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[bookmark: _Toc28884207]Introduction 
The workplace, just like university is an environment that requires a lot of skills in order for success to be achieved. These skills are necessary and can be learned or improved upon. A skill is the capacity to expertly carry out a task. It has been noted that skills are used for various activities. However, in order for one to effectively learn in university and be successful in the workplace, some skills must be possessed. Consequently, the following report examines four skills that are considered academic and employability skills, namely; critical and analytical thinking skills, time management skills, academic writing – paraphrasing skills and academic writing – summarizing skills. 

[bookmark: _Toc28884208]Critical and Analytical Thinking Skills 
According to Jakus and Zubcic (2014), it is essential for critical and analytical thinking skills to be considered together, as opposed to being considered separately. They however define critical thinking and analytical thinking separately. Critical thinking is defined as the procedure of dynamically and competently theorizing, examining, creating and assessing information to reach an answer or conclusion. It is further noted that in order for one to be critical, they must possess a cynical attitude which allows them to challenge every bit of information received as opposed to just accepting it. Furthermore, the individual must possess the technique that enables them to be inquisitive enough to ask the right questions. This will further enable the individual to come to a logical conclusion concerning issues at hand. 

According to Jakus and Zubcic (2014), analytical skill gives one the capacity to envisage, communicate and solve complicated and simple issues and also to carry out decision-making in a sensible and information-based manner.  The result of analytical thinking is a systematic method of categorizing complicated problems or procedures into smaller fragments so as to recognize causes and evaluate issues in order to find adequate solutions. Consequently, analytical thinking focuses on detecting logical answers to issues and questions as opposed to evaluating the issues in a manner that will generate more questions. It tries to decipher the most adequate answer to an issue while critical thinking has a possibility of generating more than one answer. It is therefore deducible that according to Jakus and Zubcic (2014), creative thinking may be considered as an aspect of analytical and critical thinking as opposed to an independent entity. 

According to Taylor (2012), the learning of critical and analytical thinking is an essential tool for students in university due to the fact that it helps them to cope with the rigours of school, while preparing them for employment afterwards. Consequently, Paul and Elder (2014) note that critical and analytical thinkers have to be explicitly be aware of the question to be answered and the issue to be solved, they must not take information and the opinions of others at face value, they must endevour to be well-defined, truthful, detailed and pertinent while applying all these skills to all activities which involve reading, speaking and writing. 

Before taking this class, I was unaware of the merits and benefits of critical thinking. It was a skill which I have found out comes easily to me due to the fact that I enjoy reading and finding out knowledge. My in-class exercises have shown me that I however still have improvements to make in order to perfect my critical and analytical thinking skills. 

[bookmark: _Toc28884209]Time Management Skills
According to Chapman and Rupured (2008), time management is an important skill for one to have in pursuit of academic and employment excellence and success. This is because time, just like money, is a limited and valuable resource. Therefore, it must be managed, budgeted and wisely spent. 

Accordingly, it is noted that there are certain time management principles which when lived by will bring about more productivity. It is very important for individuals to know and identify what their time is being spent on. A method of doing this is by using a time log, which keeps track of activities that are being carried out on a daily and time-constrained manner. The benefit of a time log is that it will enable the user to recognize what activities are consuming their time and provide a more realistic and accurate way to plan for future and other activities. 

Another principle of effective time management is setting priorities. Mackenzie (1990) identifies the importance of taking stock of the important activities that one has to complete. This also identifies what is urgent. Setting priorities enables an individual to handle the most important and urgent tasks first before expending energy on less important tasks. A method of carrying this out is to create a “to do list”. Making use of a planner is another important way to manage time effectively. The personal planner differs from the time log and to do list. 

Getting organized is another method of effectively managing one’s time. This is because in order to complete a task in a timely manner, the necessary tools and equipment need must be in a position where they are easy to reach and utilize. Being disorganized can result time spent on looking for tools and equipment which will eventually lead to a loss of value time that is spent being unproductive (Dodd and Sundheim, 2005). 

