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[bookmark: _oysz0lklkaqj][bookmark: _hw9seoqx520c][bookmark: _Toc28009129]Introduction
Self-assessment is an important method of developing one’s academic and employability skills required for higher education as well as in becoming a professional at an organisation.
[bookmark: _8h8iuoe8nyaz]Employability skills indicate the competencies required by an individual which enables the individuals to be competent enough to become a professional. This makes the individual suitable for the job role and can be considered as employable. In this report there will be a study of the academic skills and employability skills required for an individual. A self-analysis of the academic and transferable skills will be conducted in this report.
In order to study in a university and obtain higher education there are certain skills required.. 
[bookmark: _Toc28009130]Communication
Communication is the act of giving, receiving and sharing information. It can be conducted verbally, non-verbally, written or in other ways.
Communicating information clearly and expressing the views in order to complete one’s task is an important part of the life of an employee (OpenLearn, 2019). Being able to communicate effectively is most important skills for a human being. It helps us not only to share information but also understand others’ viewpoints. People feel frustrated when there is a lack of communication as the message is not being passed to others.
I think possess communication skills as I can complete my work where I need to communicate with others. However, I need to improve this skill. It is because sometimes I become angry and frustrated when others do not understand me. This is because there might be some shortfall in my communication. I should also enhance my listening capacity in order to understand others.
In order to speak to the audience certain techniques needs to be adapted.
· The voice of the individual must be clear and loud. Gaps of silence must be present after every sentence so that the audience understands the topic which I am presenting.
· Certain visual aids can be used while communicating the information to the audience. This can be done in the form of a Microsoft presentation which uses pictures and data side by side for better understanding of the people.
· Handouts are also provided to the participants of the presentation in order to provide a better understanding of the topic to the audience.
· Non verbal communication is an important method of communication.
This includes body language, facial expressions and gestures (Van Emden, and Becker, 2016). If a person lacks confidence in delivering a speech it will be shown in the body language and expressions of the person. A slight movement according to the flow of the speech is applicable.

In seminar of the academic course the communication is conducted in the following ways-
· Seminar papers are presented and the details present in the paper are delivered in the form of a speech.
· Presentation can also be used to communicate the information to the listeners. Vivas are another form of communication (Van Emden, and Becker, 2016).
As a student representative, I can choose to stand on the podium and deliver my speech. I can even open meetings and talk to new students.
In case of job interviews I can either have an online or offline interview. I can even attend career fairs and take part in telephonic interviews.
· During offline interviews my facial expressions must show that I am confident. The answers delivered to the interviewer should be communicated clearly with confidence. Excessive body movements are a sign of impatience which is considered as a negative aspect of the interview.
· During offline interview the facial expressions need to be clear. There must clarity in every speech.
It is good to possess this skill as it is required to have communication skills both at university and at the workplace. We need to communicate with individuals, colleagues, peers and the leaders about various things. Therefore, effective communication will make this work easier and better for us.
[bookmark: _Toc28009131]Problem solving 
 It is one of the important tasks for an executive to solve problems faced by the organisation. The ability to anticipate problems for the company is also a necessary skill for an employee. Confidence in me in order to anticipate any future problems- This is especially required for individuals who aspire for higher education which will enable them to develop skills needed in a workplace (Maund et al., 2017). It is necessary for a professional to understand problems and for this the most important thing required is confidence.
It is a benefit to possess this skill at workplace because it will enable us to become a professional in life. Problem solving skills are necessary for business as well as in personal life. Being a good problem solver might enable me to hold a good position in the future workplace.
[bookmark: _Toc28009132]Time management
This is necessary during study. If I do not manage my time accordingly then I will not be able to complete my studies and other tasks involved in it.
Collecting resources- Collecting study materials and sources for research in needed while conducting a research (Cottrell, 2008). 
Gathering information- This is similar to collecting resources. However gathering appropriate information for the study makes the research organised and systematic. 
Organising space- Sometimes study require field work and sample collection of data so the space for conducting study needs to be organised.
Analysing the research and findings- In order to perform a systematic study analysing the research findings or results is an important task (Wilson, 2014). I need to evaluate and critically analyse the study in order to gain a better understanding of the subject.
This skill is necessary at university and at workplace because it is most essential to complete the tasks at the right time. Delaying of tasks can cause problems both at university and workplace. Therefore I need to improve my time management skills.
[bookmark: _Toc28009133]Teamwork ability
 It is necessary for the person to develop the ability of team work which will make him/her suitable for the desired job role. I can complete group assignments successfully by working in teams (Cottrell, 2010). A team is defined as a group of individuals who share certain common values and goals. A team is built by the organisation so that sharing the work among the members will reduce the workload of the individuals and will also provide opportunity in performing the task in a different and better method (Adair, 2009). It enables the employees to form a new idea that arises within the group and implement it in their own task. Usually the members of the group share responsibilities among each other so that the tasks are divided among the employees. It is good to have this skill at workplace and at the university because we need to work in groups and along with the team members. So if this skill is present we can easily work in a team and perform group tasks effectively.

