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ACADEMIC AND EMPLOYABILITY SKILLS 

 

 

This report have the purpose to analize a few the academic 

and employability skills. 

According to Thomas and Joyce(1995), employability skills 

refers to those skills required to acquire and retain a job. 

In fact,in recent usage,the term employability skils is often 

used to describe the preparation or foundational skills upon 

which a person must build job-specific skills(i.e.,those that 

are unique to specific jobs).Among these foundational skills 

are those which relate to communication, personal and 

interpersonal relationships,problem solving and management 

of organizational proces(Lankard,1990). 

 In order to combine your personal life with your career you 

need to know what your skills are,to improve them or to 

develop other and make your life easier. 

The academic and employability skill is the ability  of a person 

to store information and to to make decisions in critical 

situations. 

The important academic skills are: 

-communication 

-problem solving 

-time management 



-working under pressure and to deadlines 

-organisational skills 

-team working 

-team leader 

-decision making 

-leder ship and management 

-parahrasing 

-plagiarism 

 

 

 

Time management 

 It is the  ability to know how to divide your time both at work 

and in daily life, to preoritiz,to set a goal,to plan or delegat 

others tot a the job. Each decision should be based upon 

what you are trying  achieve in your life. 

I have learned to master this skill, because in this way I can 

carry out the tasks I have at work and to organize  my daily 

life. 

Problem solving 

According to Sara Pope(2008)”One of the worst problem-

solving trapsis to confuze three very basic terms.These terms 

are problem,cause,and solution. 



A problem is a discrepancy between the existing standard 

and the actual situation.In other words,a problem is the gap 

between what is desired and what has happened. 

A cause is something that happens to lead to a problem.A 

cause,can be acted an.If a cause is eliminated,the problem wil 

not occur again,at least not from that cause. 

A solution is the action we take to elimitate the cause.” 

Is to apply the  knowledge in identifying a problem, and 

finding the solucion to solving it.After identifying the problem 

you must look for the appropriate solution in solving it. 

To solve a problem it is a skill that I develop in my line of 

work,and all the time i chose the right decision to sorted out 

the problem. 

Communication 

It is the ability to understand and to be understood by those 

around you,to make youself understood using a manner 

appropriate to the moment.Good communication involves 

understanding requests,asking questions and relaying key 

information.No matter what job you work in or your level you 

are the communication is important,communication it is a 

basic skils that all of us have. 

I have this skill in my line of work communication have a 

crucial role,I work with difrent tipe of people,from diferent 

country and for me very importand to know how to 

communicate with them. 

Team working 



Is the abillity to work with others,to have a commun goal,to 

achieve and objective.By  providing  the same work,  and 

each of the team member to have responsability and to be 

abble to provide the efficienty of the team. 

According to Michael and Lynn(2004),”teams are social 

groups embedded in organizations,performing tasks that 

contribute to achieving  the organization goals.Their work 

affects others within or outside the organization.Team 

members are dependent on each other i the performance of 

their work to a significant extend,and they are recognized as 

a group by themselves and by others.They have to work 

interdependently and supportively to achieve the team goal”. 

To succeed in the workplace,you’ll need to know how to work 

as a member of the team. I acquired this ability by starting to 

work as a team in the hotel, in the restaurant, in the grocery 

store and  found out that I have this ability. 

 

Team leader 

A team leader is a person who provides guidance, direction 

and leadership to a group of people in order to obtain a key 

result or group of results repeatedly. 

The team leader makes a balance sheet with the quantitative 

and qualitative achievements of his team and reports the 

results of a manager. The leader must be a well-organized 

person and have good communication skills and determine 

the team to achieve the best results. 



Effective team leaders communicate clearly. Quality verbal 

and written communication skills allow leaders to present the 

expectations of team members in a way that employees can 

understand. Effective communication skills also allow team 

leaders to listen to the contribution of others. Leaders have 

exceptional organizational skills. Its organizational skills help 

the team leaders to plan their goals and strategies, they allow 

the team members to function properly and organized. Team 

leaders establish systems that maintain order and guide team 

members toward meeting their goals. An effective team 

leader is confident in his abilities as well as confident in the 

abilities of his team members. A confident leader is confident 

in the decisions he makes that affect his team. A quality team 

leader respects the members of his team. A respectful leader 

encourages employees to give ideas about decisions that 

affect them. 

 Working under pressure and to deadlines 

 

Here's what you need to do in such situations to optimize 

your work capacity and give your best performance when 

you're pressed for time and stress. Keep your cool! The first 

thing you really need to do is calm down. Stress darkens your 

judgment and does not allow you to find the best solutions to 

solve the problem. Evaluate the situation! Before you really 

get to work, evaluate in your mind what to do and go through 

the steps you need to take to complete your task.  

Manage your time! Think about how much time you have and 

how much time you need to solve each part of the problem. 



It is very important to have realistic time expectations and to 

take into account your speed of reaction and thinking.  

Focus on what you can solve! Consider the problem-solving 

parts of the problem in order to work effectively. There is no 

point in stressing about the part you are going to do only 

tomorrow or on the part of your colleague in a joint project.  

Focus your energy and mind on the problems you can solve 

here and now.  

Think positive! Negative thinking attracts fear of failure, and 

this will make your situation more difficult. Instead, think 

positively and remember other similar situations where you 

managed to optimize your time and complete the task.  

Relax your mind! A very important thing in solving problems 

is what you do when you do not solve them. If you get stuck 

in a mental block and you see no solution, stop and relax your 

mind for a few minutes.  

