to achieve the aim, to be a good leadership, to have more trust. 

[bookmark: _Toc17700009]Teamwork:
Teamwork is an important part of the success of a company. Teamwork is the ability of a small group of people to work together as a team, with the same idea and task for achieving one goal. Teamwork can be at home, at school, at work, sport. The team members have special personal skills. These skills can development in time. When choosing a team, these skills should put into account. 
Teamwork and the proper sharing of tasks among members helps to solve problems faster, takes less time to research, the stress go down and achieve the goal. In case of difficulty with own task, may member ask the team for help. Once the task is shared, in short time need to organized meeting to keep up to date how the work goes. In this way the team keeps the communication open (Attfield, 2016). All team members should be responsible for each personal task. Members can share an idea of ​​how to solve a problem or task. There will be a problem if some of the members who listen to themselves and force his idea to use it. This will not be good behaviour and attitude towards other members.
For any team it is important that the members are very good to each other, respectfully to work together and to listening. In addition, the communication between members must be good and clear (Academy, 2018). 
Sometimes, team members may not see each other face to face for work. They may be in a different time zone. In this case, it can be a little difficult to achieve the task or can take more time. Some people are not able to work as a team. Teamwork can be tough if one or some of the members does not have enough knowledge and skills to handle the task. Each team should have a leader whose job is to coordinate, encourage, motivate team members. He may be chosen by vote or by independent decision of the member. 
Is not only benefit from teamwork, there is and a disadvantage. If there is not understanding, the decision for any task is slowly made, more meetings of the members are needed, time is wasted, in other word there is no good teamwork. In that situation the head member should have a talk with the member and try to find decision. 
As a responsible person have this skill. Have improved my teamwork skills at the university, such as group presentation for a specific module Digital skills and research method. All members took the responsibility and finished by success.
[bookmark: _Toc17700010]Paraphrasing:
Expressing thoughts or idea of others in your own words, also keeping the main idea and meaning. Paraphrasing is used to maintain own perspective and understanding. At the beginning or end of each paraphrase, the source used must be indicated, in other words cite the source.  There are several ways to paraphrase such as: changing structure of a sentence, changing grammar, use synonyms. It is important to keep the main idea and the meaning. This can happen in few ways, following a certain order. To paraphrase correctly, one must read carefully and understand the text correctly. When the text is clear, it is good to rest and go, then can start paraphrasing with all that remains in memory. Can make notes of important words from the main idea. This will make it easier to replace these words or join into another sentence structure, to combine two sentences into one or reverse way. Everything should be mix up with sense and keep the main idea. Paraphrasing can be done sentence by sentence or each paragraph individually. In the case of a paragraph, the size of the paraphrased paragraph must be the same as the original paragraph (Moodle, 2019).
After lecturer lesson and the classroom exercises, the paraphrase becomes clearer and understandable. With more practice and experience, the ability to paraphrase will improve. 
[bookmark: _Toc17700011]Summarising:
The meaning of the summarising is to present short version of the text including the main idea in no detail. Every day, what is heard or seen (read) can be summarized. When talking to someone and sharing an interesting story about the day or a book or just something happened, it can be explained shortly. The summary shall be communicated so that it can be understood without extra proof. It is short, precise and clear. This happens when highlight the main idea, the important points, and then connect them meaningfully together. The summary does not include details such as statistics, numbers, etc. In academic writing, the length of a summary paragraph is half that of the main text (Moodle, 2019)
After the classroom exercise and the teacher's explanations, I gained more clarity and skills in summarizing. This is helpful for further communication and professional development.
[bookmark: _Toc17700012]Leadership:
At the head of every successful company, an organization stands as a class leader. A leader is a person with ideas, clear views and goals, able to lead a group of people to make progress.
A true proficient leader is a set of different qualities such as: organizational, time management, teamwork, active listening, communications, academic (writing emails), decision making, problem solving, understanding legal regulations and many more.
Not everyone can be a leader. There are people who want to be leaders only because of their social status. They do not have the necessary qualities and therefore would not be good leaders. Others were born to be leaders. Their development would be much more successful if they had a clear goal in their professional development.
A good leader should set an example for his employees. It needs to motivate and encourage them. There is a very thin boundary that is good to observe - friendship and employee. Leadership should be care for his employee. 
Being a leader is not just about criticizing and demanding. In this case, it is possible for the group to break up or, in other words, for no one to be the leader. Respect for every employee, regardless of their position, is required.
 I have not good leadership skills at that time. In further, need to improve and practice my personal qualities in order to gain more confidence in myself.
[bookmark: _Toc17700013]Note-taking:
Writing notes is an important learning skill. This skill helps to learn faster, save time and is effective. Notes are a short version of the main topic with a few words to remember in the future. Later on, when the lecture is finished, can make a proper sentence to understand better. 
Everyone has a different ability to memorize and make notes. Some only manage to listen to the lecturer, while others remember when recording short notes.
There are various options for taking notes such as: using a diagram, bullet points, different colour and more. To do this is needed to know the topic of the lesson in advance. This is the centre point of the diagram, then supporting notes are added. In the same way it can be written with bullet points or with different font sizes.
The lecture is heard once and it is difficult and almost impossible to record every word that is said. There are some more ways that help write words faster, such as abbreviations, shortcuts (symbols) or drawings (diagrams). It can also be written in lines to write notes in notes. It is important to know which information from the lecture is important and which is not. Has to listen carefully and determine the main point or whether the information has anything to do with it (Moodle, 2019).
Attending university and keeping notes at lectures has improved this skill. This is an additional practice that is very useful.

[bookmark: _Toc17700014]Conclusion:
This report analyses some of my academic and employability skills I have acquired. They gave me new knowledge, understanding and confidence for my professional development.
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