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[bookmark: _Toc25404014]Introduction 
Educational qualifications are one of the most essential elements for success, although one will require employment skills to succeed in his/her career. The sphere of skills broadens to support an individual for an efficient career. The professional life beyond the educational ground demands developed and qualified approaches to perform well in the organisations. Academic and employability skills shape and develop an employee’s skills and attitude in his/ her workplace. Due to the changes in market, the labour world of UK has become cutthroat; the employers thus are prone to hire candidates who can perform different tasks in divergent environments.
This assignment will highlight the necessary academic and employability skills to become successful in career. Moreover, the gap of skills will be identified here. 














[bookmark: _Toc25403920][bookmark: _Toc25404015]Discussion 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Employability Skills 
One of the processes that are directly associated with the business development process is employability skills. Effective communication skill is very important in an employment as it is the backbone for building relationships. As stated by Suleman (2018), the companies in today’s world look for employees that are flexible in handling work relations and at the same time efficient in working on divergent skills. Lindsay (2019) stated that employability skills are very important for an employee as it prepares one with the needs of the current market. Communication skills and time management skills can be considered as the employment skills that are discussed further into the assignment.
2.1.  Communication skills
Communication skill refers to an employee’s ability to listen, understand, communicate and empathise while portraying out of receiving any new information (Thomas et al., 2016). This skill cannot be overlooked as it involves the ability to understand and make others understand the viewpoint of an individual. This skill to communicate well is a vital part of any field. The ability of written and verbal skills is focused under communication skills. For a company to work effectively and gain its desirable target, the first requirement is efficient workplace communication. According to Kirilova and Angouri (2017), the easier the workplace communication becomes, the easier it becomes for an employee to communicate up and down the work chain, which effectively boosts the employees with optimism, commitment and hence directly influencing the yield. 
Communication skills can make me efficient in communicating with the employee segment. Communication is very important to build my career and achieve my professional goals.  My way of speaking, eye contact while speaking, and the body language will convey a lot about me to the ones I am working with. Good communication skills if developed within the employee line will give better chances to improve the yields by allowing everyone to speak openly throughout the communication line. These developed factors in my approach will empower me with importance and increase my experience that will eventually be a consummate achievement for me.
2.2.  Time management skills 
One of the smartest ways to work efficiently is to know how to manage time. Time management is to know how to scrutinise and apply the allocation of time and organising it in preferred order so that sufficient amount work can be achieved from the available time. The skill to manage time will make me able to work better within the same amount of time. This skill will make me work smart and finish the work within the deadline. Following time management is the ultimate support for those who are looking for a proper routine and scheduled lifestyle. Mastering these skills helps one to make a huge impact on business development. One of the biggest drawbacks of time management is that this ground is often considered as a singular skill, which is why when one attends to improve that skill he/she lags. I think there are various ways to manage time such as goal setting, prioritisation,  self-awareness, self-motivation, focus, decision making, planning, challenging approach, outsourcing, coping skills, stress management, record-keeping, organisation and filing, patience, flexible nature of handling failures.
The very first step for me to attain success in time management is to know how to set a goal. Goals should not only be based on the areas of income but also a roundabout approach. Priorities should be set, based on which work should be done first and then accordingly. I should have a clear view of decision making which will require outsourcing or learning about the work from outer sources. I should never lose motivation and should hold a challenging attitude towards the work. Stress often comes along with work pressure; one should be aware of it and should know how to fight it back. While handling projects, records should be kept and I will have to cope with anger or any desires while working with others to improve in my business skills.
My positive attitude can help me in making good relations with my co-workers that can be essential for me while handling or working on projects. I have participated in many projects while I was in college, and I have been inefficient in finishing them on time. While working on group projects I have often lagged behind my team members.
3. Academic skills 
The process of making a student an efficient learner in the University level, which will help in the far life in researching and study skills, is termed as the Academic Skills. This skill develops a person to approach better on the process of learning and hence to evolve out as more productive.  Academic success reflects a student’s potential which influences his/her career in the end. A student with a good success rate in academic skills will eventually hold a better impression of his/her on the employers. Academic writing, paraphrasing as well as summarising are the important academic skills that need to be considered by the learners. 

