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  1. Introduction
The aim of this assignment is to analyze academic and employability skills which can help to achieve good results in studying process and in the future career. Further will be analyzed academic and employability skills and will be suggested some ways and will be given some tools which can be used to develop those skills that might be necessary for success. The university’s program develops specific skills through the exercises during the course, but in some situations, students are developing their skills unconsciously. Skills needed for academic success help student to learn, grow and develop themselves. Skills needed for success in starting a career (employability skills) ensure employers that the candidate will perform well in his role. It might be complicated to compete in the job market without academic and employability skills like communication, time-management, self-management, leadership, interpersonal skills, ability to research, presentation skills, critical thinking, problem solving and decision making and so on.
 

    2. Employability skills
Employability skills represents candidate's abilities, knowledge and attitudes which make him employable. These skills show how likely this candidate will fit into the culture of organization.  Employability skills also help a candidate to show his ability to perform at an acceptable level within the organization. These skills are extremely import for personal, group or organizational success, because they increase the efficiency of the work process. Additionally, employability skills increase employee's productivity and respectively company's income.  It is necessary to develop employability skills through class projects and other learning activities, for achieving professional success in the future. In order to be a worthy candidate on the job market, the person needs to have some employability skills, for example:
· problem solving and decision-making skills - this skill make a person able to define the problem, to analyze it, to generate possible solutions, to select the best solution and to plan the next course of action;
· organizational skills - which represents a person's capability to prioritize things correctly, to stay focused on different tasks, and use the time effectively
· team working - it gives employee possibility to help each other and to learn from each other. Additionally, it teaches employee how to be dedicated and working for the good of the group
· negotiation skills - it shows person's ability to discuss, deal, compromise and to make agreement in favor of both parts
Also, time management and communication are crucial employability skills which can help the candidate get a new job or get promoted within the organization. Employers will be trying to gather examples of when the candidate has done specific activities or showed employability skills relevant to the job position, in order to gather the convincing evidence, of what they are seeking.
 
 
   2.a) Time management
Time management is the process of planning and organizing how to spend the time between different activities. This skill helps a person being focused. Being focused is considered as a strength by most graduate recruiters, because the more focused employee is, the more likely he will be to achieve them. In order to have a great time management, employee must follow the next steps:
·  Set goals correctly - Instead of working harder, time management helps to work smarter, and gives possibility to get more done in less time. 
· Prioritize wisely - time management helps you to prioritize tasks and duties and respectively improves your effectiveness and productivity. Prioritization can help defining tasks by importance and urgency.
· Set a time limit - It is almost impossible to achieve success without managing the time.  A goal without a timeline is just a dream.
· Take breaks between tasks - in order to create a balance between work, family, social life and personal interests, a person needs to take breaks occasionally. Non-stop work can reduce the quality of work, while some short brakes will help staying inspired, energized and motivated
· Organize yourself - Being able to demonstrate organizational skills in the workplace will enhance your standing and personal reputation.
·  Plan - set up tasks and goals for a few days, weeks, months and years ahead
 
SMART method can help setting goals correctly. The goals must be Specific, Measurable, Achievable, Realistic, and Time-based.
Specific - what exactly do you want to achieve?
Measurable - How will you understand whether you have achieved this goal?
Achievable - Are you likely to be capable to complete it?
Realistic - Have you got enough resources available to you? 
Time-based - By when do you plan to achieve it?
 
