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[bookmark: _Toc39607983]Introduction
The purpose of my report is to examine my academic and employability skills that I established throughout the first term.
Our society is changing. Employers nowadays are looking for potential candidates not only based on their degree. Employers take a significant amount of time to find candidates with the right skills and competencies for their organizations. Based on the career sector and the profession in which you choose to work, there may be skills, and knowledge needed to do the job, and these skills are so-called employability skills. They are often seen as transferable skills since you can qualify them to work in any sector.
 In my report, I will briefly discuss what these skills are. I will focus on problem-solving, paraphrasing, as well as time-management and summarising. I will provide some methodology; most importantly, I will focus on the skills which I developed during the first term and what I am still struggling with and what skills must be improved.
[bookmark: _Toc39607984]Time management 
[bookmark: _Toc39607985]Time management is organizing and monitoring process deciding how much time to spend on specific tasks. Proper time management allows a person to achieve more in a shorter period, reduces stress, and contributes to professional success. Excellent time management skills got many benefits, and you can achieve more work in less time, higher opportunities for accomplishing remarkable life goals and career, less pressure, and better career and reputation.
Understanding how to control your time helps workers to work better and to do more in less time. Managing time is quite a necessary job-related skill (Rivera, 2007).
Gaining effective time management skills helps us work on-time because our brain is focused on "time period," so we can concentrate on getting the job done on time. Get better outcomes, as we will concentrate on the most important issues, give them priority, and then work with dedication and attention (Lawson, 2009). 
Some of the strategies for organizing our time as follows: set a time limit for each job, get focused on a single activity, Pareto's 80-20 Rule, planning list, weekly calendar with hours, and Eisenhower method.
I would like to focus on two methods: the Eisenhower method and Pareto's 80-20 Rule, which have been introduced to me during classes.
The Eisenhower Method
[image: ]

Dwight D. Eisenhower was the 34th President of the United States. According to D. Eisenhower, we must focus our attention on important things, and not just on immediate ones. He developed a system for managing his time and deciding on his priorities, which became known as the Eisenhower method, this method distinguish from what is urgent and what was important (Hastings, 2013).
The only way to benefit from the Eisenhower Method is if you can devote yourself to making your everyday activities fundamentally classified. This method requires that your assignments and activities should be categorized into four objectives: tasks that are both urgent and important, tasks that are important but not urgent, tasks that are urgent but not important and tasks that are neither urgent nor important.

[bookmark: _Toc39607986]Pareto's 80-20 Rule
[image: ]
Pareto's theory states that 80 percent of the results come for 20 percent of the actions. Eighty percent of what you have achieved, relationships, social status, position comes from 20 percent of your time or effort (Koch, 1998).
The 80/20 Rule is widely used in many areas of management of organizations and businesses. I am not an organized person because I cannot really manage my own time. I am having trouble setting my own goals mainly because of all my free time I spent working. The environment where I am working is a harsh place in which most employees leave after a few months. Now, as a student and soon to become a father, I must find the right balance and focus on what is important, how to develop myself and move on with my carrier.
[bookmark: _Toc39607987]Problem Solving and decision making 

Taking decisions, and solving problems are essential and require innovative thinking, utilizing new concepts and strategies. Problem-solving is the process by which a problem is solved.
Decision-making requires implementing proposals, choosing, and determining the outcome. When we face a challenge, we try to find a solution that is based on our capacities.
 Methods for problem-solving and making decisions are systematic. We must understand that solving problems is a process that involves feelings, intuition, knowledge, and awareness before making any decisions.
Different personalities and characters may respond to a similar situation in different ways. Jung's theory explains how introverting people would take longer to think until taking any decision(Wilde, 2011).

[bookmark: _Toc39607988]PDP – Personal development plan

Personal Development Planning (PDP) is a system designed to help you think about and schedule your own family, education and career development. You will be encouraged to reflect on your progress and achievements during your degree, and to consider places you want to improve and develop (Shaffer, 2009).
PDP is useful tool for:
· Consider the skills and strengths that you acquire through your studies.
· Realize how the abilities and the skills you have can be applied in other areas or your professional growth. 
· Focus on areas you need to develop and build
· Strengthen your interpersonal and employability skills and prepare you for future job prospects.
To create an excellent PDP (Personal Development Plan) SMART tool was created.