Delegating tasks and getting help from others is another method of managing time effectively. This involves giving out responsibility to others for a particular task(s) to be completed. It is important however for the objectives of the task to be clearly communicated so as to ensure that the task is completed as and at when due (Dodd and Sundheim, 2005). Procrastination is known to be a thief of time. Putting off tasks till a later period usually ends up shortening the time available for the task to be completed. 

Time management has always been a problem for me and has affected my ability to be early for events and meetings. After learning of the time management techniques, I have identified what methods I can employ to change this and manage my time effectively. 

[bookmark: _Toc28884210]
Academic writing – paraphrasing 
According to the Merriam – Webster online dictionary (2019), the word paraphrase is defined as “a restatement of a text, passage, or work giving the meaning in another form”. It is also defined as the “the use or process of paraphrasing in studying or teaching composition”. 

Paraphrasing is a method of showing that the author of a particular text understands the topic being discussed. This is because paraphrasing involves altering the contents of another individual’s writing and opinions in order to make a particular point or pass across a message. Therefore, it enables the author to concisely link and/or juxtapose or reproduce the thoughts of others. It further enables the author to show how his/her own thoughts relate to, or differ from the ideas of others. It can therefore be deduced that paraphrasing is mainly concerned with comprehending a particular write-up, stewing over the meaning of the write-up, and finally restating the salient points in another voice. 

I have learned that paraphrasing is an important tool for academic and professional writing. Before this class, paraphrasing was a skill that I had not mastered. It was very easy for me to plagiarize the works of others without knowing for sure that I was doing that offense. It has been brought to my notice by this course that that is a grievous offense in university which is not allowed and must be stopped. I have however learned the principles of paraphrasing and what is required to properly and adequately paraphrase a text. 

[bookmark: _Toc28884211]Academic writing – Summarizing 
Summarizing a text is an important skill that aids in comprehension. It is made up of some procedures such as reading and comprehending the content of a write-up, recognizing the most significant points in the write-up, and basically writing a briefer version of the write-up. Its significance is that it helps in understanding a particular text and is required due to its ability to help with other skills like wide-ranging writing and reading. 

The process of summarizing is different from other forms of writing because of its dependence on an already existing piece of writing (Idris et al., 2011). Consequently, the author is not required to carry out development of content and structure through the process of creating fresh concepts because the operations are as a result of thoughts and viewpoints found in the original text. Furthermore, the content of the summary is at the discretion of the writer of the summary, while ensuring that the original meaning of the original text is maintained. But for one to provide a comprehensive and coherent summary, it is important for the original text to be fully understood. The act of writing a summary is based off certain strategies which can be employed.  

I have found out that the process of summarizing a text is quite a difficult task for people who are new to it. The traditional method of teaching summary did not work for me when I tried to learn it on my own or from previous teachers. I think the major reason for this was because I felt there was on emphasis on the final product as opposed to the actual process of carrying out the summary. I therefore learnt that in order for me to produce good summaries, I have to focus on the principles and processes and therefore be strategic in my summarizing activities. Although I found out this exercise may be considered to be time-consuming, it actually has aided me in improving my summarizing skills. 


Conclusion 
The above report has looked at the importance of having particular skills in order to be successful in university and the workplace. The skills which have been identified are critical and analytical thinking skills, time management, paraphrasing and summarizing. Critical and analytical thinking skills have been identified as necessary for solve simple and complex problems, the result of which is proper preparation for success in university and in the workplace. Time management has been identified due to the fact that time is a scarce resource which must be managed properly. Time management techniques were highlighted to ensure that time management is implemented successfully. Paraphrasing has also been highlighted as an important skill because it helps the author avoid plagiarism when reporting the ideas of other writers. It allows the author to convey his own thoughts while referring to the original text. Finally, the process of summarizing was also looked at because of its importance in academic writing. It is a process that involves understanding the original text before creating a shorter version of it. 

My reflection on all the skills has shown me that I have grown and improved my academic and professional skills. It also showed me what skills I need to improve and work on. 
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