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INTRODUCTION
In this academic report, I reflect and analyse some of the knowledge and understandings I gained by studying ‘’Academic and Employability Skills’’ throughout the past year. I include writing skills we were taught during the first term like paraphrasing, referencing, summarising and the meaning of employability skills. From the second term I analyse  my knowledge about Presentation or public speaking skills.


REFERENCING
Referencing correctly is absolutely needed in academia. It is the proper way, to explain an idea through someone else’s work. It is the tool you need, to avoid plagiarism. Around the world there are slightly different ways to reference on public literature. In University of Wales we were taught to follow the Harvard referencing style. The way is simple, in the actual writing you need to include in speeches the authors name and year of publicity. Then again in speeches write the author’s ideas and in the end of your work there must be a list of the references have been used, in a detailed way, by including the author’s name, the title of the source, the place it was published, the year it was published and the specific page and lines of the source. 
The sources of work could be:
· Textbooks.
· Academic books.
· Studies.
· Research.
· Academic articles.
· News or Magazine articles.


PARAPHRASING
Sometimes in academia you need to express someone else’s idea with your own words. So paraphrasing is useful when somebody’s work can be changed and used in your own way, obviously by not changing the meaning. Despite that only the ‘’idea’’ is borrowed from someone else, in order to paraphrase correctly, reference is needed again. There are three different techniques to use when paraphrase: 
· Using synonyms.
· Changing word class.
· Changing the word order.
Obviously by using these techniques you must always keep on mind to:
· Retain the original meaning.
· Have a different structure.
· Be grammatically correct.
· Correct spelling.
Below I have three examples, one for each of the techniques I mention above. 
1. Using synonyms example.
EXAMPLE: The growth of football market in Europe, is negatively affecting the rest of sports.
PARAPHRASE: The rise of European soccer industry, has a negative effect to other athletic entertainments.

2. Changing word class example.
EXAMPLE: In 2004 Oto Rehagel’s management skills, helped the Greek national team to win the European football tournament. 
PARAPHRASE: In 2004, with the help from the managerial skills of Oto Rehagel, the Greek national team won the European football tournament.

3. Changing the word order example.
EXAMPLE: After the referendum was completed, the British government is preparing for Brexit. 
PARAPHRASE: The British government is preparing for Brexit, after the referendum results.
In class we were taught to follow the ‘’8 steps to paraphrase’’:
1. Read – read carefully
2. Think – Think about the main idea until you
3. Understand – understand the idea. You should understand well enough, to explain the idea to someone else.
4. Go away – Go away from the text, for some hours.
5. Return – Return to your own writing and without looking at the original text
6. Write – write the idea in your own words
7. Check – Check the original text and your own phrasing to be sure it defers from the original, both in words and in sentence structure.
8. Cite – Cite the source. Place the citation both within the text immediately after your paraphrase, and include full information for the source at the end of your work on a References page.


SUMMARISING
A summary is a short description that includes the main facts and ideas of a writing, transformed with our own words. In class we learned the four techniques to summarise:
1. Identify the key ideas. You must make sure that yours and the writer’s ideas are matching.
2. Take notes. Obviously after having read and understood the content, you should take notes of the key points. 
3. Organise them in logical order. Put the notes in a logical order if they differ from the original content.
4. Link the ideas concisely. As mentioned above, your ideas must match with the writer’s. So, try to make clear the connecting points between your work and the original content.



EMPLOYABILITY SKILLS
According to ‘’ M. Yorke, 2004’’ employability is ‘’a set of achievements - skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy’’. In other words the development of employability skills within a society can only make the society stronger and help evolve with in time. There are five main categories, to divide employability skills:
1. Communication skills. 
· The ability to develop and control a logical argument, and the way to defend it in proper manners.
· The ability to prepare and present a well-established idea through writing communication like emails or reports.
· The ability to listen, process and use of information or instructions given to you.
· The ability to use the correct or proper type of communication, depending on the circumstances.
· The ability of conflict handling and having effective communication regarding business matters.
· Understanding business matters, specified to the role you apply for.
· Oral presentation skills, depending the nature of the workplace and your position in it. 



2. Interpersonal skills 
· The ability to make logical decisions and using them effectively on a group or individually. 
· Be able to negotiate successfully under different circumstances and get influence on others.
·  Having the ability of networking and gain the understanding of different people (managers, customers, colleagues, etc).
· Be able to work individually, provide personal motivation and time management.
· The ability to detect, analyse and solve problems within a group, under reasonable and understandable methods, by been creative and innovative.
· Identify and understand personal weaknesses, and be able to set and apply an action plan about them.
· The ability of be a good team player, in order to interact and co-operate with others in a positive way. 