 
    2.b) Communication skills
Communication is an exchange of information by talking, listening, writing or using other platforms and medium. The ability to communicate can help to show the leadership skills, give presentations, collaborate in teams and build great relationship with colleagues or employer. Communication is the key-factor in building a successful career.  Knowledge about verbal and non-verbal communication can help finding out truthfulness of information. Internal communication is crucial to a successful organization. The communication between employer and its employees has a direct impact on the company’s overall productivity. A leader can use his communication skills in order:
· to inspire and motivate his employee and respectively to increase their effort
·  to explain duties and tasks clearly, effectively and regularly, so that employee understand next steps, tasks and duties
·  to build effective relationship through communication, respectively to ensure that all employee follow him
· to express his point of view for explaining how things could be done better

  In order to improve their knowledge, employees have to aspire sharing and learning information.  Listening is also an important communication skill. Everyone you work with, knows something that you don't. Employers and employee have to develop a healthy and beneficial communication process within the organization, in order to help avoiding confusions, build a positive company culture, define organizational goals and collaborate. The main elements to improve communication are friendliness, animation (body language), attention, argumentativeness, drama, openness, emotional state, dominance and relaxed state.
   Ineffective workplace communication causes confusion, wastes time and reduces productivity. Also, misunderstandings in the workplace can create tension, reduce the efficiency of work and respectively reduce the business income.
 
 
   3. Academic skills
Academic skills are skills which are helping to succeed in learning. Gratefully academic skills it is possible to develop the research and study skills, which will be useful both in studying process and in the future career. Also, academic skills help to show a person's full potential. Most of the skills developed in university are transferable to the future workplace. Some of the most important academic skills are academic writing, active reading, critical thinking, organizational skills, the ability to learn independently, paraphrasing and referencing.
· Academic writing helps to express yourself in a specific style and in a formal tone. 
· Active reading - represents a process where students are actively engaged in their reading, by thinking about what they read. This skill is helpful in order to fully understand information and chose the most important and relevant of it.
· Critical thinking is useful in order to identify someone's errors and weaknesses, to bring strong arguments in different situations and to provide a clear interpretation of situation.
· Organizational skills - demonstrate person's ability to organize own information, so that it is possible to find and comment on it easily when it is necessarily. Also, this skill helps a person to manage the diary well and respectively to do everything on time
· Ability to learn independently - is helpful in order to find own information, analyze it and make a conclusion
· Creativity skills - are showing person's ability to do something differently
Higher education helps to develop all these and many other academic skills, which enable us to study well and respectively to create a career path.
 
 
 
   3.a) Paraphrasing
 Paraphrasing represents changing the wording of a text so that it is almost different from the original text, without changing the sense. This academic skill helps to show your understanding of the source and avoid the risk of plagiarism 
A correct paraphrase should:
· has a different structure and vocabulary to the original source
· retain the same meaning
· keep some specific phrases from the original source
 
  There are a few steps how to paraphrase:
1.  Read the information to understand the meaning
2.  Note down main ideas
3.  Write your version of the text
4.  Compare it with the original source and make minor changes
5.  Citate the original source
 
  There are some ways to paraphrase correctly. First way is to start the first sentence at another point from that of the original source.  Another way of paraphrasing is to use synonyms (words with the same meaning). Also, it is possible to change the sentence structure, for example from passive to active voice. Separating long sentences into a few short sentences and vice-verse can also help for an effective paraphrase.
   In order to avoid the plagiarism, it is necessary to use quotation marks, when the paraphrase is almost identical with the original source.
 
 
 
  3.b) Referencing
Referencing is a very important part of academic work.  It puts your work in context, acknowledges other people’s work and demonstrates the depth of your research. It is necessary to cite the original author each time when you use an idea from someone else's work, for example from a website, book or journal article. It helps to make it clear where the idea came from and to avoid plagiarism. A reference should always include author's name, the year of publication and page numbers if needed.
 One of the ways to create a correct list of references, is to follow Harvard referencing style. It contains next steps:
1.  At the end of the document write your reference list on a new page
2.  As the heading use "Reference List"
3.  Create the list by author's last name in alphabetical order. Titles without author should be written in alphabetical order by the work's title. Arrange the list in chronological order if you are citing more than two sources of information by the same author. 
4.  The whole work should be in keeping with general formatting
5. Titles of books, conference proceedings, report and others should be written in italics. Italicize the title of journal, rather than the title of the article.
6. The first letter of the publication title, also the first letter of all words in the title of journal, and the first letters of a place name and publisher - should start with capital letter
 
