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[bookmark: _Toc17808754]Introduction
The purpose of this report is to examine some of my employability skills, some of the skills I will be focused on are time management, decision making, communication and leadership and management skills. I believe it is important to have these relevant skills not just in everyday life but more importantly in a workplace. Some key elements I will be talking about is what skills I have and which ones I will need to develop on. I will also be talking about qualities that I have personally and setting goals on what I would like to achieve from this. I will be talking about first employability skills then towards the end some academic skills.
[bookmark: _Toc17808755]Time management
When we talk about time management we generally think of the duration of a day, and what importance we apply for instance we wake up in the morning and have breakfast is a task that is important, as without breakfast you cannot fully function. In this particular case if you are working as well as studying you must prioritize the daily tasks you have to do and put accordingly which ones are important and which ones are not so important so therefore you can balance out the not so important things with the jobs that are more important.
 It is very important to have this skill because, you can always keep an up to date record on your daily chores and therefore never worrying if you have done this or that, you can accomplish tasks accordingly to their importance. As Stoilov, (2013) states that time management is a goal we must achieve in everyday life activities and making the correct decisions.
I have this skill because I am a very organized person, and always set my daily tasks in accordance to what needs to be done first and what tasks are not so important last. Time management is a very important skill in my personal life because my family business is an estate agency, and you have to be punctual when meeting clients for viewings and being on time is something that shows professionalism, and sets a good example to who you are dealing with whereas on the other hand if your late it shows that you don’t take things to serious and can backfire by the clients saying sorry were not interested. The Eisenhower method is a great example of putting the important and urgent tasks into perspective the top twenty percent of your activities account for 80% of your results.

[bookmark: _Toc17808756]Communication skills
Communication skills is the ability to send and receive vital information, for example telephone calls and emailing. Morgan, (2017) mentions about written communication that people can understand things that have been implemented differently. If you receive a letter you may misread what the actual meaning is and take it completely into wrong context or because of language barrier that could also cause an affect.
It is very important to have good communication skills in everyday life, whether it’s a talk amongst your friends or if it’s a meeting with your boss at work, there are many types of communication skills verbal, oral, socially examples of these are emails, face to face meetings, skype conversations, messages and oral communication.
I personally believe I have good communication skills, an occasion in which I realized I had this particular skill was when two of my close friends were arguing and I became the peacemaker I sat them both down and explained to them that life is too short and we should resolve this situation before it gets out of hand. Simple way I did this was by face to face communication and verbally communicate amongst each other in a calm and collective manner, and we managed to sort out all the issues which I was very happy with.

[bookmark: _Toc17808757]Decision making
Decision making is important in acting fast and the importance of your decisions, Akrani, (2011) decision came from a Latin word which meant to cut from. Which in other words is cut down the less important things and make the urgent things your priority and think fast
When it comes to decision making there are six key things that you need to think about when coming up with a decision. The six things are:
· Gather facts: gathering facts is where you gather all the information and facts about that decision before you make it. You need to know the facts about the decision you’re looking to make so you know if it will benefit the company or not. 

[bookmark: _Toc17808758]Brainstorm ideas: before you decide to make any decision making in your company, whether that be as an individual or in a team, you must always come up with a brainstorm. You should write down a brainstorm of ideas on a piece of paper because this will really come in handy with the decision making for your company. Sometimes when companies or individuals use brainstorming, they come up with ideas that they didn’t even think of to begin with. You can really branch out with a brainstorm and come up with ideas that you never thought about before. (BachRemedies.com, 2019)

· Pros/cons: pros and cons in my opinion is one of the most important things when it comes to decision making. I believe you can’t really come up with a right decision for your company if you don’t think about all the pros (good) things about that decision and how it will benefit the company. You need to really think about if you move forward with this decision is it crucial to the company and by doing this are you moving the company in the right direction. However, with everything in life you need to also think about the cons (bad) as well. As well as thinking about the pros you need to think about if making this decision is the best thing for the company or whether in fact by making it, it might be the downfall of the business. (BachRemedies.com, 2019)

· Follow through: with decision making you need to really think about whether you’re making the correct decision for the company out of what’s best for the company or if it’s beneficial for whatever the situation is. (BachRemedies.com, 2019)
· 

