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INTRODUCTION
This report aims is to analyse different academic and employability skills. Helping us to learn, understand more and in the same time to growing our knowledge. The skills that will be analysed are: Communication, Team-working, Decision Making, Paraphrasing and Summarizing.


COMMUNICATION                                    
Communication is the ability to share the information between two or more people at the workplace, and understand what kind of information or sentiments are given by others. The purpose of communication in the workplace is very essential. 

Open communication can prevent conflicts from the occurring situation and helps resolve them faster. When disputes are resolved by communication, the employee gains respect with each other, that means good growth not just professional but even personal. Excellent and understanding communication at the workplace is a significant problem that can bring success or a failure for the employer. In short, the importance of communication at work cannot be denied, that fact is that in one organisation or company people belongs to different social and professional categories, and they work together to achieve the same goals. At work in which is not communication or sharing information between two are more people begins to have problems such as leaving the employees. These problems can be avoided just by communicating between them and team working (Quintanilla and Wahl (2017), cited in Thousand Oaks: Sage, 2017, ed 3, p.47-64).

Communication is one of my strengths because it is essential to know how to manage your expression and your tone of voice when someone is asking you a question, and you have to gives replay.




Communication is the ability that one is born with, to have this ability people need to listen, learn and improve themselves day by day. Communicate is a natural and faster way to understand each other. The ability to develop the communication with others is essential for your personal success and in career. Academic communication allows students to learn, how they can express themselves   and make them understand by the people that they are surrounded by. Excellent communication is essential everywhere and any place, more can people develop this ability more they can have useful skill. By communicate, the students had the opportunity to know and get closer each other. 

I need to improve this skill because when I have to be in the front of the class to present a presentation, after while I become very nervous and my heart start betting very fast.


Paraphrasing
Paraphrasing is the ability to write the ideas of another person in your own words.
When paraphrasing, it is vital to keep the original meaning, and the fact needs to remain the same; when someone reads something, and they need to transcribe or tell their own story. After reading an article, the students need to recognise and write with their owns words their opinion. It is good and very important paraphrasing because people have the opportunity to read and listen to others idea, but at the same time, they can express and write with personal words. In the same time, by doing so, people can also increase their knowledge and understanding the topic. 
Improving paraphrasing skills is a fundamental and easy way for the students to speak and learn basic English.  Paraphrasing is useful way to support the idea by providing the necessary information from a source or a person and can be described by people with their words. In the same time, paraphrasing can be challenging because the people have to keep the original of the argument or point of view without removing the phrase directly. 
Before starting to paraphrase a contest, an idea, they have to read then take note, writing the original text with personal concepts and after all, can compare both. This kind of skills can be applied to any form of writing. No matter if they are in elementary school, high school, college or at work. Paraphrasing means taking the ideas of another author and putting them into new and personal words, that’s why people need to specify the source! When paraphrasing is very important to know how to keep the original idea and not to copy full without nominate the source. 

I can tell that this skill is my forte in private and employability life. I like to read and listen other people and after that narrate about it with my own words. However, at the university I need to improve this skill because I think and I’m afraid to do so, because of the references. 

TEAM-WORKING
Team-Working is the ability that will be learning at the workplace or university. Team-working represent a group of people who at the same time, perform, or they complete a task or an action for the same goals. To achieve a job and be a team, they need to have common purpose. We all know that teamwork involves collaboration, trust, respect and communication between all the members at work. To have this ability, the employee needs to learn and listen others, and then they can improve this skill.  
Some people are scared to share their personal opinion, and then they prefer to work alone. One person can be a good element in a team-working and can do a team, but just one single person cannot be a team, that’s why is called a team-working. 
When you are working like as a team, all the responsibility at work they are split, and every each person need and they have to do their job. Knowing that working with people is not easy and conflicts can be made in any team, especially when it is made up of different kind of people whom they came from with divergent thinking or believe. Moreover, this difference of opinion can be avoided by speaking, listening and communication between them. Teamwork is not only crucial to the organisation/company but also necessary for each member of the organization/company. 
Excellent communication, the collaboration between team members reduces stress and improve this skill at work and personal life (Griffiths and Dunham (2015), cited in Maund, Schriek and Tinkler, 2015 p.45).

I think I have this skill because, when I am at work, I like to speak and organise with my colleagues how can we do and handle a busy day. Is very important to know how to be a part of a team. 