3.1.  Academic writing
Academic writing is a different process than informal writing process. It is not only important for the students to perform well and get good score (Ariyanti, 2016). The purpose helps in portraying information on any matter in a way, which is easier to understand. This process is an efficient tool for communication of knowledge in specified fields. Academic writing develops a student’s analysing method, critical thinking, focus on subjects, improving techniques palatable styles and active learning (Schillings et al., 2018).
 The approach I took at the beginning of my semester on academic writing caused me to lag in the first phase. I have faced difficulties to understand the difference between evaluation and analysis of any question. 
By considering Gibbs model, the aspects that I am lagging can be resolved, by re-visiting the records of my work. I have scrutinised that I fall back on situation development and on coping with the demands that are given to me, even though I am quite efficient in managing issues. In considering Kolb’s learning cycle, I can state that my reflective observation and abstract conceptualisation have fuelled my achievement in writing ground, although my ineptitude in experience and experiment is causing me troubles. 

3.2.  Paraphrasing
The process of rewording a given line, which has been either written or said while keeping the original meaning intact, is called Paraphrasing. This process is very beneficial in the academic and professional field. Paraphrasing does not require any analysis of the topic whereas it requires the ability to understand and a good hold of vocabulary (Hagaman and Casey, 2017). This process falls under academic skills, which beneficiates an individual. Many times while paraphrasing often sense-making issues evolve. I had done few projects by paraphrasing them. Although in the beginning, I faced issues for the inexperience and practice, but I have modified my ways in the meantime although further changes are needed. While revising my works to reach betterment I have implemented Gibbs Reflecting Cycle, by which I have found my faults in incapability of making proper statement from the given statement.  My concept for modification is proper still it needs more practice. Implementing Kolb’s reflective cycles reflective observation process in my work I have learned to justify issues along with the help of active experimentation process I implement the issues logically. The paraphrasing process may appear easier but demands heavy practice, and after revisiting my works, I think I have many scopes to improve in this aspect. 

3.3.  Summarising
The brief, logical representation of the work done in a project or the summary of the discussions made in work is called summarising. The process of summarising tells a student on how to highlight the important ideas in a paragraph (Bertens et al., 2016). It teaches how to focus on moot points and ignore irrelevant points. The skill of summarization improves the memory of an individual and makes answering easier as the remembrance of the key points later makes it easier to elaborate the pieces of information (Marzec-Stawiarska, 2016). People also learn how to blend in the main ideas in a meaningful way. In order to begin with a proper summary, one needs to go through the whole work thoroughly. The learner should have a good grasp on the main idea to make a thesis of the statements. Rereading while penning down notes confirms accuracy and revising the summary will give the work a perfect end. I have found out that my grasp over situational management is weak by applying Gibbs Reflection model. The consideration of the reflective model of Kolb’s has implied that my efficiency in concrete experience in summarising has helped me in achieving modifications in business development. 
4. Skills gaps and which of the above skills I have to improve 
The lapse between the expected work from an employee and the actual work done by an employee is called the skill gap (Cappelli, 2015). A line of employees can be fantastic, however the output can be lagging. My effective communication skills and flexible approach towards the problems have evolved from teamwork. According to Osmani et al. (2018), communication is a very important skill as it helps in reducing misconceptions and understanding one's team better. This modification of my skill has helped me a lot in my daily life too. Previously, while working with teams, due to my complexity in communication skill has often resulted in demeaning the quality of work and has often resulted in disputes. I lack the abilities to make an instant decision to solve unsettlement. 
Paraphrasing is a ground where I lack a lot of skill. My incapability to form sentences often from the existing data or the problems that often occur with grammar delays my work. For developing my backlog of Paraphrasing, I think I will have o emphasise on practising and keeping a constant check on plagiarism.   
[bookmark: _Toc25403921][bookmark: _Toc25404016]Time management plays a vital role in career building; the quality and poor skills of time management affect the quantity of work always. The speed of my work is slowed down for the typing sped of mine and the slow understanding of the topics that occurs as my mind wanders amongst the short details. My experiences have taught me that insufficiency in time management has a diverse effect on both the teamwork and the organisation. An organisation can increase in the productivity of it is by focusing on time management. The emphasis of time management skills on my work can help me in developing my performance. 


