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           Introduction
  The aim of this report is to analyse some of my academic and employment skills the skills I will be focusing on are time management and communication. I will also be talking about some academic skills such as summarising I will also be talking about paraphrasing. Which is another academic skill that I have learnt in my modules.  




Time management        
Is the ability to use your time effectively or productivity. It is also good to have this skill in the workplace time management is the process of organising and planning how to divide your time between the domains of life-work; home; social life; hobbies; it is important to set clear goals and priorities in order to set aside non-essential tasks that can eat up time and to monitor where your time actually goes. 
Time management is an important and very good skill to have this skill helps you to work smarter-not harder-so that you can get more out of your tasks in less time even when time is tight and the pressure is on. It also lets you take advantage of learning opportunities it lowers your stress levels and helps you focus ahead and on your role leading to more career success. Each aspect of time management improves another part of your life I believe my time management is good in my workplace and with home life. I have also since started using the Pareto analysis 80-20 rule where I write down the 10 most important tasks I have for the day the I select the two most important tasks I have to do out of the 10 and I do them first even if I only get to do the 2 tasks I know that I have done 80 percent of my tasks and goals by prioritising the most urgent tasks or activates first and if u still have time on your hands or get your 2 most important tasks done you look at the next most important task and so on Pareto analysis is a good method of time management it gives you the confident feeling that you can get your tasks done by actually looking at what you have to do for the day .it is also good to have this skill because time management is being punctual and having good sense of time to get tasks done efficiently meeting deadlines. Time management is important in life it’s an essential basic skill weather you have this skill or not I think I have this skill because I’m good at time keeping and always getting to places early before time because it’s always good to be on time I’m at work early daily and I never miss meetings or appointments  therefore I do not think I need to improve on this particular skill as I believe I have good time management and since studying at university  and learning the Pareto analysis 80-20 rule and using it on a daily basis in my schedule its actually one of my strongest skills and I’m very confident in time management but there is always room for improvement as no one is perfect and I’m still learning and growing     



Communication
This skill allows you to understand and be understood by others and is very important in the workplace and general day to day life. Communication is a basic skill everyone should have and a great employability skill there are so many ways of different types of communication 
Verbal, digital, communicating ideas and opportunities to others actively listening in conversations and most importantly giving and receiving critical feedback. It is important to understand all communication skills because different types of communication are appropriate in all sorts of different types of situations. Good communication with employees, partners bosses gives you motivation which you pass on to others to help you reach your goals and succeed in the business industry the most effective ways of communicating is understanding each other with this skill also comes other skill which you pick up on the way. A good one that u progress on with this skill is problem solving which is a great skill to have in the industry and management another good skill you progress on with communication is decision making if there was a good communication skill u would be able to sit down and talk about the situation and solve the problem without too much thought and make decisions confidently I think I also have a good skill of communication I am very good at listening and talking to others I work very well in a team which I have also progressed on recently during my time at university. Which has made me confident in decision making and problem solving I have to have good communication in my job role I work in construction this skill is very important in this role in the building trade there is very high noise pollution and it is very dangerous where communication is actually a part of our health and safety I do not think I need to progress on this skill as my communication skills are part of my everyday life which I am very confident in but yet again not everybody is perfect and there is always room for improvement especially in this skill      


Paraphrasing
Paraphrasing involves taking a passage - either spoken or written – and rewording it. Writers and authors often use paraphrasing, it is important to keep the original meaning so that the facts remain intact. Basically, you are writing something in your own words that still goes back to the original idea [online] your dictionary paraphrasing is often used when writing a research paper it allows you to explain your own ideas in your own words and focus in on the information what is most useful in making your point[online].available from  https://dictionary.cambridge.org assessed on (august 23rd 2019) paraphrasing in my point of view is changing the word class changing the word order and using synonyms this is a good skill to have especially for a writer or author this skill involves being able to write assignments books very well learning how to change the words to make the paragraph bigger or smaller or even straight to the point of the topic also by using topic sentences





