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[bookmark: _Toc26187672]Introduction
The aim of this report is to analyse the different types of academic and employability skills. communication, ability, and skills that are needed in the work force in today’s robust world. Since qualifications alone are not enough anymore to build a successful career, this report will look at the different ways in which we communicate and define them, as well as the skills and abilities that are required to build a successful career.
[bookmark: _Toc26187673]Communication
Communication is important in everyday life, arguably the most important in any organisation or workplace. There are two main forms of communication, verbal and non-verbal. Communication may take on different forms however, it all amounts to the same conclusion, which is us trying to understand each other and get our messages across.
Having effective communication in the workplace or at university will help a great deal in making sure things run smoothly, as well as, preventing mishaps and preventing information being lost in transit. Misinformation can have severe consequences in certain settings, take hospitals as an example, who rely on efficiently relaying information and effective communication to save lives.  
[bookmark: _Hlk28635756]I have worked in customer service since leaving school and communication is one of the strongest skills I have learnt. My career so far has been working face to face with the public. Being the first port of call is a challenging role which requires effective communication skills to make sure the customer is always happy or at least satisfied with the result and listened to.
[bookmark: _Toc26187674]Paraphrasing
Paraphrasing is a form of writing something that was not your original idea it could be an article written by an author for a magazine, newspaper, novel, or online. 
The number one rule of paraphrasing is not to copy the article, an article could be used but not copied word for word, the idea of paraphrasing is using someone else’s idea keeping the context and key words that cannot be easily paraphrased,  then  changing the article into your own words, it is an offence to use someone else’s work  as your own, known as plagiarism. Nonetheless, each time paraphrasing is used citations and referencing must accompany it to show that you acknowledge that it is someone else’s work and not your own.
 Paraphrasing is an excellent way of changing a piece of writing that is particularly hard to understand and changing  it into a  less complex and easier to understand piece of literature, for example making it age appropriate, shortening an article that is too long for easier reading from the original idea, at the same time staying true to the original idea.
Personally, I find paraphrasing a bit of a challenge as a recent class text show. Academic writing is something am new to and a skill am yet to master nor understand completely, but since starting this course in health and social care I have honestly learnt so much within this short space of time and find it enjoyable at the same time. I have also realised that reading different books and doing online research alongside going to classes has helped a great deal in understanding the concept a great deal better.
[bookmark: _Toc26187675]Teamwork 
Teamwork is an important part of many job descriptions or roles. In many job roles employers will not only welcome peers or colleagues who can work as an individual, but those who also use their own initiative and do the work on their own without much help, but as much as its important to use your own initiative it is just as important to be able to work in a team. There are many job roles that rely on each other to succeed and achieve the target given. From early years right through to adulthood we are always encouraged to work in teams to shape us, getting us into the habit of working with others. Studies such as Meredith Belbin’s model, is a theory based on teamwork which he devised in the 1970’s. In it he stated how people work differently under different circumstances, putting together managers from different backgrounds and experiences   regardless of skills and abilities. 
The task was to examine how they will perform, with Belbin separating his findings by putting them into categories which have shown that teamwork helps achieve higher productivity, with the division of labour. Organisations all over the globe use his theory to help build strong teams  Good relationships, strong rapport builds a stronger team, positive interactions are all positives that can help build a solid team, but keeping that team motivated and together is a challenge on its own, keeping in mind that not everyone has the same strength and other’s weaknesses have room for improvement  can cause conflicts in team work or groups.
Incentives are always a good way in keeping people motivated and encourages consistency. Teamwork is unarguably good for getting results, but it is not a “one cap fits all” approach, seeing as different models or methods work for different individuals or groups of people - the facts nevertheless are undoubtable. Organisations and companies swear by teamwork, as it has been shown that companies innovate much faster, achieve faster results, and succeed all around. 
Situational questionnaires are another method usually applied in job interviews all over the world. They ask questions such as, “tell me a time when you had to rely on teamwork”. The aim of this type of questioning, is to get an idea of how you work and as an individual, moreover how you portray yourself when working with colleagues or peers.
I personally enjoy working in a team I find it productive, educational, and informative, with different parties coming together with their own ideas and opinions, even though clashes do happen every so often, conflicts occur, you tend to learn a lot from listening to other people’s thoughts and experiences. 
[bookmark: _Toc26187676]Time management
Time management is the process that acquires an individual or organisation to plan, manoeuvre and organize their time adequately. Effective time management has many advantages, it is a skill that takes planning, patience, knowing your priorities, and putting them into action.
The Eisenhower Matrix is a simple and effective formula that many companies use to organise, plan and delegate tasks in order of what is important, the tasks are divided into quadrants of urgent versus what is less urgent and important verses not so important.
[image: Image result for The Eisenhower Matrix"]Figure 1: The Eisenhower Matrix
Source: (Bezson, 2019)
There are many ways in which you can have effective time management, however different methods might work better than others depending on the individual or type of organisation. Prioritising, having your to do list and focusing on them is a great way to begin.
Having regular appraisals are a great way of giving feedback. Identifying strengths and weaknesses or areas that need improvement, it being in schools or in the workplace is a great way of offering support in those areas that tend to be weaker, leading to demotivation and then the loss of focus, as well as the urge to achieve. The emphasis on time management has an important method in keeping track of progression.
My time management skills need improvement. My biggest problem is taking on too many tasks at the same time, believing that I have all the time in the world to execute the task on time. I tend to procrastinate a lot which is a habit I need break, however I have learnt new ways which I intend to put into practice, the main one being, start with the biggest tasks and strive to execute them at the right time. 
 