Conclusion
The above-discussed work proves that business development skills with proper employability and academic skills can be developed.  The research I did for the above work helped me with a better understanding of the issues that are linked with the academic skills analysis. This work says that time management is one of the most vital skills that any person should acquire to flourish in any field of work. Time management, which might look like an all-in-one process, here in the above-done work, proves that it has various parts and if any person or any organisation lays proper emphasis on that ground, noticeable amount of work output can be gained. This work has helped me to understand my skills and other aspects. This segment clarifies the need for attaining excellence in service providing process. I can further conclude that this work has helped me in making modifications in my work.
[bookmark: _Toc25403922][bookmark: _Toc25404017]
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In-class exercise 2: Summarising {Oct 2019)
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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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the ;ob If It you want to succeed devote some t time and energy to self- Ieadershlp, says consultant

we’re going to do it, how incredible we're going going to be, and how we’ll sxdestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our ex i

or imaginations. Sudmann, for example, believed that he would ace his ﬂﬁﬂm@ﬁlﬁ
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don'’t clear!y think through their priorities and strateg!es and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these ”c!assic !eadersh%p problems” in Marcus Aurelius, ‘che Roman

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 minutes every day tothink about the challenges you've recently

hanuilfgi and the ones you'll soon face. While Marcus Aurelius was fond of reﬂectmg in the evening, Sudmann
fikes doing this over morning coffee. Questions to pose inciude: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What

could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your fee!mgs no matter how much preparation and reflection you put in, there will be

reframmg “comes i in; stopping and askmg yourseif _on a scale from 1 to 10, how important is this issue

right now? Then, give yourself a moment to think: “How would the leader | spire to be handie this situation?”
ey S L e e SO R on
The answefwill come to you. I o e s IR = R
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In-class exercise 1: Paraphrasing {Oct 2019)

Student Name: M\\—“\E—U@k POBVC Student 1D: Ig lé 3 15 B’j

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).

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 lvory 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.

Checolodt oo keen fhe arost vegonable [jHe (y xury
compavnad \xridih Noman L _anal Je%#w\h /hPV€J@V€ LN

2001 ~olgdod dhot Y ovodust o cocoa in 9 Tuovg fosst
o Muce  cluld dave el dznveewt" !

The 054 _moved ieo;iﬂcue{/otv\ mondodking 40 4k I/uah level 5
10 e omads /f@\/ companies  Thiy also wakt 1n'

la%9U _duiv _pveducds Y 'dave — labelv Jwew T Chocola e ;
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in-class exercise 1: Paraphrasing {Oct 2019}

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1} There will be a few changes around in the office. (announce)
The boss_onmounced deve wil =2 a éz\x, clqamles in the office. .~

2) He doesn't write to me as frequently as | wanted.

fwish e wooldag wyite Jo e g5 %\!eo)ue\r\‘\' 08 T want AMEARCS

3) We were concerned about her health. — /
We had some Con(ovads _aboot hev \ealth

4) You weren't careful, so you made so many mistakes. (had) M;j.\.@[,ﬂ
It :1‘00 i/\O\d o move caveé)u( WDU \i(O\)\d n 4’ éO 50 many mistakes.

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

Because of _CAMLE -_/Luﬂdxr\(b we  could not DVOU{’O(/ }Ve“’ povking Mﬁ\/ﬂ:‘
U 1 v I [

6) His proposal was a failure as it was too theoretical. (relied)
His proposal

7) it was Mary who stole money.
He accused Mo«\!cl{ who Stel ’Ynolwﬁi/ ¥~

8) He seems well-educated. However, he's not very bright. (aEthcugh)

He &ems weell— educ&ﬁ//;auh(ou?m h's not very bvrq/z o

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. {third)
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A, ... DISRUPTIVE TECHNOLOGY

This phrase was first used by Joseph Bower and Clayton Christensen, of the
Harvard Business School, in 1995. They employed it to describo a new technology
that appeals ta a minority section of the market, but a large snough minority to
allow the technology to take root and develop. Companies that continue to use the
older technology run the risk of being left behind if they do not adopt the
innovation at the right moment. A clear example in the mid-1990s was the digital
camera. The first models had lower picture quality than film cameras and were
expensive. But their important advantages were the ability of the photographer to
see the results immediately, and being able to download the images to a computer
for storage, printing or emailing. Since then, digital cameras have completely
transformed the industry. The business of making film has almost vanished, and
the vast majorlty of cameras sold are now digital.

4 Practice Summarising — read the following text and underline key words

WEALTH AND FERTILITY | 1 conced ot

For most of the past century an inverse correlation between
human fertility and economic development has been found.

