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Introduction
The purpose of this report is to analyse the academic and employability skills that I have learnt and developed through this module. This report while present a reflective account of my academic, employability, effective team work and communication skills. in this report I will analyse several skills that are required to work effectively in a workplace setting. There are various kinds of skills that I have learned and developed during the course of this module such as time management skills, paraphrasing skills, summarising skills, communications skills and other such things. All these skills would help me in my workplace setting to deal with effective team work and communication with my colleagues. This report will present a detailed account of my experiences of learning and developing these skills. 
Time management
Time management is the ability to organise as well as plan to divide one’s time between specific activities. It is important to have a good time management skill as it enables one to work harder and smarter to accomplish their goals in the given standard of time. time management skills are highly required within a workplace as it leads an individual to achieve greater productivity as well as efficiency (Kirillov, et al., 2015). This skill ensures that an individual is working on the schedule and is able to complete all his work within the given period of time. Time management skill is essential at workplace because projects need to be completed at the schedule time. one need to work on the clock in the corporate field to achieve higher level of success, obtaining proper and effective time management skills leads the individual to have a better professional reputation within the workplace. It will also increase the opportunities for advancement for the individual along with paving a path for more important goals for them (Oettingen, et al., 2015). If an individual fail to manage their time effectively within the workplace setting, they would have to face some unforgivable consequences such as missing deadlines for work or and assignment, inefficient workflow poor work quality, poor professional reputation at work along with the chances of stalled career and higher stress level and work.  
Before learning this module, I realised that my time management skills were relatively poor. I had the tendency to procrastinate my work and often leave an important work to be finished at the end of submission time. my poor management of time often lead me to be stressful, which also effected my relationship with my colleagues at work and my team members. I needed to improve my skills so that I don’t become a burden for my colleagues during a group task. I realised I needed to improve and enhance my time management skills when I had to work in a group project and I was unable to deliver my assigned task in a given period of time. this led my whole team to suffer grave consequences and I felt mostly responsible for it. Hence, I determined to improve my time management skills in order to boost my productivity at work. I started to make schedule for every task and organised my days’ and weeks’ work in advance (White, et al., 2017). I also started to prioritise important work instead of leaving it to complete it at the last moment. I also learned how to stay away from bad distraction and to not procrastinate so that complete the assigned task at the given time limit.       
Paraphrasing
Paraphrasing is a process of using one’s own words to express something that was already written or said by another person. This is an important part of the academic skills as it helps the individual to put forward and clarify the message and make it more relevant for other with greater impact (Hagaman, et al., 2016). However, it is important that the paraphrased material must ensure to keep the meaning and lengths of the original text intact. In the process of paraphrasing, one can also pick out a single point from a longer discussion for better results.  
The paraphrasing skills are also required when working in a workplace setting. This skill is essential at workplace because there are several projects that requires paraphrased materials to support one’s own argument and viewpoint. The paraphrasing skills are also essential within the workplace setting while preparing for a report, presentation or a speech as this skill can be used for maintaining a consistent style and to avoid various kinds of lengthy quotations from the original conversation (Choy, et al., 2016).  
My paraphrasing skills were not really good before starting this module but I have improve it  throughout the course. I make sure that before starting the process of paraphrasing, I read the text carefully and understand the basic meaning of the text. After reading the original text, I tend to write down my idea without referring to the previous material in order to bring authenticity to my work. I use synonyms in order to change the word order of the sentences and compare the paraphrased text with the original to see whether it has conveyed the meaning for the situation.  
Summarising
Summary can be defined as a brief overview of the entire discussion, text or a argument. It is another important part and aspect of the academic skills. there are times when students have to summarise the whole research paper or a conversation in one single paragraph. In the work place setting, the process of summarising can be done with the help of series of bullet points or by using one’s own style and words. The process of summarising mainly takes place when the original material is long (Nhapulo, et al., 2017). 
In the workplace setting, there are times when the projects are often long and one does not have time to go through the entire paper. Hence, it is the duty of the subordinate to emphasize the key points or facts of the materials to save time during meetings. Summarising often leave put details of the material, which can distract the reader from obtaining important information. However, in the workplace setting, the process of summarising has helped me to simplify the complex arguments of the material along with the grammar as well as the vocabulary of the text (Chan, et al., 2015). In a workplace setting, the process of summarising is mainly used for saving the time, increasing understanding as well as obtaining the authority and credibility for the work. This skill is specifically important when the precise words of the materials is less important than its overall meaning.      