  An example how a Harvard Reference should be:
Neville, C. (2010) The Complete Guide to referencing and avoiding plagiarism, Maidenhead: Open University Press
 
 
 
4.Conclusion
   Employability skills and academic skills are some of the most important elements which help to achieve success in learning and in future career. Also, these skills develop person's potential and make him a worthy candidate in the job market.     Employability skills are crucial for anyone, as gratefully them a person can get a new job or get promoted to a better position. For being an "employable" person good time management and great communication skills are extremely important elements. 
  Time-management helps us to set up goals correctly, prioritize them wisely, set time limits, organize well and plan. The better time-management a person has, the more likely he will succeed. 
  Communication is another employability skill which helps to demonstrate leadership, give different presentations, collaborate and build great relationships with colleagues and employers. Communication is an exchange of information, and information is the key to everything. 
  Academic skills are useful for studying process and future career. Some of academic skills, such as academic writing, reading proficiency, research abilities, critical thinking are transferable to the future workplace.  Paraphrasing and referencing are also useful, as these skills teach how to develop research abilities and avoid plagiarism. 
In class exercises are extremely helpful for developing academic and employability skills. Higher education helps develop necessary skills and build a career path.
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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. (anngunce) /
The boss a,g(,w% ﬁféajf fé(z,e, gjg.@ 2@ % a@«/ %M?ﬂ in the office.

2) He doesn;t write to me as frequently as | wanted.

| wish &m:’ O wiite mp, o 0%21!%/ Ve

3) We were concerned about her health. /
We had some Wwoliuld abot ﬁ/

4) You weren't careful, so you made so many mistakes. (had) =

If %Qw wlie CQ?%L@@ ; %ux A/&M/ZL//»W so many mistakes.

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

Because of Mu. C’OMC{E 'ﬁ &dﬁ% p% M W/ @Q%&Zé:/ ZL Q@m?&' ﬂég
A%,

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

7
His proposal _ [/ a : wlied O fﬁeg 7, / Ale‘na@c\ YM
= g

7) It was Mary who stole money. - ' ¢ oviy! —cA MB
_ used e[u_a,% e 4 M% %& i :,,( dhe w‘\.?énel
'.éms well-educated. However, he's not very bright. (although) i
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" Time allocated: 1 hour. Please return your paper to the lecturer upon comp/etzan It will be netumed
~ toyou at the next session. You will need to include a scanned copy of this exercise in the form of an
append:x 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 Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passeﬂ. 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. >
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Student Name:

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. N

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 job. If you want to succeed, devote some time and energy to self-leadership, says consultant
LELS_,S,LLdmann Being a leader is a little like belngmmfsy 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. Then, he held

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, Sudma 1 as fighting against certain entrenched factors that kee ders

from improving. Like many in the working world, leaders have too much to do and not enough time to do it;

they don’t clearly think through their priorities and s stra‘ggg__ and being in a position of power causes them

———

t?éggiﬁe tﬁat the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic Ieadershlp problems” in Marcus Aurelius, the Roman
blounasa,potential S¢

ey
e

SN 2 ~n

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-leadership. Sudmann has found

this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

; Flrst 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 da ink about the challenges you've recently

‘handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann

likes doing this over morning coffee, Questions to pose include: “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 differe’ntly “Write down your thoughts so you can refer back to them and learn from them.

, Also, re"-ulate ‘,‘our feelings; no matter how much preparation and reflection you put in, there will be
{ emplayees colleagues, clients and associates who anger, frustrate or annoy you. That’'s where the practice

of ¢ reframmg" comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue

o ,.-rlght now? Then, give yourself a moment to think: “How would the leader laspire to be handle thls situation?”
ey The anSWEYlel come to ygu Fe R T St i
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