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Introduction
The goal of this assignment is analysing my own academic and employability skills. Academic skills are used at University and employability skills are used at workplace. The skills which will be analysed in this report are: time management, paraphrasing, communication, decision making, summarising.
Time management     
Time management is the control a person has on how much time they spend on a specific activity and how to divide it for better results. Good time management allows a person to do more things in shorter time and conduct him to success.
Time management skills such as prioritising, goal setting, planning, are vital at the University as well at the workplace.
The importance of Time management,
Time management is not important just for University studies. In the Workplace, arriving late, without informing your superiors, at an important sales meeting means losing the sale, or missing a deadline, or having an important issue at work. The conclusion is that you will be perceived as untrustworthy, a perception hard to change. It is possible that other co-workers will not want to work anymore with you. In time roles of leadership will be denied for you.
Having good Time management is essential and important in different ways. For student's exploration has revealed that “being good” is more than crucial (Britton and Tesser, 1991).
In fact, research for example George et al (2008). allow a connection between a student’s capacity to manage time and their academic accomplishment. Morgan P. (2017) The Business student’s guide to study and employability.
Time management using Eisenhower Method.
The Eisenhower Method is a plan of action used to organise obligation and duty in order to figure out priorities. Nguyen (2012)
Time Management: The Eisenhower Method
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Time management using The 80-20 Rule, is in short, 20% of your efforts will end up producing 80% of your results. [Online] Available at: https://study.com/academy/lesson/the-80-20-rule-time-management.html (Accessed: 5 December 2019).
For exemple, at University a student needs to have good time management to be able to attend classes on time, after to organise himself to study the topics and to write his assignment on time.
Time management in Care sector is essential as in Domiciliary care, it is a specify time allocated to each service user during the day, for example in the morning call one service user can have 45 minutes. In this time the carer needs to be very well organised so he can give personal care, administration of medication and serving breakfast after leaving the house tydeid. The conclusion is without a good time management skill a carer cannot deliver all that in 45 minutes.

