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INTRODUCTION            
The purpose of this written report is to analyse my own academic and employability skills that I have acquire while studying at this university. This will be done by focusing on several skills such as paraphrasing skills, summarising skills, note taking skills and time management skills.
ACADEMIC SKILLS:  Is define as the study of strategies and approaches applied to learning successfully in schools/at university. Academic Skills is good because of the following reasons below as I have been thought at the university how to do so by my lecturer (Nan, 2019). Examples of academic skills are the following:
PARAGRAPHING 
SUMMERISING 
NOTE TAKING 
TIME MANAGEMENT 
PARAPHRASING: Is define as the use my own words to elaborate a point using direct quotes from a book or a written text. We paraphrase because is important to show you understand the source well enough to write in your own words.  Also, the   in- class exercise I did date (17 August 2019). When had in – class exercise at the university about Mike Erwin never envisioned himself as a social entrepreneur or activist. And another in -class exercise date (18 August 2019). that wrote about the sad state of America education and bureaucracies, helped me to understand better how to paraphrase because my lecturer marked by in-class exercise did the correction where I made mistakes as feedback this has helped to improve my paraphrasing skills now that I have this skills it has make me more confident person than before I started the university. But I still need to learn better how to put my text into paragraphs as a feedback from my lecturer.
SUMMARISING: Define as taking out the key points from a paragraph putting them together to make a good sense of what the paragraph is talking about. It is good summarise because it helps us to understand the whole ideas. The in – class exercise I did at the university date (15 September 2019). Topic regarding the success of ALDI, helped me to improve my summarising skills. But also, I got a feedback from my lecturer that my summarising skills is good, but they are too long and not well paragraphs, so I need to study well to improve in that area. Summarising help me to avoid plagiarism when am doing my assignment so my similarity will be low in my work. 


NOTE TAKING: Is define as the practice of writing down pieces of information in a systematic way in a lecture or discussion (Schneider, 2017). It is good to have note taking skills because it helps me as a university student to read or listening better in class during lectures.
However, it is good to have note taking skills at the university because it helps me to concentrate in order to write something down during lectures in class, so you can understand the text you written down to make sense out of them use them when doing my assignment. More so, listening and reading are two very important factors to students at the university. Taken notes helps me to make sense of the text I have written down and go back to check my notes when do my assignment to help me get the key bullet points that I have written down during class lectures analyse them strategically to make sense about any given subject or topic am writing about.

