

Introduction
The purpose of this report is to analyse various employability and academic skills. The skills that will be analysed are: communication, time management, problem solving and decision making and leadership.  I will be defining them individually, giving examples and showing why they are vital to individuals in the work environment or academic space and finally giving my personal opinions on the subjects while identifying how well I have command of the respective skill. 

Communication
Communication is the ability to give and collect different pieces of information, in several forms. Communication is vital and it involves several other key skills such as speaking and listening but also observing and being able to empathise with people and different situations. 
Communication skills are not limited to only communicating ideas but also get across feelings and events. 
This is one of the most important skills to have as one’s ability to communicate can be seen in most of the other skill sets. It is very helpful to be able to recognise the differences in how to communicate in various situations and how to adapt its style to specific audiences. 
As an academic skill, communication lays the basics for all the other skills, being vital for getting across ideas in an appropriate way. On the other side, as an employability skill effective communication is a requirement that most companies will add onto a personal profile when recruiting. Therefore, developing communication skills is crucial in all life departments. 
On a personal plan, I believe I do have well developed communication skills. Although, some areas are more improved than others. For example, I feel the most confident about my nonverbal communication, more exactly my body language. I believe I can get myself across and send the right message through my hand gestures, eye contact and face mimics. 
Also, I think I am mastering well my verbal communication as well. I have a refined vocabulary that help me deliver my ideas in an efficient way. As English is my second language, there are several areas I need to make improvements on when it comes to communicating in writing, such as spelling and grammar but when I overcome those errors, I always manage to make myself understood.
For example, I can demonstrate my communication skills through my years as a primary school teacher where communication is essential as not only you have to make yourself understood but also help the young children understand the subject and develop their own communication skills. I think I was a very successful history teacher, using my body language and my verbal communication to teach and bond with my students.  
Overall, I think one of my best skills is communication. I think it is a very important skill to grasp as the basis for several other skills and also, personally, it boosts my confidence in social and academic circumstances. 

Time management 
Time management is a method of planning and organising your time in order for you to be able to effectively divide it in between specific activities. It is your ability to prioritise your work load in order to work smarter, more efficient and improve your productivity. Also, a good command of your time management reduces stress and increases your professional opportunities and reputation. 
Time management is as important in the employability field as it is in the academic space. Poor time management will cause you to miss deadlines and in the work place could even cause you losing your job. Research conducted by George et al. (2008) shows a clear interrelationship between students’ ability to manage their time, such as attendance and punctuality, and academic success. 
In my opinion, time management is one of my strongest skills. I believe it has become one of my qualities and something my friend and family know me for, as it has always been like a second nature to me opposed to something I had to work on and develop. It has helped me enormously in all the areas in my life, starting from my personal life, as a mother and a friend, and also as a student and an employee. It is something I have always been praised for. 
As a mature student, I think this is a crucial skill to master as university is not my only priority. My developed time management skills lead me to effectively juggle my student life, my job and my responsibilities at home as a mother and wife. It is very challenging to find time time to work on my academic pieces while also having to run a household, making sure that everyone is happy with all their needs met. 
Thus, I believe everyone should work on their time management to be able to find the right balance between their personal life and their work life. This would increase the quality of life and adequately reduce stress and improve productivity. 