3. Personal Skills.
· Finding balance and harmony between work and personal life effectively.
· The ability to permanently, develop and empower weaknesses you might have.
· Having good sense of be open minded, and flexible in order to use new knowledge and skills in your advantage.
· Be able to keep stress level low, personally but also within groups.
· Be able to maintain good standards of personal appearance and attitude.
· Having the ability to rate and struct personal knowledge.
· The ability to compare and analyse theoretical models and match them to practical issues.
· Holding and development of self-esteem and confidence, under pressure and difficult conditions
· Having the ability to prioritise and manage time, on an effective way.  
· Be able to do a proper research, using all the known materials including online.

4. Numeracy skills.
· Raise awareness of financial issues within the market, that affect negatively different organisations.
· Be able to present numerical data correctly and transferring numerical data on an understandable way. 
· Having the ability to understand numeracy and its use on real time conditions.
· Be in position to understand basic statistics and be able to apply them.
· Having the ability to present a problem in numbers and solve it quantitatively.

5. General awareness.
· Be aware of basic health and safety rules and providing first aid to somebody.
· Having ethical sense, by categorising what is wrong and what is right and always direct your choices and decisions accordingly to your responsibilities.
· Have good understanding of politics not only locally but in worldwide standards, so you can identify and understand people cultures from all over the world, but also in professional terms, too.
· Be aware about environmental updates, and how you can individually be part of a safer and cleaner planet. Again, in personal and professional matters.
· Having a clear picture of how your organisation is affecting the society and the community you are part of.

In conclusion, someone’s employability skills are his own reflection in society. Every single professional and personal experience or knowledge you gain in life, is slightly developing your employability skills. By gaining more and more skills and using them in an appropriate way you can only get stronger and more effective in a group of people and individually.


PRESENTATION AND PUBLIC SPEAKING SKILLS
One of the most important lessons in that module was to learn how to present a project, in real time or online and how speak effectively in public. Our lesson was more specified on how to do ‘’Power Point’’ presentations, in order to prepare us for our group assignments. Below I present you the nine crucial steps we need to follow in order to present effectively and in an appropriate way.

1. Pre-talk preparation.
· Give yourself or your team some minutes before starting, to set up and check that all equipment needed is functioning.
· Dress accordingly to the audience, always on the same or better standards.
· Turn of your mobile phone and minimise the reasons your presentation could be interrupted, especially from you.


2. Handouts.
· Consider their use according to the presentation you need to make, there are different reasons that handouts could affect the presentation negatively: 
1. The audience could read ahead and be spoiled.
2. They could be distracted from it and lose their focus on your sayings.
3. Printed handouts will not show any animations or graphics, so they can turn against you.
4. Environmentally thinking it is waste of paper, it should be better to ask the audience to keep notes.
· In case you decide to use them make sure you have some extra than the planned audience, just in case more people will turn up.

3. Opening.
· Make sure you get the audience attention and interest from the very first moment.
· Give a short description of the topic you will analyse.
· Summarise your main subject, for a possible idea or solution.
· Do not try to improvise.

4. Speaking.
· Keep a natural rate of speech.
· Control your voice, keep a natural tone, emphasise when needed.
· Speak clearly.
· Repeat the crucial points, so then audience gives more attention.
· Make small pauses between subjects, so your audience can be comfortable to keep notes, and digest the information of each slide.
· Do not read the content of the slides, explain it. 

5. Body language.
· Keep your eyes on the audience, so you are more effective.
· Use natural body language, do not over act.
· Never turn your back to your audience.
· Use notes for reference to keep you in order.

6. Questions.
· Ask you audience to make questions in the end of the presentation, unless you are very experienced on it. 
· Some questions are very specific and if you try to explain, you will possibly lose the plot. 

7. Length.
· Practise well before the presentation so you know well the time barriers you need to keep up.
· When you practise try to finish earlier than you plan to.

8. Behaviour.
· Be enthusiastic up to a standard, the audience will know if you over do it.
· Involve the audience in every chance.
· Ask them questions, keep eye contact permanently and try to be humoristic.
· Do not allow noises or any kind of movements.
· If you lose the plot instantly, gain some time by asking the audience for questions.

9. Conclusion.
· Summarise the key points and ideas of the presentation.
· Finish the presentation in style, by using a statement or question you have prepared.
· Try a logical alternative of just a plain ‘Questions’ for a closing side, it could be a cartoon or a logo that applies to everyone.


CONCLUSION 
As a conclusion, I would like to mention the importance of that module. In academia, having the ability to express your ideas correctly is power. There are always areas that need to develop, and skills already held to skyrocket. Personally, I was helped a lot and I strongly believe I have developed my weaknesses.
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