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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.

















10. References


Braukamper (2019) ‘What is procrastination? Causes, Effects and How to Stop Procrastinating’, Positive Routines [Online]. Available at: https://positiveroutines.com/what-is-procrastination/ [Accessed: 25 December 2019].


Griffiths and Dunham (2015) Working in Teams, Thousand Oaks: SAGE.


[bookmark: _GoBack]Nordquist (2019) ‘What Is a Written Summary?’, ThoughtCo [Online] Available at: https://www.thoughtco.com/summary-composition-1692160 [Accessed: 27 December 2019].


Oxenreider (2009) ‘Start your Day by Eating a Frog’, The Art of Sample [Online]. Available at: https://theartofsimple.net/start-your-day-by-eating-a-frog/ [Accessed: 24 December 2019].


Schulz (2017) ‘Time is money – understanding US business culture’, TC World, [e-magazine version] [Online] Available at: http://www.tcworld.info/e-magazine/business-culture/article/time-is-money-understanding-us-business-culture/ [Accessed: 
24 December 2019].

©SkillsYouNeed (2017) ‘Mediation Skills’, Helping You Develop Life Skills 
[Online]. Available at:  https://www.skillsyouneed.com/ips/mediation-skills.html [Accessed: 24 December 2019].

Wilson (2013) Essential of Business Research, 2nd Ed. London: SAGE.


Ziegenfuss (2001) Organization and Management Problem Solving, Thousand Oaks: SAGE. 


































image2.emf
academic2.pdf


academic2.pdf
we oYY

adem;
AC@=EMic ang Emplovability Skills (ACE
Trinity Saint David BMSW4001 }" term 1
LONDON In-Class exerci

1~L1a se 2: Summarising (Oct 2019)

_—

Student ID/Group;
Student Name: T\)\ of pc-,per to p: g

the |ECtur
er <
Time allocated: 1 hour. Please return Yo roincltde 3 stanned ¢ o COr-np|et|0n‘ It will be returned
i th next session. You will nee t of the Assignment foopy. of this exercise in the form of an
to vouda_t e ther with your Task 1 (par r this Module)
appendix toge

Ex.1

h
notes 0"

tNe main ideas, .
d the following text and make You can g, this on a separate piece
Rea ero

and in-
of paper which you do not have to h

le go into top positions with good .ntet”;'s;s, bL.lt those often ¢
Maost people g b. If you want to succeed, devo me time and energy to self-leadership, says consultant
perks — of the JBC.;.ﬁg 2 leader is a little like being 3 Earent; beforehand, we have al| these cosy, visions of haw
o Sudmaﬂf‘ do it, how incredible we’re g0'" 2 2% and how we'| Sidestep the mistakes that we see other
we‘rer gO*”E t‘:’Bul when it's our turn to assume the role, we find that reality doesn’t match our expectations
i eﬂztgns Sudmann, for example, believed that he would ace his first leadership role. Then, he held
:;Iz‘z?‘rajor ctaff meeting, an employee asked 3 question about the tOmpany’s email signature, and the

eedings — and his command of them — completely fell apart,
proceedi

rumble due to the demands — and

-+ <ome months, Sudmann realized he was fighting against certain entrenched factors that keep all (eaders

After some Like many In the working world, l€aders have tog much to do and not eno
O — o i . oo o

fro d p‘rto 'pagrly think through their priorities and strategies; and being in a position of P

they don't Clé .

that the people beneath them will take care of a lot of problems.
ume

ugh time to do it;
ower causes them
to ass

ann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
Sudﬂmu r and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
e:;':cir(oﬁ\jrel‘u; focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
t'n'é 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 minutés €very day to think about the challenges you've recently
handled and the ones you'll soon face. While MarcusAurelius was fond qf reflecting in t‘he evening, Sudmann

kes doing this over morning coffee. Questions to P95€ Include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the chall"Bes | faced? What about my challenges today? What
could | do differently?” Write down your thoughts 50YOU can refer back to them and learn from them.

A much Preparation and reflection you put in, there will be
Iso, regulate your feelings; no matter how mu s n y p :

. g i ) , d associates who aneer, fru‘atrate or annoy you. That’s where the practice

clients and associdiE

proyees, colleagues d asking ,rgur-t” On a scale from 1 to 10, how important is this issue
. reframing” comes in; stopping and 2= fr:u';k “How Would the leader | aspire to be handle this situation?”
ngnt now ’ Then, give yourself a moment toth
The answer will come to you
{9149

| — — Date: : /

1 o e S
Lecturer’s signature: | 1T~






,-—-;c-n- -

ability skills (ACE

o e | gmplo
N Trinity Saint David Academic ar BMSw4001 Oct 2019
n ONDON ise 2: summarisin
In-class exe’™

Ex.2 the previous page-

yourself’ on

ding
Re-read the text ‘To be a great leader, you need to stalt rt by e?e about 175 words.
Summarise main ideas from the text in your own words wrl th
£
The ma0nty ofF peaple, have { )

be W me
untll he eame 3 [eader humsd//n
After 3 frw wmonths he rqahiew )

. P \ 40
3& Myt 3 Holnl =

[ cto QmeTof .