EMPLOYABILITY SKILLS: Is define as transferable skills needed by an individual to make them employable in any given organization. Employability skills is good in my workplace because the labour market is intensely competitive and employers are looking for the best people who are flexible to take the initiatives and can undertake a variety of task in different skills in different environments (Exeter,2018). Examples of employability skills are the following:
COMMUNICATION SKILLS
TIME MANAGEMENT SKILLS
PROBLEM SOLVING SKILLS
INFORMATION TECHNOLOGY SKILLS (ITS SKILLS)
TEAM WORKING SKILLS
DECISION MAKING SKILLS
Now in the next paragraphs I will explain further how the above skills and knowledge I have study and acquire from this university has improve my academic writing, confidence, and employability skills very well and as result has boost my employability skills because I can now communicate better than before I came to study at this university. Also, the above skills knowledge and various strategies I have study at the university I can use in my present workplace and any future workplace.
COMMUNICATION SKILLS: Communication skills is defined as exchanging of information by speaking, writing, or using some other medium such as television, newspapers and modern computer technology to communicate information to individual person or group of people and various organisations. According to Griffiths and Dunham (2017) in this book I study communication can be the way we communicate individually with one another at workplace, either by verbal and nonverbal communication from one individual person to another individual and group of people.
It is good to have good communication skills in my workplace because it helps member of staff in our organisation to communicate effectively from one department to another working as unified good team that will enable our organisation to perform professionally well and
 Will help our company standing out among our pairs or competitors out there in market. Also making money for our organisation which will help us become more effective and profitable as a result of good communication among member of staff work together to make sure all task is well accomplished and good relationship managed through interpersonal interaction. But sometimes is not the case as a result team performance can be compromised in that scenario good communication skills will be use effectively to achieve team success Maund et al (2017).
My communication skills are very good because I have study about communication skills at the university and I put them to at my workplace when I am communicating with my colleagues and boss at my workplace and it has help improve my confidence at work also my efficiency and productivity level at my workplace is better now than before. But I noticed I need to improve on my time management.
TIME MANAGEMENT SKILLS: Time management is defined as managing time effectively, productively so the right time is allocated to the right activity at workplace. (Management studying guide) (Accessed 11 August 2019) Time management can also be defined as the practice of using the time that you have available in a useful and effective way, especially at my workplace. (Dictionary Cambridge)   (Accessed 11 August 2019) Time management skills play a very important role not only in my organization but also in our personal life.
Time management skills is good for me to have at my workplace because it will help me to work with my colleague in our organization to meet contracts deadline. Personally, I acknowledge that before I start the university my time management was very bad because I was not able to organise myself well enough to go to bed at the right time at night so I can wake up early to go to my workplace on time as a result I sometime get late to work this I observe was a very bad time management, But when I decided to change my time of going to bed earlier so I then discovered that I can wake up early get ready to get the bus and train on time making sure I get to work on time so as a result I become more effective and productive at my workplace the new time  management strategy help increase my confidence at my workplace. I will quickly write about the reasons why I was sometimes late to work before I was thought and study about time management at the university below.
The reasons why am late to work sometimes was because I will be watching news and movies on television at night when am supposed to go to bed as a result sometime, I will forget to set my alarm.
However, starting from the time I started the university and study about time management skills it helps me to gain the knowledge I need to know how to manage my time effectively and better organise myself so I do not get to work late like before now I have gain more confidence about myself about time management skills and it has also boost and increase productivity at my workplace. Also, the in-class exercise and our lecturer feedback after marking my class work has help me to improve on time management.
However, time management skills at the university has helped me to organise myself well to finish my assignment before deadline.

PROBLEM SOLVING SKILLS: Is define as a process of finding solution to difficult or complex issues. (Lexicon Oxford English dictionary) (Accessed 18 August 2019).  Maund et al (2017).  the author wrote in this book how organisation and management problem solving model are used in a graduate management program and variety of field projects where the concept was tested by public and private sectors such organisation could be internet companies, steel production company hospitals, schools, and car manufacturing industries etc…Some of these models are organization system critical thinking and organizational mathematical problem-solving strategies.
At my workplace, anytime new software products are been install into our payroll system at our HR office to make staff hours are calculated rightly and the correct wage is paid to every member of staff of our organisation rightly according to individual staff work hours.
In a scenario where member of staff is short paid or not paid at all, the staff working in payroll department should have the skills to solve that problem to make sure the staff hours is calculated right, and the right wages is paid to the member of staff to get that problem solved.
Therefore, is good to have member of staff with the right training and problem-solving skills to enable our organization efficiently and effectively (Ziegenfuss, 2001). Members of staff in that pay roll department will be trained to make incise of any breakdown of computer some problem they can be repair quickly my member of staff.

INFORMATION TECHNOLOGY (IT) SKILLS: Is defined as the use of any computer’s and their software system, storage networking and other physical devices infrastructure and processes to create process to store, secure, and exchange all forms of electronic data (Whatls,2019).
It is good for me to have (IT) skills because we use computers at my workplace to store various information and our organizational data.
My (IT) Skills help boost and increase my confident at my workplace. 
TEAM WORKING SKILLS:  Teamwork is defined as when workers combine their individual skills in pursuit of a goal. This goal is generally will be a product of the organization mission.
It is good to have team work skills because it helps to establish individual behaviour to other members of the team and the consequences your behaviour has on you and colleague (Morgan, 2017). 
Furthermore, according to Goltz, et al (2008) teamwork and problem-solving skills are frequently used at my workplace and many other organizations. As a result leaders at my workplace will be glad that I have these skills because it will help my organisation to boost its productivity and efficiency level because I have the competencies of team working and problem-solving skills and will help boost my confidence at my workplace and also I will have a better opportunity to be employed elsewhere in the future because both skills I have study at the university and my competency in both skills. Therefore, these are the reasons now that I have study teamwork and problem-solving skills at the university, it will help at my workplace and boost my confidence because I have these skills. Furthermore, putting these above two key organizational strategies to work in my workplace will make a big difference for my organization and me now and in the future because I have study both skills at the university and I know how to use both teamwork and problem-solving skills simultaneously. However, the authors (Goetz et al 2008) describe in their book that it takes time to perfect all the challenges students may come across during the study and implementation development of team working and problem-solving skills. Therefore, room should be allowed for criticism by my employer or by other business leaders because new graduates are still a bit technically ill proficient prepared to solve every day organisational problems.

