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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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