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INTRODUCTION
The purpose of this report is to inquire into and examine the skills needed by students at the University of Wales Saint David and in a workplace.
A skill is an ability to do execute a task well. It can also be defined as the ability to use a person’s knowledge effectively and readily to accomplish a given task. It can be acquired through learning or experience.

Skills can be categorized into academic or employability skill. 
Academic skills are the learning abilities, knowledge and experiences needed in a school or study environment in order to succeed. 

According to Hind D. and Moss S. (2011), Employability skills are knowledge and experiences that are needed in a workplace to be efficient and productive. Finch E. and Fafinski S. (2014), in Employability Skills for Law Students, define employability skills as “the attributes, skills and knowledge required by a person to be effective in a workplace”. 
The skills, which will be described in this report, include; Time management, Critical thinking, Communication, Paraphrasing, Summarizing and Problem solving.

TIME MANAGEMENT.
Time management is the process of organizing and planning how to utilize time. According to Morgan P. (2017), “It is the ability to use our time effectively”.
It can be classified as good or bad.  The focus here is Good time management, which is described as being able to effectively use time so that tasks are completed without undue stress, pressure or tension.
The ability to do this is very satisfying because it results into a greater productivity and efficiency, a better professional reputation and also reduces stress and increases the opportunities for career or professional advancement. 

I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies and also as an employee in my workplace to be productive. 
However, I still need to improve in this area so that I perform to my very best potential.

THE SKILLS

CRITICAL THINKING
Critical thinking is the ability to insightfully or objectively analyse and evaluate an issue in order to come up with an informative conclusion or judgment. It can also be defined as the formulation and use of information reasonably. It is not recalling information from memory or repetition. The ability to improve one’s quality of thoughts, reasoning and decisions. 
Critical thinking is sometimes referred to as insightful thinking or reasoning.
“Good critical thinking includes recognising good arguments even when we disagree with them, and poor arguments even when these supports our own point of view”. Cottrell S. (2005).

It is an important skill needed by a person to succeed academically or in a work place because it helps to analyze information, generate solutions and solve problems.
It also helps to promote career and academic success, produces satisfaction and confidence. Not only that, It also enhances clarity and simplicity in the presentation of work or ideas there by promoting understanding. Critical thinking also encourages and promotes creativity. It also increases employability opportunities. Furthermore, it ensures that opinions are well informed resulting into an informed decision.
Using critical thinking makes a person more open minded and able to understand other people’s point of view better there by improving relationships in both academic and work environments.

I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies and also as an employee in my workplace to be productive. 
However, I still need to improve in the area of patience so that I can perform to my very best potential.

COMMUNICATION
Communication is the sending and receiving of information between two or more parties. It can also be defined as conveying of meaningful ideas or thoughts between two or more persons, (Maund et al, 2017), This can be achieved verbally through mediums such as telephones and face-to-face or non-verbally through gestures, letter, e-mails, booklets etcetera. The conveyance of information from the sender to receiver has to be in a clear understandable form for it to be effective. 

Communication is a good skill to possess both at workplace and learning environment, if used effectively because, it helps to inform the concerned parties.
Good communication also helps to increase efficiency in a workplace, maintain discipline and building good relationship amongst workers and students. 
When effective communication medium is utilized, it creates a sense of belonging and responsibility in a workplace and academic environment. It is therefore important to choose the most suitable medium or channel to use.
Furthermore, an effective communication enhances a person’s professional image, and builds good rapport with customers in a workplace. It also helps in career progression and enables one to speak concisely there by reducing unnecessary confusion. 
Good communication creates a high self –esteem and improves a person’s value in a workplace. Improved value leads to increased or better earnings.

I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies and also as an employee in my workplace to be productive. 
However, I still need to improve in the area of clarity of speech so that I can perform to my very best potential.

PARAPHRASING
Paraphrasing simply means describing the meaning of a spoken or written sentence or sentences using other words to attain better clarity. 
 According to Kissner E. (2006), It can also be explained as presenting an idea or information one has read in their own words. 
It is a very important academic skill when it comes to writing research reports or essays so as to avoid being treated as plagiarism, at the same time, demonstrating one’s knowledge depth in that particular subject.
Paraphrasing provides the opportunity for one to express ideas in their own words, which in turn helps to improve an individual’s understanding of the topic. 
It also helps to improve communication since the person does not need to remember the exact words that were spoken before. It helps in writing a summary.

I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies when doing assignments like this one and also as an employee in my work place to be productive by writing clear concise report summaries. 
However, I still need to improve in this area so that I can perform to my very best potential.
 
SUMMARISING
Summarising is an academic skill that involves noting all the important ideas in a given text then writing or putting them together in to a brief note. 
It can also be explained and or defined as the identification of the important ideas in a piece of writing and restating it in your own words, (Kissner E., 2006). 

The purpose of summarising is to give a reader a smaller compact and objective account of the main ideas and features of a given literature.
It is an important skill because it teaches people how to identify the most important ideas in a text. It also teaches how to ignore irrelevant information in a text and how to incorporate the main ideas in a meaningful way.

I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies when doing research assignments like this one and also as an employee at my work place to be productive by writing clear concise report briefs. 
However, I still need to improve in this area especially in identifying key points in statement. 


PROBLEM SOLVING
Problem solving is the process of identifying a problem and finding a solution to it. It can also be defined as a person’s ability to apply mental, analytical and creative abilities to recognize a problem and come up with a solution to solve it, (Watanabe K., 2009).
 Good problem-solving skill involves the use of several other academic and employability skills such as decision-making, teamwork and leadership, hand in hand.
To effectively utilize all the above-mentioned skills, the person should be able to employ a step-by-step approach, which involves identifying the problem, collecting information about the problem, identifying the cause and suggesting the possible solutions. Once these alternatives are derived, the best possible solution is selected then implementation plans are put in place. After implementing, it is then tested and later evaluated.

Problem solving is very important to both individuals and organizations because it provides the ability to exercise control over things that happens in personal lives and in the life of an organisation. It also provides a mechanism for risk assessment which helps to figure out why systems and processes breakdown and determining a course of action to fix them.
Problem solving also improves thinking abilities, reduces biasness in decision -making and enhances effective communication. Not only that, it also increases understanding and self-satisfaction which in turn improves commitment levels of individuals and strengthens team working spirit.
 Furthermore, it provides several alternative solutions, which can be used later when another problem arises. Persons with good problem-solving skills often quickly get a job when seeking for employment. They are also able to attract a good pay (salary).
 
I have this skill because I recognize its importance both as a student of the University of Wales, St. David to succeed in my studies by being able to recognize, identify and define a problem (Risk management) in my surrounding. 
However, I still need to improve in the area of identifying the best solution to come up with a decision quickly. 


CONCLUSION
This assignment focused on three academic skills and three employability skills. 
Academic skills are personal qualities needed to succeed as a learner in a school, college or university. The three skills looked at here included: - communication, summarizing and paraphrasing.
Employability skills refer to professional qualities required in a workplace. Some of skills covered in this report are: -time management, critical thinking and problem solving. The report also covered the definition and importance of the skills to an individual either in a learning environment or a workplace depending on the applicability. Not forgetting a personal evaluation of my skills competence as well as knowledge gaps in each of those skills. 

This assignment has enabled me to go through all that was covered during the term during lectures as well as read several relevant textbooks. As result, I have been able to clearly understand the difference between an academic and employability skill. I have also been able to understand what a skill is, identify the various types of skill sets both academic and employability skills that I have, the ones I am good at and the ones I need to improve on through self-evaluation and analysis, and I believe that it is going to make me a better person at my work place, community and family. 
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