My summarising skills are relatively better than my other academic skills. While summarising any material, I always remember to get a general idea of the original text and make sure that my understanding and interpretation of the text is correct. I also take several notes while reading the original text, which helps me to summarise the material effectively. In such situations I use my notes to refer to the original document to ensure that my interpretation is correct. While summarising document for the work purpose, I mostly use bullet points to submit the work as it can be more accessible for the workplace settings.     
Communication
The communication skills are the ability to give and receive different kinds of information. It helps an individual to understand as well as be understood by others. Communication is not only limited to the effective communication of the ideas with others but also listening to conversations along with giving and receiving critical feedbacks. Communication is a very important skills to be achieved in order to be a part of effective team work. It can be said that a good communication is a key for teamwork (Weldy, 2017). A team will only be able to work together when communication between the members are effective. Good communication among the team members helps in open discussion about the work related problems so that proper actions are taken to complete the task. 
An effective communication skills or network is important while working as a team as it makes the members feel more important and confident about their ideas and opinions. It also comes across as a great source of motivation and satisfaction which encourages the team members to continue to add input for the achievement of the whole team. effective communication among the team members creates and mutual understanding among the team members which facilitates the progress of the whole team to achieve its objectives (Linton, et al., 2016). Good and stronger communication among the team members present a higher chance generating good ideas and practices to achieve the organisational goals. 
An effective workplace communication helps the organisation to operating effiecntly along with being more productive. The workplace communication refers to the idea of transmitting information among one person or group of people through mediums like emails, business letters, messages, notes and so on (Junod Perron, et al., 2015). Good communication helps in increasing the job satisfactions fort eh employees, it improves one’s productivity and have the positive impact on the absenteeism. 
When I started working in the workplace setting, my communication skills were not very good. Initially, it was difficult for me to communicate with other through face-to-face interactions and I was more comfortable with phone conversations and digital communications such as emails. My written communication skills were always better than my verbal communication skills. hence, I had to work harder to develop my overall communication skills in order to work effectively in the workplace setting.
My initial step to develop the communication skills were to listen to other actively. I started playing close attention to the person who was speaking to me. I made sure to avoid any kind of distraction like phones or laptops while conversing or listening to others. I started to adapt my communication style to the person I am communicating with. For example, while communicating with my colleagues, I started sending emails for more formal matters at the workplace but for an urgent matter, I directly called them depending on the situation. Gradually, it became easier for me to communicate complex information through verbal communication instead of long and dense emails (Gupta, 2019). I started to become more friendly with the team members by trying out small gestures like how the other person is doing or by offering them praise for their work. Soon, I started to gain more confidence and found my voice to share my opinion with my team members. I also made sure that my medium of communication, be it verbal or written, were clear to understand. I also attended several communication skills workshops and classes to get over my shyness so that I can put forward my opinions clearly when working in a team.   
Conclusion
This report presented a brief yet detailed account of my academic and employability skills. the report highlighted several aspects academic and employability skills such as time management, paraphrasing, summarising and communication skills. all these factors are a part of both academic and employability skills. The report describes each of these skills in details and presents my reflective views on either improving or enhancing these skills. the report also presented an overview of effectiveness of team work in the workplace setting and how each of these skills, especially communication skills is important for an effective and strong team work ability in an organisational setting.   
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In-class exercise 2: Summarising

R Lazugsv Student ID:

Student Name: \/ | o
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned

i
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.

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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Ex.2
This task is designed to see if you can summarise ideas from course materials in your ow d:
n words.

Re-read the text ‘The success of ALDI” on previous
page. Now answer the followin,
your oown words: What factors contribute to ALDI’s success? Write about 175 wo:;d‘:uemon =
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