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Introduction
The purpose of this report is to analyse some academic and employability skills. Academic skills are learning strategies meanwhile the employability skills are the competences that people have in store for them to become employable. These skills are used at university and workplace.
 Skills that will be analysed are  :Leadership,communication,problem solving,  paraphrasing , summarizing , time management .                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

LEADERSHIP  

Leadership is the ability to engage a collective in the process of fulfilling common vision. The word is dated back in 19th century when the word” LEADER” has been combined with “SHIP”. The word ”lead” comes from the old English ,with no existing  roots in Latin or Greek languages  and was translated  by  majority of renamed people as  ” to bring forth.” 
The gap between leadership and management is significant, since leadership is able to accept accountability and initiative. Leadership is important because it allows the enhancement of performance. A few key points for a great leader are: motivation, coordinating and communication.
According to Covey (2010), “Leadership is communicating with people their worth and potential so clearly that they come to see it themselves”.

The art of Leadership allows for the engagement of others .If used effectively it empowers others to voice ideas and experience whilst not compromising any chain of command. Leadership is also driven by the process of not asking people to do anything that you would not be prepared to do yourself, to lead by example. A team or individual will look to their leader for clear direction and guidance.
Some persons may need to develop this skill because if not used correctly a person may come across as being sharp and dictatorial. Good leaders are not trained, good leaders have a natural ability that grows in time and with the exposure to everyday life and situations.
I need to improve in this area by listening and making informed decisions as opposed to making impulsive decisions without consideration for the outcome or how it may affect others.

PROBLEM SOLVING 

Problem solving is the ability to look at a problem and to come up with an effective solution. This can be done as an individual or as part of a team.
The problem needs to be looked at as what is the problem. What is the required outcome and the most effective solution to get there? Are there short term, medium term or long term objectives to resolve the problem .As a team all member of the group should be engaged to get ‘Buy In ‘ so that all members are working towards reaching the common goal. This allows for early identification of challenges that need to be overcome.
I have this skill as I have faced numerous challenges and problems in both my professional and personal life and I always look to reach a satisfactory  conclusion. I engage those who I believe can assist me in resolving the problem most effectively. Once the problem has been solved I will look at what has been achieved and consider any learnings that can be taken in case a similar problem arises again in the future.




COMMUNICATION

Communication is a process of passing on and sharing knowledge, ideas and opinions between individuals. In this process it will involve a sender which will develop his main idea, and put it into words, and not just pass it on to the receiver. In other technical terms we can say that the sender is “encoding” the message and the receiver is “decoding”. There are a few models of communication known, such as .Elwood Shannon and Warren Weaver designed one of the model based on their mathematical theory, with a previous experience in telephonic communication. They have set this model with five elements instead of four primary elements. The basic elements were formed from sender, message, channel and receiver. Shannon and Weaver noticed that some sounds will affect a telephonic conversation, meanwhile having impact on the clarity of the message sent. They named it “noise”. Therefore, their model contains information source, transmitter, channel, receiver and destination. 
It is good to have this skill in the university because you can share notions with the lectures, colleagues, also it is good to have this skill at the workplace because it increases opportunities of development.
I have this skill because I am a sociable person , I  am  good  at motivating people when I’m sharing tasks . I communicate clear and concise instruction, checking for understanding. I give the opportunity for concerns to be raised, and communicate a solution ,so that the objective can be reached effectively.
  


PARAPHRASING

Paraphrasing expresses the meaning of something written or spoken using different words especially to achieve clarity.    In other words, paraphrasing is writing the idea of another person using your own words, keeping the same meaning.
When paraphrasing it is necessary to change words and structure with the help of synonyms changing word class and word order. It is imperative to use active voice instead of passive voice. 
Paraphrasing is a communication skill ,that helps us at university for writing projects and reports  More often, it is used to get straight to the point .When paraphrasing  , it is crucial to avoid unnecessary information .
It is good to have this skill because, improves the vocabulary and develops the knowledge. 
I need to improve this skill because, of the multitude of grammatical mistakes which requires better understanding of grammar. I will improve this, by reading more literature. 
In addition, I will enhance this area through writing and practise going forwards. Through doing this, I will be able to overcome basic grammatical errors.



















SUMMARISING

A summary is a short idea / description that gives the main facts or idea of a text. Simultaneously, identifying the key idea is one of the techniques used in this process, while we organise them in a logical order and we link them concisely. When summarising it is essential to extract the main idea and write them with a shortened form of words. The structure of summarising includes a topic sentence where the most important idea behold followed by a supportive sentence. The action explained are in chronological order, and finally the concluding sentence remains untouched. When the main purpose summarise is to remain objective.
It is good to have this skill at the university because it enables persons to get to the point in their writing so that the reader is able to extract the key points without having to read a whole document or report. I am developing this skill as I use it more in my university life by using this technique I can become more effective in my work.

















TIME MANAGEMENT 

Time management is the ability to effectively manage time, to deliver tasks in a timely manner. It allows for contingencies to be built in, so deadlines can be met.
 Time management, when used effectively can lead to a better work life balance. It allows for an increase in productivity, and can reduce stress. It also allows for the identification of preferred ways of working, setting of effective goals, and creating ‘New Time Habits’. It focuses the mind to improve planning, in turn allowing you to manage your workload. Through this, you can organise your time more effectively. This gives the ability to look at the bigger picture and plan ahead. As part of this process, a daily action list can be implemented.

This enables you to sort out your priorities and to break down tasks into manageable chunks. By following this approach, it raises the potential for successful completion of tasks. 
For the task to be completed successfully, aspects of the task may need to be delegated to other members of a team, to bring the operation to a satisfactory conclusion.
 It is important to have this skill in the workplace, so that work results can be monitored and best practice can be shared and opportunities learned. This skill is useful in university, as it focuses the mind on delivery tasks, projects and reports on time.

I need to improve this skill, to make me more effective in tasks that I need to do both in the workplace, university and in my personal life.
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