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Academic and Employability skills
Introduction:
The purpose of this report is to analyse my own academic and employability skills. This will be done by focusing on several skills. Such as, skills required to be a good employ and student. There are general employability skills needed to do most jobs. These skills include:
Communication skills: 
Definition
Communication is extremely important in conveying messages to your colleagues and co-students. One should ensure that the message is clear and what they want to achieve by it. The communication will be verbal or non-verbal. Verbal can be face-to- face, and non- verbal can be fax, letters, emails, texts, etc. As a communicator specific objective should be in mind and should be clearly conveyed. Important characteristics for effective communication are active listening, effective gestures and strong eye contact. 
Having good communication skills at workplace is important because employees need to communicate daily. Lack of communication will lead ton conflicts and misunderstanding.
This is important in the workplace to ensure that all workers are on the same page and working effectively in getting things done correctly with cooperation. I, as a student can improve my communication skills by listening carefully to ensure I heard and understood correctly. I should not shy away from asking questions as it will help me further understand and improve my knowledge of things said. I will think before I speak to make sure I word my sentences correctly to send out the message accurately. I will take notes of what my teacher is saying so that I can go back to what is being taught. I will try to incorporate the 7Cs of communication. The 7Cs are: Clarity, completeness, correctness, conciseness, concreteness, coherence and courtesy. 
I think I have this skill because I will also make sure that the person, I speak to gives me feedback, and likewise I give feed back to the person communicating with me. This will ensure that the message is sent correctly, Shannon and Weaver (1948).
Teamwork skills:
Teamwork means working in groups. People must possess characteristics such as being patient, tolerating and generally getting along to achieve a shared goal.  Good teamwork skills mean each member should try to be reliable, punctual, positive, able to resolve conflict, and trustable. They must be good decision makers, with good persuasive and influential skills (Mackall, 2004).   
I am a good team member because I try to participate in group discussions, inputting all the useful information I have. I try to attentively listen to what other group members have to say. I’m very patient and can easily tolerate other people. However, there are ways that I can further improve my teamwork skills. I should try to build some confidence so that I can outline rules and responsibilities to group members; as well as knowing what my role and responsibility is within the group. I should also try to bond with my team members to allow a good relationship with the team. 
Problem Solving skills:                                                                               
When one is faced with difficulties or setbacks, they must find a solution to resolve the problem.  Steps can be taken towards resolving the issue. First, the issue must be identified. Then a list of possible solutions should be made, then the different solutions should be evaluated, and decision should be made. Many times, other people can be consulted for advice or opinion for any given matter; Hicks, T. (2000).
I can improve my problem-solving skills by brushing up on some other important skills such as research skills to improve my knowledge, risk management skills to see if the benefits outweigh the negative aspects. I should set goals to know exactly what needs to be achieved through solving the problem at hand. When the problem needs to be resolved by a team, then we should work together and thoroughly discuss the problems and options we must resolve it. We should also be cooperative enough to decide on which action is our best option to solve the problem. 
Time Management skills:
One of the most crucial skill is time management skill. Time management is the ability to work smarter not harder. The aim is to get more done in less time. So, one must have the ability to use their time effectively or productively. Time management skill includes prioritising, organisation, delegation, strategic planning and problem solving. I personally believe that time management is extremely important, and I aim to manage my time well in all aspects of my life. 
Time management can be used in personal, academic and employment. I try to complete all my tasks usually before they are due, this leaves me an opportunity to correct or change anything that needs to b. According to Pareto, V. (1896), his society was divided into what he calls the “vital few”. He believed the most valuable and difficult task should be given priority and completed first. The reward will be tremendous for completing them. Pareto had an 80 20 rule, that 20% of your activity will account for 80% of your results when chosen correctly.
Advantages of time management:
Technology has made time management faster and efficient.  Information can be stored faster and securely. As technology has become a very efficient way to manage time, I will try to improve my technical skills so that I can save time and get things done quicker. Time management can be a great stress reliever. When sticking to a task and completing it, it can make stress levels lower and less anxiety about all that needs to be done. Less rushing means people will be calmer. When more gets done in less time, people have more time for fun. They can have more time to spend on their hobbies and with their friends and family. 
I can improve my time management skills by planning my activities and tasks, choosing the harder ones to be accomplished first (Pareto’s principle). I will set goals and try to achieve it within the allotted time, and if possible, before. When working on a task, I will try to eliminate any distractions and focus on the task at hand.
Writing skills:
Writing is an important skill to have in both employment and academics. It’s used to express thoughts into words, using proper grammar, correct spellings and punctuation. It is a good way of communication and can law messages to be conveyed with clarity. In employment, writing skills are important as workers are constantly writing notes, letters, emails, memos and reports. It is important to have good writing skills as it allows workers to communicate ideas effectively.  In academics, students need to acquire good writing skills to make important subject notes. Along with writing they must also have good listening skills; in order jot down the information given by the teacher/ lecturer. Reading is also an important skill to have. Though writing is one of the most common means of communication, the message cannot be understood correctly if reading skills are poor. 
I need to improve my writing skills because of my poor spellings and grammar. I can do this by increasing my vocabulary to be able to express my thoughts in an effective and clear way. When it comes to reading, I enjoy reading novels but need to improve in comprehending textbooks. The terminology is not always easy to understand in education, but I use the internet to google definitions of words that I don’t understand.  By reading more books, my sentence structure will improve along with the knowledge of vocabulary. Books are a great way to see how grammar is used correctly. I have realised that I should avoid communicating with my kids through text messages, as it is usually slang. Words are spelt differently to shorten them, full sentences are not used and sometimes replaced by abbreviations of two or four letters, leaving me to decode and make sense of them.
Leadership skills:
Leadership skills is a way a person uses power to lead other people. According to Dr. Peter Morgan, “leading is not easy: for some individuals, it is an exciting and a rewarding activity, though for others it seems too risky and difficult. Individuals are different and not everyone will want to be a leader” (The business students guide to study and Employability, pg220). Leaders should be confident and be able to inspire their team. The own certain traits such as good communication, decision making capabilities, empathy and confidence. 
There are many ways to improve my leadership skills and enhance my existing skills. I need to overcome my anxiety by planning and practicing voicing my opinions. I should reward myself for small achievements. I should be happy with my achievements rather than waiting for another people’s approval. I can further improve by reflecting on my actions and experiences. I believe being a leader is difficult because you have a great responsibility of keeping your team happy while treating them fairly and getting the task done. 
Summarising:
Summarising means to put a long piece of writing into a less detailed one. You make only the important points. So, we do not have to read the whole text to understand what it is about. For example, if I read a long story and I was to summarise it, I would use the key points (main ideas/main events) in the story, to re-tell it. This also means the we do not copy the text of the original source. Summarising is a piece of writing that is usually a paragraph or a few sentences. We can also summarise movies or tv shows that we watch. We can also summarise life events. I can talk to my family about my day at university, but I would only tell the highlights or key points of the day, instead of giving the full day description. Summarising can save a lot of time; it is a great way to give the key points or main Ideas without wasting too much time. Summaries are used in everyday speech and text messages/emails. We like to keep it to the point, as nobody seems to have time or patience to listen/read anymore. 
Paraphrasing:
In-class exercises
Paraphrasing means to re-write the test in your own words. It is a summary of the text and sub-points. Sup-points are points that support your key points. This type of writing is not necessarily short like a summary. It can be if the original piece of writing, and in some cases, even longer. A good example of a paraphrase text is a newspaper. Newspapers have headlines, which is a short sentence describing the story. 
However, when you read the story, you see the detailed parts and also sub-points to support their story. We use this in everyday life, when we support our comments or debates. Database is a great example because we paraphrase our point. We want people to understand our points. Then we use sub-points to support our argument. This is not a summary, but a detailed point to show we have supporting evidence. Sometimes we do not understand what a person is saying. So paraphrasing can be very important in such cases as one is able to explain how they feel in more detail. Paraphrasing writing is also very important and most effective when you use other people’s writing to support your arguments or ideas. When we quote what others have said or written is a great example of paraphrasing, we use in everyday life.
Conclusion:                                                                                                                      In conclusion, many skills are required for both academics and employment. Most of these skills work together and go hand in hand. I believe people who can reflect and learn from their experiences is likely to be more successful. Reflection starts with the description of the experience and how the person felt. The experience is then evaluated and analysed. A conclusion is drawn and thus an action plan is made; so, if the same situation was to arise, then one would know how to act upon it, 
Overall, I think we all need to have the above discussed skills and more to succeed in life. All these skills are important in education as well as work. I believe we all have strong skills but due to our individualities and differences, we have different skills to improve and brush up on. 
Word count: 2155
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In-class exercise 2: Summarising
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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 stare 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 questton In
vour awn words: What factors contribute ta ALDI's success? Write about 175 words.

