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· Introduction
The purpose of this report is to analyse my own academic and employability skills. The academic skills are used at University and are essential to obtain good grades. Employability skills are used at the workplace and they are very important as they maintain the quality of work produced by you and can lead to promotions during the time of employment.

Employability skills are defined by 10 skills that all employees are looking for: Communication and interpersonal skills, problem solving skills, using your initiative and being self-motivated, working under pressure and to deadlines, organisational skills
1. Communication and interpersonal skills: They represent the ability to explain what you mean in a clear way so that everybody understands, either by writing or speaking.
2. Problem solving: Problem solving is a skill which people use in order to break issues and identify the key issues in order to succeed in the task assigned to them. It means applying knowledge from different areas to overcome the problem.
3. Using your initiative and being self-motivated: Having a strong initiative to produce work is always looked as with good eyes. For example, in a project, coming up with new ideas and being motivated to make a unique piece of work.
4. Working under pressure and to deadlines: Always make sure you follow the given deadlines. By doing so, you are avoiding the stress created by them and prepare yourself for greater and greater tasks.
5. Organisational skills: It means the ability to organise your work dates so that you always follow the deadlines and targets given by your supervisor.
6. Team Working: This is a generalised skill which will appear almost on every job. It is a key to success for businesses and one of the most searched skill for a new starter. This skill will help you produce tasks by using ideas from different people with different backgrounds.
7. Ability to learn and adapt: Always be eager to learn new things, either from new tasks or mistakes made, as they can help both you and the employer.
8. Numeracy: The ability to use your personal math skills in order to support your ideas with exact numbers.
9. Valuing diversity and difference: This means the ability to understand that people have different ideas and needs when working in a group.
10. Negotiation skills: The ability to consider other people’s thoughts and express your own in manner that will grant a win-win outcome.
Stemnet[Online]Available:https://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Employability%20skills%20guide.pdf
(Accessed 30 November 2019)


· Time management
Time management can be defined as a planning procedure of controlling how the time can be spend on different activities. A good organization of time will help increase the effectiveness at workplace and in daily activities. 
Good time management at the workplace will help developing yourself. If the time is well organised at the workplace, then the result will be excellent. The work productivity will increase, the report between employees and managers will be very good. The stress level decreases, and this helps you focus only on the task that has been assigned to you. When a person has many tasks, it will not have satisfactory results, because usually when more things are done in the same time, are done under stress and nothing comes out as it should.
At university time management is very important because it helps students to focus on priority tasks, learns to respect a program and, the tasks they have to complete in a timely manner. Good time management helps the student to focus on long term goals which will lead to their completion in the future.
Good time management at workplace is essential, because is helping to accomplish your tasks in a short time, can also eliminate procrastination.  Leaders who are strong at managing time, will have the ability to schedule the right tasks.
To have a good time management, you can use the 80/20 rule. The theory of this concept, which was decoded by an Italian economist, Vilfredo Pareto, is based on the following rules to organize very well the time and to fulfil all tasks. 80/20 rule suggests that we create a to do list as the first step when starting to work towards a task; after we need to set our goals, then think which goal has the greatest positive impact in our life. Choose the second important goal, and after we complete this goal, will realize that most important 20 percent of our goals will help us more than anything else.
Brian Tracy, International(2019) [Online]Available https://www.briantracy.com/blog/personal-success/how-to-use-the-80-20-rule-pareto-principle/
 (Accessed 30 November 2019)


I believe that I have this ability at work, because I have never received complaints from the manager, or customers. I have always been focused on the priority tasks such as providing a good customer service, paying attention at details, taking the right decisions and my result is: clients happy, the company grows. 

· Communication 
Communication is the process of transmitting and share ideas, opinions and facts from one person to another. The communication can be realised through words, sounds or signs to express information. 
Good communication is the key to achieving on track productivity and maintaining strong working relationships at all levels of a company.
Employers who get involved and give time to create a clear line of communication will gain the confidence of the employees, and this will increase productivity. Moreover, the employees who have an efficient communication, manage to reach their goals always, they build teams, and the work becomes easier, this leads to increased productivity. 
The importance of student communication is essential to student career success. Good communication helps students learn from teachers, and on teachers help to teach students. Efficient communication will increase the chances of promoting students, this ability it is the proof of a well-educated person.
To learn better from the teachers, students must ask questions, discuss their concerns. When teachers understand where students are confused, they change their tactics to explain and this will help the student get higher marks. Many students do not ask questions because of fear, shame, low confidence. Communication skills help them understand what teachers are saying in class. After the students have listened and understood what the teachers were talking about, the students can ask better question and so they will be able to gain more knowledge.
The communication is a skill that I still need to improve. English is a second language for me, which makes my communication not so efficient. As I’m a very shy person, I find it difficult to have a conversation in front of a group of people. I need to improve my confidence; however, I’m getting anxious when people watching me and for this reason, I’m not able to deliver my messages in a clearly way. As a result of my unclear communication, sometimes I had disagreements with colleagues and my manager.