This means that as a country got richer, the average number of
children Born 1o éach woman got smaller. While in the poorest
“Gouniries women often have eight childrerfithe rate fell as low
Gelow the replacement rate. Such a lgw rate has two likely
négative consequences: the population will fall in the long
term, and a growing number of old people will have to b

su ed King number of youpg. But a recent study
by researchers from Pennsylvania University suggests ﬁév(sussts that this
pattern may be changing. They related countrios' fertility rates
hruman development index (HDI), a figure with
maximum value of 1.0, which assesses life expogtancy,

average income and education level. Qver 20 cotintries now

have an HDI of more than 0.9, and in a major
fertility rate ase, and in some
approaching two chifdren per woman. Although there are
exceptions such as Japan, It appears that ever higher levels of
wealth and education eventually translate into a desire for

more children.

5 Practice exercise: Summarising

B Complete the notes of the key points below.
(a) Falling levels of fertility have generally been found

a5 oonkies weame vichey

(b) In some, number of children born

) Wew vori\e\eavvxenf'vcf\&-

{c} Two results: smaller populations and
\avoey aum kv Qé eddav o Nﬂ(iim‘] asastar

(d) Recent research claims that

O SoONn e b (izueloptyg.

{e) Comparison of HDI (human development index:

[S57Y ex‘\rﬁdmaw Jacome and_edycafion

T

) with fertility found that in most highly rated (+0.9)

_(f gmu "&%L@'&wxar ,,,,,,
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7 Practice exercise: Word order

[ Change the word order of the following sentences (other changes
may be needed).

(a) Atthe same time, trades unions became increasingly militant
in defence of their members’ jobs.
Example: At the same time increasingly militant trades unions
defended their members’ jobs.

(b} Today the industry owns some of the most famous brands in
the world.

{c) However, many car makers are currently threatened by
increased competition and saturated markets.

1.7 Summarising(mmin s/ m)

2 Stages of summarising

Summarising is a flexible tool. You can use it to give a one-sentence
synopsis of an article, or to provide much more detail, depending on your
writing needs. But in every case the same basic steps need to be followed
in order o mect the criteria listed above.

B Study the stages of summary writing below and complete the gaps

with suitable words {one word per gap).
(a) Read the original text carefully and check any | i§ aslt/ lﬂ/{nowr\

vocabulary
b) ,}5/2 ______the key points by underlining or
highlighting
(© Make __ (05 of the key points, paraphrasing where
possible.

{d) Write the SUMMAV! from your notes, re-organising the

structure if needed.

(e) Check the summary to ensure it is {OV &(‘,{/)/Eajjﬁfand

nothing important has been changed or lost.

3 Practice exercise: Summarising

B Read the fext (3.1) on the following page and the summaries (a)-(c).

(a)

®

{c)

@

Rate them 1 (best) to 3.

Disruptive technology, according to two researchers from the
Harvard Business School, is a new invention which attracts
enough buyers to become established in the market, and then

to improve and grow. For example, the first digital cameras,
launched in the mid-1990s, took poor quality pictures and were
costly, but had some important benefits. Today they dominate
the market, and the older type of camera which uses film is
now a niche market.

Bower and Christensen introduced the term “disruptive
technology’ in 1995, to characterise a new technology which
sold well enough to enter the market, and could then be
developed further. The digital camera, for instance, was
originally expensive and had low picture quality. However, its
significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

Digital cameras are a good example of a disruptive technology,
a term used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initially wins
enough market share to survive and develop. These cameras
at first produced inferior pictures, but had the advantages of
showing the photo instantly, and allowing the user to
download the image. In a few years they became dominant in
the camera market, while traditional film cameras were almost
redundant.
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3 Techniques for paraphrasing
(al Changing vocabulary by using synonyms:

argues > claims/ eighteenth century > 1700s/ wages > labour
costs/ econamise > saving

Do not amempt 1o paraphrase every word, since some have no e
synonym ¢.g. demand, economy, energy |

(b) Changing word class:

explanation (n.) > explain (v.) / mechanical {ad].) > mechanise
(v.)/ profitable (adj.) > profitability (n.}

(el

Changing word order:
. . the best explanation for the British location of the industrial
revolution is found by studying demand factors.

> Afocus on demand may help explain the UK origin of the
industrial revolution.