At workplace is essential to have good Time Management, to be able to prioritise and organise the work allocated for one day so you can finish on time and your tasks to be completed successfully.
I have good time management skills, as at my workplace I need to use the allocated time for my clients in a way to complete the care plan requirements', to organise the work and prioritise as much to finish and all work done to be satisfying for clients and my management. 
 Communication Skills
Communication is the process of transmitting an information from one person to another or from an organisation to another one. Sharing ideas, opinions, facts, values etc. This process needs at least one sender, one receiver, and a message that is transmitted. It is starting with one idea or one concept that the sender has in mind. True the process of communication, the human being is following to be heard, to be understood and to be accepted.
 Relevant communication happens when the receiver precisely figure out the message passed by the sender. Anyway, this is not always successful. A great number of default situations can obstruct the process and block comprehension. (Griffiths and Dunham, 2015 in Maud et al 2017, p.48).
Verbal and written communication are essential to understand and deliver information fast and correct in all details. Communicating effectively is a vital life skill and should not be overlooked.
It is very important to have good communication skills even in the Workplace such as at the University, it helps understanding when you need to be formal and business- like rather than informal or friendly.
In my own experience communication skills are essential, I am learning every day more ways to communicate and interact with people. Working in Health and Social care sector, and being in contact with adults with different type of medical problems and needs, I learn to understand their communication, as most of the time it is hard for them to communicate their feelings or  needs. Studying different topics in communication at the University is helping me develop my skills and improve my communication. I have made better this skill with every training made, so I am able to find channels of good communication with the Service Users that I attend every day. 
Decision making
Is the hard procedure off choosing a logical choice from the option available. 
Decision making is an important skill at workplace as people always need to make important decisions to improve their work.
Decision making Theory, Edwards W. (1954). Psychological bulletin has named it as, armchair method.
There are five steps to good decision making:
Choose your goal, which is the more important step in decision making.
Put all the information together to weight better your option
Consider the outcome
Make your decision.
Judge your decision.
In my own experience at workplace, I need to have decision making ability as working with vulnerable people, that sometimes do not have the capacity of choosing for themselves, then I need to decide in his best interest. I was trained to make decisions when necessary in place of my clients and to represent their rights. As I am studying this skills at the University, I am improving more.
Gray (n.d) Five Steps to Good Decision Making [Online] Available at: https://www.corporatewellnessmagazine.com/article/5-steps-to-good-decision-making 
In my opinion, I possess Decision making skill as I need to decide for my clients that are with Dementia and sometimes, they cannot decide for their own. I need to present best interest of this clients, so I was trained to take the best decisions.
Paraphrasing
Is writing something with your words without changing the principal idea, indicate the essence of something written or spoken using different words principally to rich substantial clarity.
According to Garmston (2012), Raise the level of conversation by using paraphrasing as a listening skill, there are three types of paraphrasing like, acknowledge and clarify, this form of paraphrasing performs as a mirror to the speaker, reflecting about what was understood. When paraphrase misrepresent the speakers meaning, the speaker most probably elaborates, mandatory rectifications. In this situation both sides are clear about the communication. 
Summarise and organise, shift discourse to a higher or lower logical level.
I am improving my paraphrasing skill studying the academic skills course. Making research on this skill I have learned to do it in a correct way. In class exercises done have helped my to improve and to make better understanding of how is the correct way to do it.
At a certain point reflecting on the word paraphrasing, occasionally, the idea that comes in mind to the student when copying encyclopaedia, after mixing couple of words somehow and after writing a report in class. If students are educated a ability for the way to paraphrase a text then can built up knowledge of together nonintentional or intentional. At that time paraphrasing has conventionally been seen like student ability of study (Anderson and Armbuster 1984) seems like is handy as well to encourage reading and comprehension ability. (Harris and Sipay 1990).  On trying to endeavour students to a better understanding the text it has been discovered that paraphrasing for understanding it is a magnificent resource to fortify ability to read like discovering the principals ideas, discovering details to assist and discovering the voice of the author. 
Summarising
It is a brief clear description that results on giving the most important facts or ideas of a text.
Identify the key ideas, take notes, organise them in a logical order, link the ideas.
To obtain good summarizing you need to identify the main idea or the topic of the text, for this is needed to read the text more times to understand it. Once you understand the main idea the student should write down the first impression. It is more likely to be the main idea.
Summarise is done when somebody needs to concentrate large pieces of text or other forms of data. In summarising the most important ideas from the entire text are reformulated or concentrated.
Students are taught at the University how to distinguish the most important ideas in the text, acknowledge irrelevant information and how to integrate them in a meaningful way. Summarizing enhance student's memory of what is read [Online] available at https://www.readingrockets.org/strategies/summarizing, (Accessed 05 December 2019).
In an assignment or Academic essay, unless specified it is not allowed to entirely consist of summaries of previous studies.
A guide to a successful summarising it is following the next steps
Read, very well the text before summarising, write, if the text is very long, find out the main point and list them, if the text is split up in chapter it may need to centre the attention on the structure when writing the summary. Check compare the similarity. 
Summarizing- a basic cognitive skill.
In summarizing a shape of information, likely represented by a text, it is less in size and content its prime points. ALTE (92). To realise this is important to analyse the content information, using comprehensive of a source text or interpreting feelings, to network and minimally size the resulting mental representation and to produce a summary. Endres-Niggemeyer(1994) Summarising text for intelligent communication. Results of the Dagstuhl Seminar. Knowl.Org. 21 No.4, p. 213-223[Online] Available at https://www.nomos-elibrary.de/10.5771/0943-7444-1994-4-213/summarising-text-for-intelligent-communication-jahrgang-21-1994-heft-4 (accessed 08 December 2019)

In my own experience I have had used summarising most in school, now I am improving by studying it more at the University course. My lecturer gave us in-class exercises to practise summarising, I have learned from that, and I need to improve for that I am doing more exercises.

Conclusion
This assignment has analysed my own academic and employability skills. It has shown after research where the skills are used and how I am using it in my own experience. After the research made for this assignment, I have gain more information and has thought me more about the skills presented.
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