Most of the time that means you need a break. Your 

subconscious continues to work as you recreate and will find 

the solution without you realizing it. 

Plagiarism  

Means the use of words, ideas or figures created by other 

people without mentioning the source or 

the intellectual property of the respective authors on the 

aforementioned data, in other words the assumption of 

to a person of information that does not belong to him. 

The use of ideas in a manuscript, information from another 

published work implies: 



• Fitting them between quotation marks, followed by the 

exact mention of the source; 

• Paraphrasing them and mentioning the source. What does 

it mean to cite a source? 

In the case of a written work: 

• It means to mention during the work where the information 

used comes from; 

• Provide complete source information, in an appropriate 

format (author, title, date, etc.) as a reference 

bibliographic, but also as a footnote. 

In the case of a formal presentation: 

• It means recognizing on slides, tables, charts where the 

information comes from. 

Why do you need to cite your sources? 

• To prove to your readers that you have done the research; 

• To give others the credit for their work; 

• To indicate to readers what sources may be useful to them; 

• To allow readers to check sources if they still have questions 

about the topic. 

What sources should be cited? 

• Sources in printed version: books, articles, magazines - any 

printed material; 

• Sources in electronic version: Internet pages, online articles, 

articles from databases, etc. 

• Images, graphics, tables, illustrations, photographs 

(translation and adaptation after 

http://web.mit.edu/academicintegrity/citing/whatandwhy.ht

ml, page accessed 15.06.2012). 

Using the Internet as a source of information 

https://l.facebook.com/l.php?u=http%3A%2F%2Fweb.mit.edu%2Facademicintegrity%2Fciting%2Fwhatandwhy.html%3Ffbclid%3DIwAR2JgtRH5dNVmY15tZDQTa4zfNmhCJbV-ePg47IoKo98H5DTzMwEzmPsLnQ&h=AT3ao3ew5I75BQ9DJzvO38Tw3VlVcjf2x-aGTbzonQo25BahJn8pYLhFUQrnFZSw9KYs6SCJyGiWw6gFbDF_c8hOVnFxxYwF_GbHQan_j9Dym1I2V4rNi7iUHDXycjn1oM0TSw
https://l.facebook.com/l.php?u=http%3A%2F%2Fweb.mit.edu%2Facademicintegrity%2Fciting%2Fwhatandwhy.html%3Ffbclid%3DIwAR2JgtRH5dNVmY15tZDQTa4zfNmhCJbV-ePg47IoKo98H5DTzMwEzmPsLnQ&h=AT3ao3ew5I75BQ9DJzvO38Tw3VlVcjf2x-aGTbzonQo25BahJn8pYLhFUQrnFZSw9KYs6SCJyGiWw6gFbDF_c8hOVnFxxYwF_GbHQan_j9Dym1I2V4rNi7iUHDXycjn1oM0TSw


The Internet has made research work much easier by 

facilitating access to information. However 

its use also implies certain responsibilities. 

For example, many Internet pages do not mention the 

source, which is why many users might 

believes that the use of these pages is free and the 

information found there can be used. Everything that is on 

The Internet was written by someone. 

If no source (individual or organization) can be identified, 

then you must be very careful; 

the information found may simply be one's opinion and not a 

scientifically proven fact; in this case 

information should not be used because it has a questionable 

quality. 

Common forms of plagiarism: 

1. Direct copying from original sources  

2. Direct copying from original sources using footnotes  

3. Rephrasing a sentence (paraphrasing)  

4. The "loan" of the structure of another work  

5. Transposition of other works / Acquiring the work of 

someone else  

6. Lack of bibliographic references / source of footnotes 

Paraphrase 

 

The paraphrase means: "exposing the content of a text in its 

own (usually wider) formulation" 



(http://dexonline.ro/definitie/parafraza, accessed on 

17.06.2012). 

To paraphrase, use other words (own) than those of the 

original text, change the sentence structure, 

the tone, the source is quoted. 

The paraphrase is a reformulation of the meaning of a text or 

passage using other words. A paraphrase explains it in a 

simpler way, with a language easier to understand, which 

says another more complex text. 

 It does not have to be translated from another language, but 

to be explained in simple words in a better way so that 

someone with less information can understand or adapt it to 

another culture. 

1 Characteristics of the paraphrase: 

-authenticity  

-objectivity  

-accuracy  

2 Development: 

Other paraphrasing tips: 

3 Types of paraphrasing  

-mechanical paraphrasing  

-constructive paraphrasing  

-paraphrasing the translation  

-to paraphrase the understanding  

https://l.facebook.com/l.php?u=http%3A%2F%2Fdexonline.ro%2Fdefinitie%2Fparafraza%3Ffbclid%3DIwAR2AuEG46OktCKbYA9Z37P0ALsoxl8RJSQ6500j5F5Ri88LAL5R5YcXlZHo&h=AT3ao3ew5I75BQ9DJzvO38Tw3VlVcjf2x-aGTbzonQo25BahJn8pYLhFUQrnFZSw9KYs6SCJyGiWw6gFbDF_c8hOVnFxxYwF_GbHQan_j9Dym1I2V4rNi7iUHDXycjn1oM0TSw


-tolloquial paraphrasing 

4 Sample paraphrasing  

In thes report I analyzed a few employability and academic 

skills which are very useful for this century. 

Each one plays an important role in the life of a human being 

and their knowledge helps to have a better career and to be a 

better person. 
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