Problem solving and decision making
Decision making is one of the skills that we use the most in the day to day life but also in the work environment. Even when doing the most trivial things, one still must make decisions. If we choose to sleep more in the mornings, or if we chose to wear the red top instead of the green one, that is still decision making. 
On the other hand, there are important decisions that people have to make and they shape their lives, such us choosing a job or choosing to change career paths, choosing to get a degree or not, choosing to start a family or buy a house. These sorts of decisions are made on basis of priorities, one can value a career more, therefore they will go get a degree then work their way up the ladder in their dream job and another can consider family more important so they will get a regular job and start creating a family. These have a strong impact on an individual and on their quality of life, therefore being able to apply critical thinking and problem-solving skills when making a decision are critical.  
Problems lay at the core of what people do every day, regardless if it is a job or studying for a qualification. They come in many shapes and some of them can be small or simple or easy, but others are large and complex and rather difficult. Being able to solve problems quickly and efficiently is a big part of success and it fills an individual with the confidence they need in order to do their job right.  
There are four steps that we go through when solving a problem. First step is defining it. An individual has to make sure they deal with the real problem, and not with the consequences. For example, having the right people in the right positions in a company would solve a lot of their issues. If time is invested efficiently in training, in the long run the company would actually be more productive and save time and money. 
The next step is generating alternatives. As a strong problem solver, you must be able to come up with more than one solution, weigh the pros and cons, and choose the most suitable and effective one. It is important to choose the solution that is beneficial to all the parties included.  The final step is implementing the solution and it is more important than one might think. It is not enough to find the right solution you also have to be able to apply it to the situation.
On a personal level, I believe the most important decision I have made lately is choosing to get back into education, more exactly university. I could have chosen to go to college or a different course, but I have the motivation and ambition to create a career path for myself, regardless of my age. This decision came with multiple problems, from how to enrol into university to how to incorporate it in my day to day life as a mother, wife and employee. I believe my strong problem-solving skills helped me a lot as I am doing really well in all aspects of my life, I have not neglected my responsibilities at home although university if one of my priorities now, and I can prove that with my attendance of 100%. 
Personally, I think problem solving and decision-making skills are crucial for everyone, and once you manage to understand them and apply them efficiently you will be able to improve your quality of life significantly. 

Leadership
“Leaders are the people who do the right thing; managers are people who do things right” (Bennis, W).
Leaders have more responsibilities and are paid more, therefore they are seen as more successful. Leadership is not an easy skill to master, even for the people that are “born with it”. It takes knowledge, skill and most importantly talent, for someone to make people believe in them and follow them. 
Leadership is the skill that allows you to balance between the mind and heart when making decisions. Personally, I don’t think I have this talent. I call it talent because I believe leadership is not a skill you can learn or develop over time, it is a talent and you are either born with it or not. Of course, you can learn how to make informed decisions or how to solve problems in an efficient way but making people follow you and make them believe they follow you because they want to and not because you want them to is something we cannot learn. “Leadership is the art of getting someone else to do something you want because he wants to do it” (Eisenhower, D). If leadership was a skill you learn, we would have a world full of directors and CEOs and nobody would want to work for anybody because they would want to be someone else’s leader. 
Finally, I think that leadership is a talent skill and the individuals that do have it help substantially their companies to grow and develop. 

Conclusion
This report focuses on various academic and employability skills and my personal view and experiences with them. I believe each skill is important on their own but when you master several skills as an individual and have strong command of them, that is when we can truly grow and develop. 
I have explored my personal communication level, my time management skills and my problem solving and decision making, and I have realised I have a really strong command of them and I am confident these are truly well developed, but I must improve on my leadership. Like I mentioned above, I am not one of the individuals born with this talent, but I can work on my other skills and perfect them in order to be in a high position within an organisation, but never leading everyone around me. 
Overall, this report helped me understand better my existent skills and although I have a strong command of them there is always room for improvements. 
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave 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 free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
The boss {/u W ounauwits e W/ WUZ/L@

2) He doesn't write to me as frequently as | wanted.
| wish iAL M!gi‘e L 4matQ Q&q{'mk %

3) We were concerned about her health
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7) It was Mary who stole money.
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9) Universities place the burden of understanding plagiarism and attribution conventions on
students. /(
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10) 33% of adolescents who have one baby, have a second baby within two years of the first

babys%u—u \shic whow M/\Bu _%, 539, oL ‘Kjk% m%m‘z&
Lecturer” %Q/ments ‘\A){‘ Jﬁm Lj

‘W‘k e Yo Tnprove. %OUJ %(mm\w»'

T
Lecturer’s signature: {\)MQ'/‘ Date: /Z/ /// oQ& /p

2|Page




image3.jpg
Trinity Saint David Academic and Employability Skills (ACE) - term 1
LONDON BMSW4001
In-class exercise 2: Summarising (Oct 2019)

Student Name: mﬁ/a %Vm&{’/fﬂﬂ M/7 Student ID/Group: (905365 G2
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a guestion about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

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 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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