DECISION MAKING SKILLS: Decision making skills is define as the thought process of selecting a logical choice from the available options. Source business dictionary (Accessed. 20 August 2019) According to (Williams, 2002). He wrote how we are all faced with hundreds of decisions every day. For instance, we choose when to get up every morning, what clothing we want to wear, and whether to read a book, watch daily news on television before going out of the house.
It is good to have decision making skills because it will help me do critical thinking before making any decision at my workplace. But I will need to improve on my critical thinking strategy before making any decision in my workplace so the decision I make will not be a bad decision that will not be good for the organization at my workplace.
Before I start to study at the university, my decision-making skills was very poor and low as a result I was not very confident, But now that I have study decision making skills at the university I now understand the strategies on how to make good decision and how good decision can help shape our lives for better lifestyle and also have positive impact on other people at my workplace while bad decision will be bad for me and my organization at my workplace.
During my research of  Williams (2002 ) and study  I have come to understand that important decision making skills  can shape my life better and has good significant improved because of my study at the university, as a result now I have the sound knowledge and skills to analyse critical  and creative problems that I may face considering new ideas and different options, weighing the evidence and objectivity before making any important decision at my workplace because if I make bad decision, the consequence will be a bad result of the outcome at my workplace and will be  noted in my record in our organization for future reference.
CONCLUSION
In conclusion for me to know I have good decision-making skills, I must have high level of critical thinking analysis of our organisation, so I can make good decision in my workplace. I must also have good decision-making skills to make choices that not only to benefit me but everyone in the organisation. Also, my ability to notice what I think is wrong by law at my workplace ask questions about it from as a member of staff or colleague and if is wright or wrong and my ability to make the right decision at my workplace, all these decision-making skills can be varied depends on the organization.
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[image: ] And Employability Skills (ACE) — BMSW4001 exercise 1: Paraphrasing
Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling this [image: ]correct answer and briefly explain why.[image: ]
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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 than the educational goals that were their primary objective.
Paraphrase 3 - a cep le / unacceptable
Reason:
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. This means that, as Edward T. Hall says in his book, Beyond Culture, today's educational institutions "have no soul, no memory, and no conscience.
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Paraphrase Reason:
In h of American educational institutions. Hall maintains that over bureaucratisation 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 ls words, "Bureaucracies have no soul, no memory, and no conscience."
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BMSW4001 exercise 1: Paraphrasing
[bookmark: _GoBack]Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned [image: ]to you-atthe next-sessiom You will need to include a-scanned-copy-ofthis-exercise-in the form of an appendix together with you Task 1 (part of the Assignment for this module).
Student Name:[image: ]	Student ID:[image: ]
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Write a paraphrase of the following passage	[image: ]
Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger to leadership positions, his primary experience had been in large, structured organisations. He thrived in the highly regimented program offered by the school. Later, Erwin excelled in his assignments in the Army, winning multiple awards and medals. However, the founding and growth of Team RWB had none of the characteristics of his previous endeavours. Erwin's enthusiasm and the organisation's mission caught on rapidly and Team RWB attracted media attention disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Student 

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.l
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
[image: ]
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 store 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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BMSW4001 exercise 2: Summarising
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 ofALDI' on previous page. Now answer the following question in your own words: What factors contribute to ALDI's success? Write about 175 words.
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