Lecturer’s comments:__Good. _Swonvreanisiun  SWEN Yo \iose Ao
Ustd  woxoomews. D tould 0D uew & Cocun wore
~OR @\wm:&g@u :

pate: ___tulog} 20(9

2page 1

Lecturer’s signature:




image1.jpeg
Academic and Employability skills (ACE) — term 1
BMSW4001

-clas I

—_—
1Y OF W
LONDON
ras!
it will be returned

rer upon completion.
in the form of an

Time a
TAEy :?l::ted: 1 hour. Please return yo!
the next session. You will need to include a scanned copy of this exercise
f the Assignment for this module).

appendi
Pendix together with you Task 1 (part o
.
I?Q] %ia ;‘;a ee gﬁ Student ID: [81 2(2Lﬂ-’—

ur paper to the lectu

Student Name:

Ex.1

Write
a paraphrase of the following passage
st. While he was no stranger

structured organisations. He
Later, Erwin excelled in his
r, the founding and growth
husiasm and
attention

Mike Erwi

rwi g s i ol
in never envisioned himself as a social entrepreneur or activi

nce had been in large,

offered by the school.

ds and medals. Howeve
s endeavours. Erwin’s entl

RWB attracted media
beyond anything that Erwin had

me an entrepreneur.

t

t:r::::eil:hti':) PO-sitions, his primary experie

assignments ie highly regimented program

T Ranhth: Army, winning multiple awarcs s :

the organisatioa ) non? c?f the characteristics ,Of his previou

o S .mxsslnon caught on rapidly ar»nd .Team
e to its size. Very quickly, the organisation grew

anticipate ; ;
d. Without any intention to do so, Erwin accidently beca

lexeLorn

MileF neven
Alds, ouAn e
He Stoz 420io—oh i

hiom fex vv\cﬂﬂ,\)\g

o f
(r"?zv'aq (j,ﬂ,[ AMNoay





image2.jpeg
ng, 1977, p, 219

stumbling bloz:k\wd to the future, it is the bureaucracy as we know it.

1 - acceptable unacdeptable

nle ' Luheachaties axe block § i) 5

. P el
can education is overly bureaucratic. This is manifest in the increasing size of educational institutions,

?wn 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

hamﬁm‘ml. I believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

fis27
The—4 . ¢
Paraphraseunacceptast?l%a*a Jheiv a’(;tm/{‘\dh N @lu\cjd‘ EIAS

Reason: o

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 thanthe educational goals that were their primary objective. h "”6
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Bureaucratization has proved to be a major stumbling block on the road to our educational future. American FM ceduy
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.
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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, "qureaucracies have no soul, no memory, and no conscience."
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