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Introduction 
The main objective for this report is to analyse the meaning and importance of communication skill, time management skill, decision making, referencing, leadership skill and note taking skill. Academic skill helps intellectually and with practice we become successful learners. Employability skill is the ability to put our competency to use at a work place. In academic standards, note taking skill helps students prepare ahead of lectures and evaluate after lectures. 
Note taking skill.
Note taking skill can be defined as one of the most important skill a student/employee must possess because this skill allows us to record and recall vital information that are crucial when needed. It helps employees / students remember information that could have been lost. Note taking skills helps is like summarising but only this time it is filtered. Only important words are recorded. Note taking skill can be seen as a way of organising information in a structured manner that when its time to recall for an examination it would be in order. There are a lot of types of note taking skill but the one used the most is the outline method. The outline method highlights the key points of a topic/data in a way that it makes the structure easy to process.    
 I possess note taking skill because I have the ability to take note verbally and non-verbally and be able to summarize with just key points. I use this skill a lot at in my learning place. I sometimes use it at work when my boss says something important and I have to relate in to someone else. Note taking skill has made it easier for me to jot down and recall information when I need it.

Communication skill
Communication skill can be defined as an act of interacting and exchanging vital information between two individuals or a group of people passing ideas and thought through one another. When we communicate it helps solve and clear details we have no knowledge about or some we wish to know more of to help us understand. 
Communication is important in our school and work place specially in the workplace and school system. It is crucial to communicate effectively because that is how work and school relationship is formed between co-workers, classmates, colleague, and people in general. It also helps with career progression and enhances professional images. Someone who has a good communication skill, confident and outspoken would easily progress. 
I possess communication skill because its what is used in school and work activity to understand peoples thought, my thought, people’s idea and my idea by interacting that way there would not be any boundaries that will hinder me from making a professional and personal connection. (Morgan, 2017)
Paraphrasing skill 
Paraphrasing skill can be defined as a way of changing words and structure but keeping the same meaning. It is for enforcing reading skills like for identifying main ideas, supporting details and the main point the writer is trying to pass along. It is writing in your own words in a way that it expresses the original idea paraphrasing helps make sentences simpler to understand when writing a paper at school. Paraphrasing words helps us understand better both in reading and in writing.it is important to know how to paraphrase because it is useful when it comes to source material for writing essays and research. It also helps prevention of plagiarism (unintended plagiarism).
 I have paraphrasing skills because of I have been able to utilize this skill to write different research papers in my previous college and in my current university. Although I have been able to write essays with this skill having more knowledge about paraphrasing will be good.

Time management skill
Time management skill is the ability to come up with an arranged plan that you must execute at a certain scheduled time. It is planned according to the amount of time you want to spend on a specific activity. In other to execute a proper time management skill you must be able to organise, prioritise, and plan accordingly to be successful.
Time management skills are important because it helps achieve our goals in a structured manner E.g. if my goal is to get an internship I will need to schedule time to update my resume, talk to professors for a letter of recommendation, get references, research companies, apply, and prepare for interviews. While planning all this it must have a time frame in which everything has to be done in sequence to be successful. This is an example of a detailed time management plan and how to execute it. It is importance is to know how to prioritise because it guarantees successful time management. 
I possess Time management skill because it is how I am able to come to school and work on time. Time management skill is what has brought me this far in at university and at work.  Although I have been able to follow a school schedule and work schedule which has gotten me this far I know I could use a lot of help with prioritising my goals and executing it. (Morgan, 2017)

Referencing skill
Referencing skill can be defined as a way of acknowledging or giving credit where it is due when you quote, paraphrase or write any academic piece in general.  Referencing is mostly used in an academic setting especially at universities and colleges. Referencing allows you acknowledge works of other respected scholars. Whenever a university assignment is given, if words or ideas are taken it must be cited or else it is considered plagiarism or unfair practice.
It is important to know how to reference because it has a positive impact on successful researches. When writing an academic paper or research paper it referencing helps the reader find the original source. Referencing is crucial in an academic paper because it adds authenticity to an argument or research work. Referencing helps improve writing skills and shows that you know the content. 
I do not have referencing skill. Even though in the past when I wrote research papers for the university I cited everything in MLA format I had problems with the placement. Each university prefers different types of styles. Learning Harvard style is brand new to me and it feels like I am starting all over hopefully I can learn it faster.

Summarization skill 
Summarising is a helpful skill that can be used in studying. Summarising helps break down passages into simpler and shorter forms while keeping following the same structure but keeping it short. Summarizing skill can be used to improve reading skills, help filter main ideas from a passage, identify important points, and analyse a paragraph. When summarizing it is important to include the main idea, ideas, context and facts in our own words otherwise it’s like a copy and paste work. Summarizing skill is important especially when it come to writing presentations, research and gathering information. In a school setting summary makes it easy to read and recollect key points.
Summarizing skill teaches students in general how to take a large selection of text and reduce it to the main points for more a much better understanding. Summarizing skill is important because it improves writing and editing skills especially when it comes to drafting and editing a paragraph. 
I do not have summarizing skill. I find it hard to summarize because I confuse it with paraphrasing. Paraphrasing and summarizing have almost the same rule. I would like to learn how to summarize properly for future purposes and academic wise. 

Teamwork skill
Teamwork can be defined as when a group of people who don’t necessarily know each other gather together to achieve a similar goal. Teamwork provides companies and employees the ability to get to know each other better and have a better understanding of their strengths and weakness. Organizations/companies know the value of teamwork amongst employees that is why teamwork is encouraged in order to have a fantastic outcome in whatever task they do. 
In order to have a successful teamwork effort at a workplace it has to have commitment which includes a shared objective, communication that includes keeping others informed of what they are doing and sharing other information, and contribution which means everyone pulling their weight and showing their strengths. It is important to have teamwork skill because it supports a more empowered way of working, removing boundaries which may hinder someone doing their job properly. Teamwork also helps encourages multi-disciplinary work where different employees get to show their professional specializations.
I do have teamwork skill but it is not the best. When it comes to teamwork I try as much to work with other people but not everyone is easy to work with and I do not have patience. I want to learn how to be patient so I can work with people.
Decision making 
Decision making can be defined as the ability/skill used to choose in situations where a choice has to be made in order for an action to be made. Decision making skills is the most essential skill in an academic and employability setting. When making a decision it must have structure and logic because in every decision made there is a positive and negative outcome as future consequence if not thoroughly done. Decision making skill creates the opportunity to increase positive results while reducing any chance of failure. making a decision on anything basically defines a position in any given situation.
Decision making skills is a very important employability skill to have because it is an admirable skill to have a workplace. It is considered to be the best trait  because decision makers who are able to decide on a decision and stand by their conclusion is considered to be a good foundation of any good leadership.
I possess decision making skills. I use it at school but mostly at work. It has helped me grow at my workplace. I possess decision making skill but I believe in team-decision making because that way everyone’s idea is considered and processed before making the final decision.

Conclusion.
As you have probably seen given the list of academic and employability skills above, there are a lot of other important skill that is used for school and work. I have talked about Communication, Paraphrasing, Time management,Referencing, Summarizing, Teamwork, Critical thinking, and Decision making; also the importance of having them. 
In order to be a successful student/worker you have to have a variety of skills to help with whatever is being done. Some of these skills are learnt in school while others is competence. Skills in general, when done right have/has a positive effect in both workplace and school which can take people to greater heights. 
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