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The aim of this report is to analyse several academic and employability skills. Academic skills are abilities that one develops, improves and uses through their academic period. These skills support students and other academic people to successfully achieve their goals. Similarly, employability skills are necessary abilities that allows employees to have an exceptional knowledge and performance for the success of the business. Furthermore, the skills which will be analysed are team working, time management, paraphrasing, summarising and communication.
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Team working is the ability to integrate and interact with other people with aims to accomplish a task together. Working with others means working with people from different cultures, beliefs, personalities and possibly different interests too. However, these individuals come together for a specific goal and achievement. (Muchinsky 2003, cited in Peter Morgan, 2017 p.203) For example, health care is becoming increasingly complicated requiring specialists to seek challenging health service and develop new approaches quickly. The medical staff are responsible for managing service users with various health conditions. In addition, working as a team limits the number of medical mistakes and ensures service users safety (HRH Global Resource Centre, 2015).
In addition, being able to work with other people in the employability world is essential as it also contributes for a better professional life. Therefore, team working is important, not only as an employability skill but also as an academic skill, since in schools and universities the students have projects and presentations that require working with other people, just like in the business world.
I believe I have team working skill as I currently work for Appt Corporation Ltd as a Team Leader. In fact, to ensure that the restaurant procedures are followed correctly, in order to succeed in the finest service and quality, it is required that we can all work together as a team. Additionally, not only this skill if fundamental to me, as part of my role is to interact with others, but it also enables me to have a positive work environment. 
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Time management is the ability to use time effectively in order to successfully complete one’s tasks. It is required to plan and organise the necessary time needed for each task. Time management is very important in the employability world, here is an example: skilled time managers tend to assign their time to more challenged tasks first. This way they can accomplish their targets by easily improve their work. Benefits of doing so include a better professional character; a better performance and efficiency; tension free; more opportunities to accomplish personal and professional goals and greater opportunities for progression. On the other hand, poor time managers tend to be more stressful; miss deadlines; have poor performance and professional character. This is because poor time managers tend to procrastinate, leaving everything to the very last minute (Proof Hub, 2019). In Health and social care, poor time management can lead to poor practice as they would be placing service user’s lives in danger as they could easily forget to medicate or check a patient.    
Importantly, when time management is used effectively, people can accomplish their task quicker therefore they have more free time which is usually an opportunity to develop their knowledge and expertise. Furthermore, it enables self-discipline mastery as time management impact and improve other areas in life.
I admit that time management is a skill that I need to improve as sometimes I tend to procrastinate tasks from work. I believe this can be done by making smart decision and planning the necessary time for each activity. Prioritising is also an important step for time management as I cannot afford to ‘waste’ time with projects and activities that do not require my immediate attention. I could start using The Eisenhower Method as a tool to help succeed in prioritise. As my business managers says “Time is money. No money, no honey” so it is very important to track the time that I am using. I could also use a phone application to track my time and to schedule my break time. I could also avoid distractions as I can get easily distracted by noise or just by someone walking in the room. A way of doing this would be to put my phone on ‘Do Not Disturb’ mode and listen to music with headphones. If all the steps from above are followed correctly, then I will have my time management improved. 
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Paraphrasing is the ability to express ideas and information that has been gathered in different words. This is a very important academic skills as well as an employability skill. This is because by expressing an information with different words the reader will consider that the writer understood the content (University of South Australia, n.d).
For instance, academic students and researchers require paraphrasing skill as they attend lectures and do researches in which later, they will need to provide a piece of work that will demonstrate their understanding. Equally important, paraphrasing is also a way to avoid plagiarism. Consequently, plagiarism may lead in penalisation, withdrawal of an academic institution and in worse scenario legal consequence such as fines and jail time (FindLaw, 2014). Furthermore, these academic students and researchers need to use their own words, change the structure of the idea without changing the original meaning and provide the correct reference. Techniques to consider for an effective paraphrasing are using synonyms and antonyms, changing the word order and changing the word class. 
Paraphrasing is a skill that I still need to improve. I believe this is because when I was studying back home, I did not do much of paraphrasing, as most of our understanding and knowledge would be demonstrated in-lessons exercises and exams. According to my current lecturer’s feedback, I have some good ideas, however, I need to improve my paraphrasing skill and grammar which is something that I am already working on.
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Summarising is the ability to identify the main points of a whole topic or statement and rewriting it by skipping details and focusing only on the key points. Summaries are generally shorter than the original material.
Summarising skill is important for both academic and employability world. For instance, students are required to analyse other people’s researches in order to support their studies. Similarly, to employees who need to report service user’s reviews and opinions to their employers. Both students and employees require a summary to report other people’s ideas in their own words. For an effective summarise it is necessary that the content is clear for the audience that has never heard nor seen the initial piece. It is also very important to provide all the key points that are essential information, with that said, a summary should be as brief as possible to avoid distractions from the main points (MindTools, 1996-2019). For example, excluding unnecessary details, such as dates, locations, statistics and names unless it is crucial for the better understanding. 
According to Shaun Macleod (2012) a summary should be objective. It is very important not to add any personal opinions as the summary is just an information report of someone else’s piece of idea or work. However, a summary should be paraphrased to avoid using direct quotes as well as copy and paste from the original material. Finally, it is also very important to add correct reference so that people can identify the summary.
Summarising is also another skill that I need to improve. I believe it is for the same reasons I need to improve my skill from above. However, according to my current lecturer my summarising skill is slightly better than my paraphrasing skill as in my feedback it was mentioned that I have good summarising skill, yet I need to focus on reducing the number of language errors.