	Advantages
	Disadvantages

	Having a scale of preference 

	Not having flexibility (regimental military style)


	Being disciplined

	Deviation from task (procrastinating)


	Allowing for error (having a flexible window)

	Not having a contingency plan


	Less stress

	Having too many priorities (too many targets)


	Better planning will mean meeting deadlines 

	Too many external influences (family or social life)

	Being in control will also mean clarity and better results

	

	Less time wasted

	

	Having realistic targets

	




Social Skills
Social skill is a process that takes place between individuals where communication of some kind takes place, it being verbal or non-verbal. It is a great way to network in social situations, getting to know each other or even gain or exchange business ideas in social settings. It is also a brilliant way to improve self-confidence, however having good social skills or socialization as its also known does not come easy to everyone, it takes skill and confidence in some cases experience to be able to hold a conversation in total concentration and  in the right manner, being able to read between the lines, as well as understanding body language and. knowing how to start  conversations is a brilliant way to improve your social skills.
[bookmark: _Hlk28543061] 
 I believe I have good social skills, am confident in social situations, and I tend to start a conversation with strangers with ease. Socialization is one of my strengths specially when it comes to meeting new people for the first time. Having worked in retail in the past and having conversations with new customers all the time, working with different staff members has certainly helped me gain confidence in socializing.     

1. Assertiveness: Is when an individual has the confidence to handle situations (without aggression) whilst being positive.  

2. Body language: Being able to read the person’s physical behavior whilst being engaged in a conversation 

3. Having Good listening skills: This is an excellent way of holding a conversation, because without it the conversation will not go very far.


Summarizing
A summary is an essential academic skill that is important when it comes to essay writing. A summary is a shorter description or explanation of the facts already written in a text or essay. The main thing to remember when summarizing is to make sure it is shorter than the original text, however the summary must include key words and points already mentioned in the text.
The summary should be clear and easily understood by someone reading it who has not necessarily read the original text. It must be precise and clear, whilst giving minimal but relevant information at the same time.

I believe my summarizing skills can be improved. Because I haven’t been in higher education for a while, it has taken me longer to get to grips with it, but I do believe with time and practice I will improve, my aim is for it to be second nature without over thinking.  The way this course is structured has the perfect foundation to get us ready for academic writing in the best possible way. 





 
[bookmark: _Toc26187677]Conclusion
In conclusion, this report has looked at the different academic and employability skills that are needed in the workplace and at your place of study. We have looked at the different techniques that shape academic writing, for example paraphrasing being paramount to academia, along with summarizing, the two go hand in hand in shaping how an essay looks and how research is done. We have looked into employability skills where time management, teamwork, and social skills have been analysed to show the importance of having such skills in any organization and the impact it has in the workplace.
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