[bookmark: _Toc28009134]Leadership skills
If the individual wishes to work as a leader in the future organisation, then he/she must acquire leadership skills. The ability to guide individuals and provide a roadmap to success for the fellow employees is a unique skill which is possessed by the leaders (Chen, and Rybak, 2017). 
Facilitation skills are a part of a leader. Sometimes the job role of an individual requires him/her to facilitate others in order to obtain desired outcome. Facilitation means to convince an individual and work collaboratively so that the other person thinks that it is necessary to perform a task. This requires special facilitation skills which makes the person employable.
Adaptability is a necessary element of leadership skills.  One of the necessary transferable skills is being flexible. An individual needs to adapt to the changes faced by the organisation and the different strategies to perform better (Komives, 2016). A leader must be organised. In order to become a successful employee, the individual must have organised and systematic way of doing the tasks. This makes them employable. This skill is necessary at the workplace because it will help to become a guide and leader at the workplace. It will enable me to possess certain qualities so that I can guide and lead a team at the workplace.
[bookmark: _Toc28009135]Paraphrasing 
Paraphrasing from existing literature and sources are required. This requires interpretation of the subject matter as well. Rephrasing the text or speech in my own words according to my understanding is called as paraphrasing ability (Choy et al., 2016). This skills indicates how well an individual can communicate and summarise the information is his/her own words. This skill also refers to the ability of the individual in simplifying complex information and ideas. This skill is necessary as an academic scholar as well as a professional as both of them need to simply complex things and present their understanding to other people. This skill is required at workplace as well as at university because we need to paraphrase the lectures at the class and also at the business meetings of the organisation. I need to improve this skill as I need to increase my pace of paraphrasing the main points and expressing them in my own words.
[bookmark: _Toc28009136]Summarising skills
Summarising is an important skill required for developing the writing, thinking and finally understanding the subjects taught in the class. This is needed for conducting a research, gathering information and putting down all the points observed from the research (Chan et al., 2015). Summarising the points and pitting it down on pen and paper to explain the content of the study is a necessary skill for an academic scholar. It is good to have this skill in the university because it helps in putting all the important points together in our assignments. I think, I posses this skill as I can easily summarise the main points from my learning when I write assignments or perform any task.

Develop an appropriate writing style 
In the course of study, the student needs to adopt an appropriate writing style for writing essays, reports and other assignments (Mackevic, 2014). Business letters, resume, cover letter are different from academic journals, assignments, essays.
[bookmark: _aojs6ze4e6h1]For academic writing, it is necessary for the student to develop an academic writing style. This mostly involves development of the learning, evaluation of the subject and existing literature. The knowledge gained in the academic course must be reflected on the paper or report which is submitted to the assessor. Referencing the sources of the research or the study must be present in academic writing (Pears, and Shields, 2016.). IPACE (Identity Purpose Audience Code and experience) model is used while writing an assignment (Greetham, 2013).
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Managing academic and employability skills
The in-class exercises of this module and the published literature had developed my knowledge on possessing the necessary academic and employability skills needed for myself (Cottrell, 2010).
As per the necessary skills I possess the ability to conduct research and use microsoft software while doing my assignments. I am well aware of the microsoft office and other digital methods of conducting research in my study. I am keen towards learning new things and developing my understanding of a particular subject.

Areas of improvement
I feel that I do not possess problem solving ability. Whenever there is a problem, I try to avoid it without delving deep into the issue. It may be because I lack confidence in myself, which I need to work on. I also need to develop analysing and interpretation skills. I am not good with understanding data and I need to improve on it.
Conclusion
This report had made a detailed analysis of the academic skills and employability skills required by an individual. A self-assessment of the learner has been conducted. Different ways to improve the writing as well as communication style have been discussed in this report. Also the use of technologies have been studied which enhances and supports learning.
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Please make sure to fill the above correctly to enable us to email you the results.
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. You will need to

include a scanned copy of this exercise in the form of an appendix together with your Task 1.

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.

Personalised learning

At school and university, knowledge is valued in itself, and learners’ success is measured purely in terms of

test scores. But in corporate language training, the gold standard of mastery is not a final exam, but the

learner’s use of the target language in real work and life situations. Here, success means something
different for each learner. This makes it extra important for the content and activities in corporate language
courses to be personalised learning which is tailored to the individual. For this, we need to understand not

only each individual learner’s training goals, but also their unique learning style.

For a training course to really succeed, both learners and trainers need to take learning style into account.
For the last certury, discussion around learning styles has mostly focused on the senses.We have been
categorised as auditory, visual, reading-based and kinesthetic learners. This notion has been popularised by
Dr. Neil Fleming, who developed a 16-question test which learners can use to figure out which category
best describes them. On the plus side, this framework has contributed to the diversification of classroom
activities in recent decades. Typical classrooms now incorporate audio and video content and task-based

learning, in addition to traditional “textbook” material.

en repeatedly “debunked.” Cuirent research

However, the theory of sensory learning styles has also be
suggests that tailoring activities and materials to sensory preferences is less important that choosing the
ontent. As Olga Khazan in The Atlantic Monthly points out, “most of the

sensory mode best suited to the c

tasks we encounter are only really suited to one type of learning. You can’t visualize a perfect French
accent, for example.” Howard Garner, in his theory of Multiple Intelligences (M1), argues that the mode of
sensing information is less important to learning than the ability or “intelligence” needed to actually
process that information once it has been sensed.

d drop the notion of sensory learning styles, and instead

Both Khazan and Garner advise that we shoul
“|earn as much as you can about each

personalize learning as much as possible. For Gardner, this means to
student, and teach each person in ways that they find comfortable and learn effectively.”
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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 you Task 1 (part of the Assignment for this module). i

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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as close to

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is
using the word in brackets where given. Pay attention to

the original sentence as possible,
e what you write matches what is already given.

grammar and make sur:

ges around in the office. (announce)
in the office.
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