in;hw_ﬁ_m faund mmmrahuh N A 1 l@.arn._\:%_ﬁ?"—” +o
10

\ﬂ\lﬁad e Spen d. \u Th,_ mast of h,_QﬂQv(]\Q\ LN H_ 1 A
%\_m( e .M‘QIL Wk Started 40 forus ono h.S Seli- \eade(s

Eest of 3l you need to kac ' ‘ijfm“%bﬂ—and
ﬁé}mms)u\ "l s ooy useful fo pose sawae g uestions to k})\iﬁ{(ﬂ
2 " How was bmy mm\hle_mwgu“_nj_um_r,\i_bﬂa

;bm__bml o 4

Apathec qn*c]!bm‘t me 1S to handle waur eymotions, There wiil
Alwdys be 3anow. nQ snd frustvabing d‘l!)rm\Q Around Jau, bot
furf\ﬁrnr.kal 10 \w{ uJ haw to deal wﬁr\n thom J

ln Conclusion. t3xe a mg mqank £o think " How would the o H_orJ:

Wand to be degl with Fls /™

The answiet w.ll (omg Spa at BT"EOML\’I :

1

Lecturer's comments: l;_LA\ OO AL S SR VAR\ \

Lecturer's signature: e Date: (!

2|







image3.emf
academic1.pdf


academic1.pdf
&" % Academic and Employability Skills - BMSW4001
e Term 1
In-class exercl ara i 1 2019)
Ex.2. Complete th .
=5 tence is as close
original 2nks In such a Way that the meaning of the second sente

hanges around in th unce)
The boss ) Ann & offige, (annc L (hanag in the office.
%w N5 W) \ !

2) He doesn't write to m

® as frequently as wanted. §
lwish | g | s Cion Lthan he dOQS!/

3) We were Concerned about her health.
We had some L 2

4) You weren't carg\ful SO you made so many mistakes. (had) d°“.‘l
LN ' de N ; na‘many mistakes.

5} The council cut funding so we could not provide free parking.

Because of £hoe Caounl o4t M2 weven't dhie Lo Ej\\f‘l F'r?_(l l@dfm{}%&fu.([

\ .z‘/'.

6] His proposal was a failure as it was too theoretical. (relied) ~
Hisproposal _ro lied 40 w not Qhoug\ﬁ gradaghl; S it Caled. »

7) It was Mary who stole money. .
He accused J:Hr\? to have takgwn {he mOhQ\}l 2

8) He seems wef!-educatedh° owever, he's not very bright. (although) .
ML\M atell, ?,n_\n‘r he Looks \mr\} Pom.

9) Unwersities place the burden of understanding plagiarism and attribution conventions on

tudents
The responsibility for O 319m Ind tvubion Conveat ons S —{.lu-iﬂd

- \ p
On Stuarnt by %h{ universibies |
10) 33% of adolescénts who have one baby, have a second baby within two years of the first

baby's birth. (third)

Hore theaa a thed of tu“h%‘Lﬁ—Mth%ﬂ.fU}%ﬂﬁm _have dnather
bkl in tWo yrAry aRer Tehe £egy O

. ‘l =, i b " f
Lecturer's comments: \{f‘ 2 WER. N0 Xosuy Oure b AT o
!“I T g At an Sy
Lecturer’s signature: : Date ' {[ J\ J i I
211






M“‘Ji‘"““" | s 4 o Y

Academic and Employability Skills - BMSW4001

/
“ w Term 1
N oo In-class exercise 1: Paraphrasing (Oct 2019}
\ TON\ Student ID: 19{)‘%\%50
student Name: e return your paper to the lecturer upon completion. It will be returned

need to include a scanned copy of this exercise In the form of an

Time allocated:
part of the Assignment for this module).

to you gt the

gppendix together with you Task 1 (

Ex.1 Write a pard _
o considered an affordable little luxury, associated with romance and

2001, revelations that the production of cocoa in Ivory Coast involved
ocolate companies, consumers and governments alike. The USA

Chocolate has always be

celebrations Therefore IN
hocked ch

child stave labour deeply s ‘ ‘
sed legislation mandating that standards D€ created to permit companies who could prove that

pass g _ )
thout forced |abour to label their chocolate “s|lave-labour free.” The

their chocolate was produced wi
agreed to an international protocol that would give chocolate producers four

chocolate industry
years to limit abusive practices. -

S‘l h(_

J Y
consider chacolate 23S 3 gb_eﬁ_p_b_&ll
= cooetmss and celebrdtions

ramecs and aoverawmants werl,

ne , ) b d\SCO\J\}?}? of il slave ?_mFLQ_\)_ﬁ.\QY‘IL“

Toc tvo Aroduckion of Cocoa i ory (oast
kO

Cons aubatly 2 (easlafion that Alowed Companies

Showl 3 iah@\r ‘on {-_Li)u:_Lb_D_UDLFfQ' ' Slave - Qm.{ﬁko\j‘mdam\i Ecoe' has

beCn QA wed by the ! _
Moveouor. An intbenationdl protocol _has heen Anceed OY
7 1

fhe cnotolake industey 0 QINR foue uR3AYS to Lemit Slaveny
t\:rscﬁc.')e% to the Chodolate” orc_)]:xm?:\ ons i

RNRC .

s —
Lecturer's comments: Lo o s 000 Vo Sa g SYRWY

Lecturer’s signature: \A Date:







image1.jpeg