Team-Working is the ability to learn how to collaborate with new students and teachers. Academic team-working gives the students the possibility to know, learn, listen and understand new people without knowing them, but they need to start to know each other. By working in a team, means that students need to involve themselves. When a student is part of a team, they can develop more different types of how others think but even different opinions. Some people, because maybe of their culture, and not just, also because of their shyness cannot get involved so fast. When a student is part of the team class, they can develop a  type of thinking; it can be more mature and help them to grow. Team-working course is beneficial, gives the possibility to know how the students can collaborate with others.

I have this skill, but at the same time, I think that I need to improve because I like working as a team but with the people that have the same goals and purpose.  At the university, it is difficult to work as a team, especially at the beginning of the year, when you barely know someone. Moreover, to be a good team-working you need to work as equal.


DECISION MAKING
Decision Making is the ability to learn how to decide on the workplace. Every single person in this world is facing so many questions and afterwards is coming to decision making. To have this ability at work means responsibilities, and never people are sure it was the right decision or not. Learn how to listen and understand your colleagues at work can improve your thinking. 
To make a decision sometimes is not so hard but can make a small difference in your life. Moreover, asking other people their thoughts and their opinion can also help to make the right decision. 
Decision Making is the ability to learn how to decide on the university. At the university like at work, no one can determine what kind of people are in class or at work. The students before starting their first lesson, maybe they are already asking themselves how the lecturers are, from where other colleges came from, and even perhaps what they will do after finish the study. However, it is a distant way to decide afterwards what will be the goals. When the students faced a problem is to difficult to make a decision. Not just because of their less experienced in life, but also because of a different culture, different thinking and the people that cannot be open with others without knowing them. In the beginning, they have to communicate, after for example can write all students their own decision on more piece of paper, after that choose the most picked.
At the workplace, it is not so easy to make a decision, but if you need to, you have to. Every day and anytime is a decision making. You need to think and decided if you need to place an order for tomorrow, what and how much. Depends on what position you are and what are your responsibilities at the work.

I need to improve this skill because it is not so easy to make an decision. Sometimes I’m not so confident with my self. It doesn’t matter where are you or what kind of choice you need to make. To make a decision is always a hard job.  


CONCLUSION
This report analysed several academic and employability skills. People not born with powers, all the different skills they are learning day by day. In various places, in another kind of situation and from different people. Using the communication skill is the most important because, through communication, people can express their feelings, verbal and non-verbal. People also, by communicate they learn more and develop their knowledge.
Another skill that is also useful, not just at the workplace or university but even in personal life is decision making. Every day, the people wake-up and before they start the day, they need and have to make a decision. 
What they have to wear, if they will get a bus or train, what they eat at lunchtime. Everything, all the time, everywhere is decision making. Growing, the child learn some skills from their parents when the children start going to school, they will know new people. In school, the lecturer teaches the student how can be a team.
 Be part of a group; the student starts learning that, sharing the opinion is not enough, but also, they need to listen and understand they, a classmate. Finished school/university, the student becomes more responsible, and they will look for job. 
With all the information and the skills they have learned at the university, they start their first-day job. Knowing already some of the skills help to socialising with new colleagues. As them knows, when it is new place with new people is a bit hard at the beginning to get involved and work as a team. More mature, more responsibility and with very different types of thinking, solving a problem and working as a team the communication is always the first option.


The most important is to be open to learn and to leave others to tell their  thoughts. My point is, no matter how younger or older you are, never is late to improve your knowledge.
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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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Student Name: MM&Q Student ID/Group: JA03 62!

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 job. 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. 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, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
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 strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

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

First 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 day to think 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 differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, 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.
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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
passed 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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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. (announce)

The boss _GMOOUWMCEs A @\,u (ﬁgng,g: X in the office.

2) He doesn't write to me as frequently as | wanted, /
1 wish ued_ yﬂg an€ oo ©

3) We were concerned about her health.
We had some ﬁ? .

4) .

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

You weren't careful, so you m dg so many mistakes. (had)‘
If %ga_ﬁg.dL‘Qm_gx__._%n_@thﬁ:L Bk oot o pou BacBo e mot- s many mistakes.

Because of -_1& g“ﬂfd #md;% we_om md: FZ?’OJ:‘O,Q :@ 5&5&93(?23

6) His proposal was a failure as |t was too theoretical. (relied)
QDI‘QL Qa

His proposal gg_d_ :tQ Q @ﬁ,& Q{‘ﬁg& weN i\m E

7) It was Mary who stole money.

He accused ﬂo% #}: ﬂ)eﬂ j& gﬁm% N K

8) He seems well-educated. However, he's not very bright. (although)
= R

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

students.

The responsibility for /#% A — o :
wmderdond e dagartSwm ©

10) 33% of adolescents ts who have one baby, have a §econd baby within two years of the first

baby's birth. (third) >(
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