Summarising   
To use details that support the main idea or text concentrate on the gist or main idea and key words presented in the text and capture the key ideas in the text and put them together clearly and concisely….. Write down a summary that has the same length or is longer than the original text [online]. Available from https://www.slideshare.net assed on (august 23rd 2019) summarising in my point of view is good to have this skill because I can help to get straight to the point with topic sentences and also reading and understanding how to change texts it is good to have this skill witch comes under academic writing I believe this is not one of the skills that I am confident in I have been in education in over 15 years so when I started studying summarising was all new to me I have done some in class exercises which has gave me the ability to have some understanding of this skill but still not the best I believe I need to improve on this skill as I didn’t know about this skill when I started studying  

Team working 
Typically teamwork is defined as co-operation between those who are working on a task. Teamwork is generally understood as the willingness of a group of people to work together to achieve a common aim. For example we often use the phrase: “he or she is a good team player”. [Online].available from https://the-happymanager.com assed on (august 23rd 2019) team working is a very basic and good skill to have working well as a team involves good communication no major disputes and listening and understanding each other I believe it is good to have this skill in the workplace because if u are in a team or team leader or even working in a group team working is a good skill to have you can motivate your team or fellow team members to get things done more efficiently and with the encouragement of bosses or fellow members you will succeed in the industry I believe this is also a skill that I am good in team working is currently one of my day-to-day things I have to do in my workplace it is important in construction to work well as a team I currently work for my father so sometimes I am the team leader and am fully in charge I’ve been running teams on site for years and I do make sure if there is any employees with a problem or something has gone wrong they come straight to me and tell me and we sort it out together if it’s not their fault I will make sure my dad knows it was an accident the employees often come to me and not my dad he’s too strict and pointing the butt I have the more calm approach and look for the way around things the write way  of fixing things or solving problems also I have to do a lot of decision making which is very important in team working I am confident in this skill but I still need to improve on this skill as I believe I am confident in this but there is always room for improvement as I am still learning new skills as I am growing 
                                  

Conclusion
 At the end of this report I have analysed some of my academic and employability skills that I have learnt in my classes and how I use them skills in my day-to-day life and some of the skills I need to improve on. I have also explained in my opinion what I believe these skills are to the best of my knowledge and how they can be effective in the workplace and what skills I use in my workplace and in my day-to-day life I have progressed on my skills since studying at university and I am confident in a lot of my employability skills and I am currently using some of the skills I’ve learnt in my everyday life and especially in my workplace        
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - acceptab '
Reason: DOSP/\\' 616"' SJ\’( mol\/\x" "0 TL'C’- \‘po i /\" TOP‘C \/<

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even 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
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 -(acceptable), A F\_ J /
Reason: ’r;s 4 (LA MV] b |4 Woro\ N=-< o) C[/\Cu’W) wi’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 than the educational goals that were their primary objective.

Paraphrase 3 - acceptable m L
Reason: Verv\\)a lOﬂ\OJ\ SZ(\‘\'-@/\ cel 04\0\ 5¥ a “\' \I/\q (%) t\\\\ b

wof‘ J \‘
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":.

(]
Paraphrase 4 nacceptable 7],‘( o Ay are »n

Reason: \/e{(\d cteq/ 4@ X p, mn{ o /01L moret
o A<? (1)

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, "Bureaucracies have no soul, no memory, and no conscience."
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In-class exercise 1: Paraphrasing

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).

Student Name: &.)O‘CD\D M\M\e)«)(\ studentip: 181 7‘@ 9 1

Ex.1

Write a paraphrase of the following passage

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
assighments 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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In-class exercise 2: Summarising

% Trinity Saint David Academic and Employability Skills (ACE) — term 1
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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 question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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In-class exercise 2: Summarising

% Trinity Saint David Academic and Employability Skills (ACE) - term 1
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Student Name: \‘OCL’)\O V\A\C&CA\Q&’W\ student ID: __{ ¥ 78010\

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
witbout 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 proauction 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 kgy
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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