[bookmark: _Toc17808759]Define and clarify
· Decide: when it comes to decide you need to break it down.
     D – Define the problem
E – Explore the alternate
C – Consider the consequences
I – identify the values
D – Decide and act
E – Evaluate the results
It is very important to have this skill because when you are in a tricky situation you can react fast, analyze and deal with the issue in place and decide what is in fact best for the organization. You must identify what needs to be done for example, if you saw somebody stealing from your staff room what do you do? Inform the manager? Tell a colleague? Or keep it quiet and pretend you saw nothing? This is all part of instantaneously decision making.
I have this skill because I have had many experiences where I had to put my emotions to one side and make a decision for the benefit of the workplace and not myself, I was a manager of my family business in 2016 we employed two people who were not  very honest on their cv’s and in fact didn’t know the job at all and it was a hard decision saying to them to leave as they looked very upset it makes you feel very disheartened but needed to be done for the benefit of the business.

[bookmark: _Toc17808760]Team working
When we talk about team working we generally think of group of people or a team of people working in an environment and sorting out a situation or task that is to be done. West, (2004) mentions that’s we no longer have to work alone and that working in a team increases chances to build relationships.
It is important to have this skill because if you cannot communicate in a team, translation can break down and cause many disagreements, team working is key to success and fresh ideas from different people's opinions really make a successful business. Yti, (2019)
I personally believe I have this skill because I love working with people and getting opinions from them, it is not always easy to work with certain individuals as people don’t always agree on certain matters and then someone may get upset or not want to participate in the activity that is being done whether it’s a business plan or football match.

[bookmark: _Toc17808761]Academic skills:
Summarizing:
When we summarize, we try to take out the main points of what we are reading rather than reading the whole passage of information. Cambridge dictionary, (2019). 
It is extremely important to summarize because when you read an article in the newspaper for instance you can read one scenario and rather than reading all through the whole piece of information you can take out the main parts and that’s how you put it into a summary. If you don’t do this, it will be tough to understand what your reading because there will be too much information to take in.
I do not have this skill it is one of my weaknesses, I am really hoping to improve and develop on this skill as it’s vital in my studies. I have done in class exercises and I am learning as time progresses, I believe I will gain more knowledge.

Paraphrasing:
Paraphrasing is another vital part of studying without this it can result in failure if it is not done correctly, when you paraphrase it is important when you tell a friend about something you are almost paraphrasing. When paraphrasing you take it from a style and putting it into your own words and what sounds like you and what will come out of your own mouth. Webster, (2019).
This skill is very important especially in assignments as you need to do this when referencing work.
I do not have this paraphrasing skill; I firmly believe I need to develop this I would say this is one weakness of mine and need to get to terms with the understanding of paraphrasing. I believe in life you learn every day and I am a quick learner so I will develop this skill in good time.


[bookmark: _Toc17808762]Conclusion 
This report analyzed some very important academic and employability skills, which is needed in everyday life as well as in a workplace. I also explained the definition of each skill and I explained whether I had them skills, and if I did have the skill why I did and if I didn’t why I never and how I could improve on them as time progresses. I also reflected on why the importance is key to a successful business and why some of the skills are vital in academic work.
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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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi's
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as

the quality of the products it has on offer.
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Ex.2
This task is designed to see if you can summarise ideas from course materials in your own words.

Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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In-class exercise 1: Paraphrasing

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 you Task 1 (part of the Assignment for this module).

Student Name: ( \\r\b-\-\‘,@\./ Nkl Student!D: \§\3304%

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.

Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p 219 . )
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American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. I pelieve that bureaucracies are the biggest stumbling block on the foad to the

educational future.
Paraphrase 2 {(acceptable {

Reason: _hye  wiv Ny dhears ok o Qu*iu\nu b

] ‘J

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3|- acceptabley unacceptable
A
Reason: _We oo Yo Quclhes B n omde cd e und Syaunune

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience”.

Paraphrase 4 - acceptable /UELceptLI:) \/

Reason: 55!3(;“ 5 S w0 <pcsde d Leern Y\\( ot Oy Y\e Sl wihg E’\)’i‘l\xc} X)'\L
Qrre &) wnkw) " y

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization

of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors

governing the state of education in America today. He points to the tendency of bureaucracies to promote

their own growth and survival first and foremost, and observes that few overcome that tendency. He believes

that this is responsible for the fact that many public schools bear a closer resemblance to factories than to

educational institutions. In Hall' s words, "Bureaucracies have no soul, no memory, and no conscience.'
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