FOUR WHEELS GOOD

The growth of the car industry parallels the development of
modern capitalism. It began in France and Germany, but took
offin the United States. There Henry Ford adapted the moving
production line from the Chicago meat industry to motor
manufacturing, thus inventing mass production. In the 1920s
Alfred Sloan's management theories helped General Motors to
become the world's dominant car company. After the Second
World War the car makers focused on the styling of their
products, to encourage more frequent model changes.

From the 1970s there was criticism of the industry due to the
inefficiency of mast vehicles, which used petrol wastefully.

At the same time, trades-unions became increasingly militant
in defence of their members’ jobs. Today the industry owns
some of the most famous brands in the world. However, many
car makers are currently threatened by increased competition
and saturated markets.

5 Practice exercise: Synonyms

B Find synonyms for the words underfined.

(a) The growth of the car industry parallels the development of
modern capitalism.
Example: The rise of the automobile industry matches the
progress of contempora ucapnsllsm

. \t\vxed Co\ever
(b} It began in France and Germany, but} m |n the United
States. odi et absentsf

(c) There Henry Ford adapted the moving production line from the
Chicago meat industry to motor manufacturing, thus mvenung
mass production. oY Anevels \1

6 Practice exercise: Word class

[ Change the word class of the underfined words, and then rewrite the
sentences.

(a) In the 1920s Alfred Sloan’s management theories helped
General Motors to became the world’s dominantgcar
company.

Example: In the 1920s, with help from the managerial theories
of Alfred Sloan, General Motors dominated the
world’s car companies.

Jowss

(b) After the Second World War the car makers focused on the
9}1]@ styling of their products, to encourage more frequent model

changes.
COMUSR)

() From the 1970s there was criticism of the industry due
to the inefficiency of most vehicles, which used petrol
wastefully. \nejficient

o
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CHAPTER

16 Paraphrasing

i
Paraphrasing means changing the wording of a text so that itis
significantly different from the original source, without changing
the meaning. Effective paraphrasing is a key academic skill needed:
to avoid the risk of plagiatism, and to demonstrate your
understanding of a source. This unit focuses on techniques for
paraphrasing as part of the note-making and summarising process.

1 The elements of effective paraphrasing

Paraphrasing and summarising are normally used together in essay writing,
but while summarising aims to reduce a source to an appropriate length,
paraphrasing attempts fo restate the relevant information. For example, the
following sentence:

There has been much debate about the reasons for the
industrial revolution happening in eighteenth-century Britain,
rather than in France or Germany.

could be paraphrased:

Why the industrial revolution occurred in Britain in the
sighteenth century, instead of on the continent, has been the
subject of considerable discussion.

Note that an effective paraphrase usually:

« has a different structure to the original

+ has mainly different vocabulary

« retains the same meaning

* keeps some phrases from the original that are in common use
e.g. ‘industrial revolution’ or ‘eighteenth century”

2 Practice exercise: Paraphrasing

I Read the fext below, and then decide which of the three paraphrases
(a-c) is best.

THE CAUSES OF THE INDUSTRIAL
REVOLUTION

Allen {2009) argues that the best explanation for the British
location of the industrial revolution is found by studying

| demand factors. By the early eighteenth century high wages

and cheap energy were both features of the British economy.
Consequently, the mechanisation of industry through such
inventions as the steam engine and mechanical spinning was
profitable because employers were abie to economise on
labour by spending on coal. At that time, no other country
had this particular combination of expensive labour and
abundant fuel.

(a) A focus on demand may help explain the UK origin of the

o)

L

industrial revolution. At that time workers’ pay was high, but
energy from coal was inexpensive. This encouraged the
development of inventions such as steam power, which
enabled bosses to save money by mechanising production
(Allen, 2009).

(b} The reason why Britain was the birthplace of the industrial
revolution can be understood by analysing demand in the
early 1700s, according to Allen (2009). He maintains that,

uniquely, Britain had the critical combination of cheap energy
from coal and high labour costs. This encouraged the adoption
of steam power to mechanise production, thus saving on
wages and increasing profitability.

Allen (2009) claims that the clearest explanation for the UK
location of the industrial revolution is seen by examining
demand factors. By the eighteenth century cheap energy and
high wages were both aspects of the British economy. As a
result, the mechanisation of industry through inventions such
as the steam engine and mechanical spinning was profitable
because employers were able to save money on employees by
spending on coal. At that time, Britain was the only country
with significant deposits of coal.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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