[bookmark: _Toc28640512][bookmark: _Toc28640605][bookmark: _Toc28711622]Communication 
 
Communication skill is the ability that one uses to transfer different types of information.  The information may focus on ideas, perceptions and emotions. The ability to communicate includes listening, speaking, understanding and empathising. 
Communication is a fundamental skill in academic. For example, students need to understand their subject in depth and acquire knowledge. The fact is, the best way to learn is to ask questions. Students need to be able to ask questions and address their subjective and objective doubts in a way that the lecturers understand, this way, lectures can clear all confusion and help students get a better grade. Clearly, communication skill is important for academics has enables them to speak and put their thoughts out there as well as listening and understanding what has been said in the lecture room. 
Likewise, communication skill is also very important in the workplace. According to Jennifer Lombardo (2003-2019) with a good communication people can have a better work productivity and environment and that it was also found that employees that had the most effective communication from their employers would be the ones who had perform best. Lombardo also mentions that one of the reasons some workplaces have great employee satisfaction is due to good communication skill along with good team working. 
However, if the communication is not clear and accurate, mistakes and failures can be caused in the receiver, causing the message to be neither passed nor its purpose. In the case of health care this can lead to poor care and treatment.
I suppose communication skill is where I am divided in whether I have or not a good communication skill. My business manager has mentioned that I have a good verbal and non-verbal communication. However, he has also mentioned a few times not to assume when delegating tasks to other people, as I keep assuming people know how to do the tasks that are given based on how long they have been in the company. Perhaps if I start asking them if they are familiar with the tasks instead of just assuming that they do, my communication skill would be on point. 











[bookmark: _Toc28711623]Appendix 
[bookmark: page1]In class I was given some exercises on week 4 and week 9. I have received feedback from my lecturer from which I have attached at the end. 
I now feel comfortable in writing a summary; however, I understand that need to practise more my paraphrasing as well as my grammar.

[bookmark: _Toc28711624]Conclusion

The report focused on five different academic and employability skills. Clearly, each skill comes with its own benefit and how important it is in the academic and in the employability world. Such as team working skill, used effectively can bring people from very different backgrounds together for a common goal. Time management skill it is very useful as it enables people to be more organised and prepared in universities and at a workplace.  Communication skill it is important so that people can understand each other better to avoid misunderstanding. Also paraphrasing and summarising are also very important and useful skills that are used differently yet both used to avoid plagiarism.
These skills are very important in the in my current and future studies as well as in my future professional life as a health care practitioner. 
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Q Trinity Saint Academic and Employability Skills - BMSW4001
W
In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: WA Y Student ID: E)Q 1 )gO

Time allocated: 1 haur. 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. . L

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
chi labour deeply shocked chocBlate com ahies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit compa?\ies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agre to an international protocol that would give chocolate producers four

years to to limi abusive practices.
(% \ el
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In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. C_omplete 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 ew changes around in the office. (announce) ><
The boss _\yn Qo 0 ANVCON € YW e in the office.
2) He doesn't write to me as frequently as | wanted; / -
Iwish _He g;;c,oQ& u‘,wzqvgJ o mepfen . |
ot

3) We were concerned about her health.
We had some e \

4) You weren't careful, so you rrad S0 man

y mistakes\. (had)
If Coe i

Ldoe
y kN oo\ wiZ CIONE so many mistakes.

5) The council eut funding so we could not provide free parking.
Because of

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

His proposal
7) It was Mary who stole money. 0 (;
He accused L0} Y el Q. MONEON . "

9) Universities place the burden of understanding plagiarism and attribution conventions on

students. \f\
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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In-class exercise 2: Summarising (Oct 2019)

Student Name: ‘3:6 nQ (;cy_n es Student ID/Group: 121 2 13 31 l ['(w‘wpl
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 joby If you want to succeed, devote some time and energy to self-leadership;says consultant/
\Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we'll sidestep 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 expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. fifien; he held /
“hiis 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, Wmmwmmmmww
roving. ke}many in the working world, mm to do and not enough time to do it; |

and belng in a position of power causes them /
2 e ]

they y g
to assume that the people beneath them ma "

sudmann found a potential solution to these“classic leadership problems” in Marcus Aurelius, the Roman/
‘emperor and Stoic philosopher: Rather than spending his time trying to learn to rally and guide others,
‘Marcus Aurelius focused a surprising amount of his energy on mastering self-leadershipy Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

allo

First of all, you need to be aware of your shortcomings;

mmmmmammm
‘handled and While Marcus Aurelius was fond of reflecting in the evening, Sudmann

fikes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday?How
m t’d Ilﬁ to bs mmmmm il

0 you can refer back to them and learn from them.

1Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be -
“employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice

of “reframing” comes in; stopping and asking yourself ... 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 | aspire to be handle this situation?”
The answer will come to you’

== Date: ul ”'/AD/7

Lecturer’s signature:

1|Page




image10.jpeg
Y Trinity Saint David Academic and Employability Skills (ACE) - term 1
\ LONDON BMSW4001

In-class exercise 2: Summarising (Oct 2019)

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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