[bookmark: _Toc39607989]SMART Method  
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Smart stands for: Specific, Measurable, Achievable, Relevant and Timely.  
The method of Smart goals was implemented back in 1954 by Peter Druckler. The author believed that every goal should be managed by objectives.
Setting SMART targets ensures you can summarize your thoughts, concentrate your actions, make effective use of your time and money and improve the chances of obtaining what you need in life.
· Specific – The goal should be precise and clear otherwise you won’t be able to concentrate your focus or even feel inspired to achieve that. When setting a specific goal, find answer for five “W” questions: What? Why? Who? Where? Which?
· Measurable - Measurable goals are valuable to have because you can improve your skills and stay motivated. Evaluating progress allows you to keep focused, reach your deadlines and experience the thrill of moving closer to your target. Answer for questions: How much? How many? How will I know? To set measurable goals.
· Achievable - To be effective your target also needs to be realistic and achievable. Moreover, it is supposed to extend your capacities but still be possible. You can be able to recognize previously lost opportunities or tools that can get you closer to it when you set an achievable target. Ask questions: How realistic is my goal? How I can do it?
· Relevant – This step is to ensure your target is important to you, and to connect it with other related goals as well. We also need assistance and support in achieving our priorities but maintaining control over them is crucial. Moreover, make sure your dreams move everybody forward, but you also have a duty to accomplish your own goal. A relevant goal should answer “yes” to questions: I am the right person? Is it the right time? Is does much my other efforts?
· Timely - Any aim needs a deadline, so you must concentrate on a timetable and work for it. This aspect of the SMART aim framework helps avoid everyday activities from taking precedence over the longer-term goals. The time-bound goal should answer for questions: When? What can I do today? What can I do in three-month time?


[bookmark: _Toc39607990]


Summarizing 


Summarizing is an essential skill in academic education. This helps to take the most relevant points from a document and rewrite them in a condensed form, in your own words. These skills are essential when taking charge of an essay and studying for it. Being able to compose a clear overview always means that the text you are studying has been thoroughly understood (Bailey, 2011).
The purpose of summarizing encourages the reader to process in a compact structure a small bit of knowledge so that they can grasp the fundamentals of the text without having to read it all.
Summarizing lets the students sort out the meaningless useful details. As a result, their memory for the subject can be strengthened, and functional behaviors implemented while reading.

While studying the first term, I learn what summarizing is. I understood that when I summarize something, I am letting the listener or reader know that I got the key points. It is like a review that contains main points.
[bookmark: _Toc39607991]I understood this academic skill, but I still struggle with it, and I must work harder until I feel confident enough.  Paraphrasing skills
[bookmark: _Toc39607992]Paraphrasing means taking, and re-writing, a sentence-either that is written or spoken. Editors also paraphrase coherent sentences to provide more precise information. It is necessary to maintain the original context when paraphrasing, so that the information remains untouched. In your own words, you are simply writing something that reflects the original concept.
Paraphrasing is important when writing a report or research paper. It allows you to explain key concepts in your style of writing, and to focus on the most important details to support your point. Even if you bring the thoughts of someone else into your own terms, you must cite sources of your information. It adds credit to the original author for their suggestions (Bailey, 2011).
Paraphrasing is a bit different from summarizing. When summarizing a paragraph, you concentrate on reaffirming only the main concepts in your own words. On the other hand, paraphrasing aims at presenting much of the details in a much simpler form. Summaries are much short than the original text, while paraphrasing can be the same, longer or shorter.
For me, paraphrasing is a new tool that I learned in the first term. I think that I should work more on this subject as I did not have much exercise and experience. 

Swot analysis 

[image: ]

SWOT analysis is a technique for evaluating a company's performance, rivalry, uncertainty and potential, and part of a company such as a product range or section, a market, or other organization (Cottrell, 2008).
Utilizing internal and external data, the methodology will direct companies towards approaches that are more likely to be successful and away from those where they have been less productive. Unbiased SWOT analysis may also advise observers, shareholders, or competitors on whether a business, product range, or industry may be weak or reliable, and why.

[bookmark: _Toc39607993]Conclusion
This research reviewed several academic and employability skills that we discussed while taking classes, such as Time Management, Communication, Decision Making, Problem Solving, as well as paraphrasing and summarising. 
I have learned a few new theories and tools: SWOT analysis, time management tools, PDP, which will help me plan my future carrier.
Although being a critical worker, I did not focus enough on my studies as well as my own academic and employability skills. It is particularly challenging to combine these two things together. I had to work and take the risk every day, blasting by the news and government advice: to stay home to protect lives. I feel that I am in the same place where I was before the Covid-19 lockdown. I am hoping that this will end soon, that everything will go back to where it was before - normal.
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