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1. Introduction

The purpose of this report is to analyse my own academic and employability skills. The skills will be analysed are the following: communication, time management, paraphrasing, summarising, taking notes and problem solving. Each skill will be defined, examined and explained in detail. After that, there will be a personal and honest reflection about the skills I need to improve and the ones I think to possess. These abilities are extremely important because they form the whole of the characteristics of everyone. Improving them means charting the way for the person they can become. There are some tips and advices to do it, and they will be accurately described. 

























2. Communication

Communication is the ability to have an exchange with other people about our thoughts and needs. (Griffiths and Dunham,2015)
Obviously, this is an important skill for both workplace and university. 
The reason why it is very important at work is that co
communication makes “teamwork” easier. Employers are very interested in teamwork abilities, because if a team is united and communicative there will be less issues; it will be more efficient. 
In addition to this, communication is an important employability skill because, if dealing with customers or patients, it is necessary to be prepared.
Knowing how to behave and communicate according to the person who is in front of you is a must.

It is reasonable to say that communication skills are well required at university as well. 
Learning presupposes to pose questions and interact with lecturers and classmates; to do this communication is essential.

I would say I need to improve this skill, because I sometimes realize to not be very communicative.
My personality tends to be introvert, and I feel it as a limit in some occasions. 
On the other hand, I consider myself a very good listener.
However, this is something I try to fix and improve every day to become the best version of myself.
I will try to improve this skill by communicating more in class and at my workplace, exposing my ideas and concerns about facts and situations.










3. Time management

Time management is the capacity to organize and plan how to divide your time between specific activities.
This is a very important employability skill because, as the Americans say, “time is money”. (Schulz, 2007)

Nowadays, life can be very stressful; especially for Londoners. Accordingly, it is imperative to know how to divide the time in a proper way.
Doing it is possible, following some important rules.
Setting priorities is the most important, because it helps to identify what the main things are. Writing a ‘to do list’ could be the success key to do it properly. 
Moreover, would be very helpful to do “the frog” first. This means that the biggest tasks should be sorted firstly, preferably in the morning. (Oxenreider, 2009)

The reason why time management is very important for university is that without it there is the risk to be overwhelmed of work to do, and to be stressed.
Managing time in a proper way leads to success.

One of the biggest obstacles to a correct and healthy time management is procrastination. Procrastinating is the action to delay and postpose something, even knowing that the consequences will be felt. (Braukamper, 2019)
There are some simple but very effective tricks to avoid procrastination. For example would be very helpful to divide the activities in very small tasks, to do one by one without stress.
I have to admit that in some cases I have been a procrastinator, doing my urgent tasks at the last moment. This is something I would like to improve because I sometimes get very stressed for it, and I do not like to find myself in the situation to rush things and feeling the pressure.
This is the reason why I decided to set a timing agenda from now on, so that I will be organized and with no excuses to delay things.


Apart from procrastination, I am pretty confident about my time management skill, because I think to be a good time saver and very able to divide and prioritise my tasks.
I always do the most impending and urgent things first, when my brain is more active and I am full of energy.
Distractions sometimes tempt me, but I always put all my commitment to do everything in time. Anyways, a good tip to identify all the time wasters is to register all the daily activities and take note of them. In this way will be easy to know what to pay attention to. I did it once, and what I discovered is that my biggest time waster is my smartphone. I think we do not even realize how much time we spend on our devices, especially on social networks. 
 
Another thing I usually do is to use dead moments at work to write down notes and ideas about my assignments. In this way I can optimize my time in an effective way. 




4. Paraphrasing

Paraphrasing consists in keeping the meaning of a sentence, changing the words. To do it correctly it is important to change the structure and form of the sentence.
This is possible using synonyms and opposites and changing word class.
e.g.
“There is a big economic crisis in Italy in this historical moment.”
“In this period Italy is affected by a serious commercial difficulty.”

This skill can be classified as an academic ability, as it is essential for assignments and for university tasks in general.

I practiced about paraphrasing in class, and I would say my paraphrasing skills are quite good. The in-class exercise made will be attached at the end of the report.
I personally find this ability intellectually stimulating, because it helps me to enrich my English vocabulary trying to find new ways to structure a sentence. I think that the best way to improve this capacity is reading books (to learn more synonyms) and practicing regularly.


5. Summarising

Summarising is a very important academic skill. It is correct to define it as giving a brief statement of the main points of a text. (Nordquist, 2019)
A summary has to be concise first of all. It is important to understand the context of the topic, finding the main concepts and elaborating them. 

We have been practicing about summarising in class and it was extremely useful. The exercise done will be attached at the end of this report. During this course I have noticed an improvement in my written English skills, and I am very satisfied. I think to have good summarising skills. 




6.  Problem Solving


Problem solving is the ability to find solutions and solve complicated situations. This skill is highly required at the workplace, where there are always daily challenges and several problems to resolve.
It is reasonable to define a problem as a question, matter or person that is indecisive or perplexed about something. (Ziegenfuss, 2001)
I am sure this skill is my strongness, because I practiced a lot on it, and I had to develop it at my workplace. I am currently working in a hotel reception, where sometimes customers have a problem for every solution. It is important to fight with the problem, not against it.

Listening attentively to their concerns is the first step to solve any conflicts and matters, because showing comprehension and empathy is vital.  There is always a way to find a solution, every situation has its key. The important thing is to not to panicking and keeping calm and professional. 

A good part of the problem solving comprises mediation. 
Mediating involves a neutral third person who has to help the conflict parties to find a good solution. (©SkillsYouNeed, 2017)
In my case, I can say I had occasion to face lots of situations in which mediation was required. Customers often argue and have discussions and complaints about various issues. As a receptionist I have to make sure they do not overreact. After that, I need to try to find a good deal to fix the problem in an advantageous way for both parties involved. 

Moreover, to have good problem-solving skills, it is useful to know how to improvise. It is correct to say that improvising is the capacity to deal with a not expected situation, finding a solution on the spot. 
I always find my self in the situation of improvising at the hotel where I work at; for example, when the Opera System crashes. In that specific case, I usually print out the reports and try to check in people manually, until the system comes back to working.

Problem soIving is made of all these factors that, combined together, can make the difference. I personally think that improving this skill is possible only through experiences. It comes with practice, time and patience. 




7. Taking Notes

Taking notes is an academic skill, and it consists in conceptualizing and catching the main points of what heard in class, in a simple and quick way.
The better way to do it is using abbreviations and diagrams.
Some examples of the abbreviations that can be used are:

e.g.  for example
n.b.  nota bene
i.e.  that is
etc.  etcetera
c.f.  compared with this
v.v.  viceversa

=   is the same as
+  in addition 	

Another tip to take notes and study in an efficient way is to use a highlighter. Could seem not so important, but it is actually! It really helps because the visual part is very important to memorize and keep all the information tidy and easy to find.

I would say to be prepared enough about this skill, and to know how to emphasise the key concepts of each lesson.







8. Conclusion

This report focused on several academic and employability skills.
It has been very helpful, because it gave me the possibility to make an effective analysis of my strengths and weaknesses.
In addition, I had the chance to learn about strategies and techniques to improve these abilities in an effective and immediate way.
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