· Decision making
Decision making is the process of choosing the logical selection from the available options, accumulating information and analysing them and choose the right one. Decision-making is the essence of management.
Decision making is an important ability both in the work industry and education, because if you are not making the right decision at right moment, you could have very bad outcomes.  Making right decisions produce good results that make you look good and make you promotable for leadership.
The managers of a company are responsible for making decisions and at the same time ensuring that they have made the right decisions. All the functions of a manager, such as planning, organizing, managing, are determined by a decision.
This ability is necessary for students because helps in developing better problem-solving skill. It helps the student to be self-determined, to have more self-esteem, and it will make him able to understand his strengths and weaknesses and will be open to new or alternative ways to do good things in the end.
MSG Management Study Guide (2019) [online]Available https://.com/ www.managementstudyguide what-is-decision-making.htm
(Accessed 25 November 2019)

I need to improve this skill because I am not sure that I can make the right decisions when I am in the middle of a delicate situation at work or university. I need to be more rational and more confident to develop this skill.
· Paraphrasing 
Paraphrasing consists into writing the ideas of another person in your words, in a short way. To paraphrase a text, you need to change the words with synonyms or antonyms, the sentences should be restructured, and the word’s order must be changed. 
In academic fields, paraphrasing is an important skill for students because it helps them to get through many research papers and assignments, in an organized manner.
For teachers, the paraphrase means to listen and acknowledge all student’s voices, and then their task is to validate the interpretation and to draw conclusions after all the comments and make connections between them.
The success of each business depends on different factors. Paraphrasing is one of these factors, which can help the renovation of some official documents, without losing the main idea, so that newer plans are produced in a way that can bring more customers and this helps to grow the business.
Another factor is marketing which has a major importance in a company. If the publicity skills are at a high level, the chances of success are greater than ever. Some companies hire paraphrasing teams to complete their work. This is how the essence of the original work can be preserved and at the same time a high barrier for competitors in the field can be set. 
Literary Devices Definition and Examples of Literary Term (2018) [Online] Available https://literarydevices.net/paraphrase/
(Accessed 30November2019)
I do not believe that I have this skill at university, I must improve the paraphrasing skill as it is important to complete assignments.

· Summarising
Summarising is the process of expressing the most important ideas or facts about someone else in a short and clear form. In academic forms, it’s a very important skill. The most important ideas from a text, can be taken and formatted in own words, in a short way. It helps when you take the notes and researching for an essay or assignments. When summarising a text, all main points must be included, do not give details such as numbers, dates or quotes. You need to use your words, do not add your opinion. When summarising a text, you need to include a title, step 1 read the text, and take the main ideas and write in your words. The question like when, where, happen, must be used to understand the main points. In order to produce a good summary, you need to read the text carefully and fully understand it.
In my experience I need to improve this skill because is essential to complete the assignments.

Conclusion
This report helped me understand what academic skills and what employability skills I have. I understand that these skills are essential, because with their help, everyone organizes their personal and social life. With the help of the skills mentioned, you get a good job, good report with people around you and an organized life without stress and full of happiness.
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Ex1 . . .

Read the followingtext and make notes on the main dess. Yourean do this on aseparate piece
+of paper which you do not have to hand in. .. o . v

ht need to start by lea

urself
Most people go o top positions with good ntentons, b thoseoftecrumbledu 1 the demands — and
perks — of th job.fyou want o succeed,devotp some time and energy tosetladership, sys consutant
Lo Sidmann’ Being 3 lader i e Ik being  prent; befbrehand, we have il thse rosy isiohs of how
We'e going 10 do’t, how incredible we'r going o b, and how we'l destep the mistakes atowe see other
people make, ut when s our turn t 3s5cme th rle, we find that realty doesn't match ot xpectations
or imaginations. Sudmann for example, blived that he would ace i st leacership rok. Then, he he
s 1 major saff meeting, 3 employee asked a question abou the companyi emal signaure,and the
procpedings — and hiscommand of then — compltely el apart

After some moritis, Sudmann realzed he was fighting against cerain entrenched factors that Keep al leaders
from improving. Like many in the working world, eaders have 00 much to do and not enough time to do it;
ey don't clearly think thiough their prorities and strategies; and being in a position of power causes them
tq assume that the people beneath them willtake care of a ot of problems. JRYE TN

Sudmann ourd a potentia solion o these “classi leadership problems* n Marcus Auielis, the Roman
emperor and stolc philosopher. Rather tha spendig his,time frying o learn o cally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadérship. Sudmann has found
thi orientation tremendously helpful. Below hé breaks down three actons that go into sel-leadership.

Fist of all, you need to be aware of your shortcomings; leaders need to know al of their biaes, predilections
and weaknesses. Another idea s to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'llsoon face. While Marcus Aurelus was fond o reflecting n the evening, Sudmann
Tikes doing this over morning coffee. Questions to pose Include: “How did myleadership go yesterday? How
would the leader 1d like to be have faced the challenges | faced? What about my challenges today? What
could 1 do diferently?” Write down your thoughts 50 you can refer back to them and learn from thern.

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 1o 10, how important i this ssue
vight now? Then, give yourself a moment 1o thnk: “How would the leader | aspire to be handle thissituation?”
The answer will come to you
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Summarise main ideas from the text in your own words. Write about 175 words.

yn

Lecturer's comments: _ (ool sunn P S L
sowded e \den  olopd Qlleun Buelivh

Lecturer's signature: e oate: 12 | 2301





image3.png
Academic and Employability Skills ~ BMSW4001
Term 1

In-class exercise 1 Paraphrasing (Oct 2019)

oavit

Student Name: TZORENTING  GAYRIL  studentio: 490652 |

Time allocated: 1 hour. Pleas reurn your paper o the ecturer upon compltion. It wil b retuned
1o you at the next session. You will need to include a scanned copy of this exercise in the form of an
oppendix 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 lttle luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
childslave 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 ree.” The.
chocolate industry agreed to an international protocol that would give chocolate producers four
Years to limit abusive practices,
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£x.2. Complete the blanks i such a way that the meaning of the second sentence is as close to
the original sentence as possible, sing the word in brackets where given. Pay attention to
ammar and make sure what you write matches what i aready given.
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