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Introduction:

The aim of this report is to analyse several academic and employability skills which I have and also, I need to improve in the future in order to be successful at university and workplace. Academic skills are those skills which are necessary in order to study at university whereas employability skills are transferable skills which can be used at workplace.  The skills which will be analysed are: Communication, Team working, Leadership, Learning, Summarising and Paraphrasing. 
  
Communication skills:
Before analysing the skills, firstly should explain it: Skill is the ability gotten by learning with systematic and constantly behaviour. 
Communication skills is the ability to be understood by others and also you to be understand. There are different ways of communication, as verbal, non-verbal, including passive and active listening. Going deep into the structure of communication can effortlessly realise that having such a skill will include also observation and empathizing, body language as is natural, part of it.
Lack of communication skills will simply, lead only to misunderstood and gap on information’s for the sender of the message and vice versa.  On the other side good communication skill will just improve every aria will connect to, academic or employability (Angelo, 2004).
Experts in the communication field are saying that is impossible to accomplish effectively without other person help, that is why is critical that your message send it to receiver to be clearly understandable so correct action will be taken.
Communication is an important skill at university because students need to communicate with each other and their lecturer. I believe I have this skill because I can easily talk to my classmates, making it easy in being understood, and therefore also a good listener finding easy on adapting different scenario, when is case, involving body language, verbal or non-verbal communication. 
My weakest point I can say is not having enough patience, working hard on keeping the right balance.
Team working skills:
Team working skills it means the collaboration between two or more individuals, with the purpose on achieving the same goal, or to accomplish a common task.
Teamwork is very important part of a business, and not less important for creating rapport between colleges. The boundary created at workplace is one of the strongest, teamwork means that people will lean to cooperate easily in their commune project, by using their individual skills and providing constructive feedback. A very important aspect is that in teamwork all work is shared, and that is one of the key for all the successful organisations.
As we know teamwork is a challenge in and of itself. It requires a lot of straight and will for any individual implicated in the project, ego being very often involved.
Another challenge a team worker need to face is his contribution, as part of a team is expected that all the members will participate on achieving their task , lack of purpose being just another challenges to face; however list can continue as building trust, physical proximity ,optimal condition or difficult making decision.
When done right the benefits are enormous, all creating a positive impact along the team and company increasing efficiency and improving communication by permitting open discussion and sharing ideas along all the members team. There is no surprise that an effective teamwork is developing innovatively and creativity, or that is increasing company growth and boost performance. Increasing the leads to learning. 
Team working a very important skills at workplace, is designed to create bridges where are not, or moving mountain when is case. One of the strongest boundaries between two, ten, or a hundred people, all having the same goal to be achieved. 
Working in the hospitality it helps me on everyday basic, and often making the difference in the service I deliver, and the quality, gaps being cover often by my colleagues. 
 



Leadership skills:

Leadership it can be describe simply as a process of guiding a group of individuals, to achieve a common task. Often the leadership acting as an example, from there you may know the expression ‘lead by example’.
Threats are everywhere, and a leader will have to face different dares, one of the biggest being a good listener, to everyone opinion, and ending with a benefice solution to all the part implicated.
Another leadership challenge is gaining the trust of his colleagues, avoiding favouritism and always being impartial towards everyone; therefore, people very often refer leadership as the’ bridge’ between management and employees.
Leadership is crucial in every organisation, as it sets a clear image on what are the company needs, sending the message to the colleagues with correct delegating task according everyone skills. A leadership not only that is confronting  company different task, is also facing co-workers needs, standing by his team no matter how critical the situation can get, ‘turn-back’  option considering a total failure from a leadership among his team ,  getting credit for more than   just ‘commanding’ a group of people, it requires  responsibility, trustworthy , positivity ,creativity or communication skills.
A very important skill on every organisation, academic or workplace related. I belief I have this skill, as I discovered at my workplace and family. Fast decision, always by my team, honestly and initiative, those are the skills which always helped me to be seen by others as a leader. Same eyes also seen my weakest points, as attitude, or not always focused on task. 





Learning skills:

Learning skills it can simply refer at that skills that will never end, is like a continuous loop, your capacity of discovering more and more, expanding your knowledge, getting fascinating about the things you just manage to learn them, with practice, patience and time ,  skills that you never thought that you possess.
Majority of the persons admit that everyone has his own method and style, when is about learning; it exists different style of learning skills, and in the moment, you have the capacity to recognize your own suitable technique, speed and quality of learning will increase. Now even if you are passionate about numbers, working in group, visual, audial, or just simply you express yourself way better by using words or writing, all of those are style of skills. 
No matter which skill you master or not, the side effect of learning a new one certainty will have an impact on your life, social and personal; brain chemistry changes being related to. It fights dullness, increases speed, confidence and the ability to understand how to make connection between different skills areas. 
My must-loved skill, we all have it in us, and still if we are not using it is power-less.  Always ready for something new, time-changes, so I do as well. I belief I have this skill because I am always looking for something new, and on my luck, challenges are everywhere. 
Like many other, skills are involved and connected between, unfortunately time management, patience, and listening are not my strongest skills, forcing me to be held in the situation to ‘freeze’ what I just start to learn. The time we live is in a continuous change, unstoppable, modern technology having a strong impact, offering a continuous loop of learning opportunities. 




[bookmark: _GoBack]Summarising skill:

Summarising skills is the academic skill referring exclusive to writing, focusing to extract the main idea from a text in concise form. Being able to summarise will help you for example particularly when you are doing a research for an essay, helping on ignoring pointless information, demonstrating in the same time that you understood the text you are reading. (ascd.org,2018)
Summarising like many other skills it can be made using different strategies or techniques, in group or individual.  A summarising should contain the name of the book, name of the author including what he is trying to express, finishing with a complete idea. This particular approach is called S.A.A.K. According to Spack (1998). this specifically skill is attribute to students.
The procedure of summarising involves important skills as writing and reading, without them, successful may be affected at any class level.
Personally, I never think about summarising skill, if I have it or not, until now, academic and employability skills module being the first ‘official’ contact. It is to premature to give a verdict; guided often by the fast decision, working on hospitality industries.
  Always involved on face to face costumer, dealing with different  request or complains, having to face minutes ,my strategy is to  focus always on the main idea ,  somehow I believe I  summarise in my mind the conversation with the costumer, making easily to divide and organise my option in a faster and correct decision, for all the parts implicated.
 
 





Paraphrasing skills:

Taking a paragraph or a speech, and then recreated on your own understanding without making any changing on the main idea, that is a paraphrasing skill.
A successful paraphrasing can be possible only respecting couple of steps, like making sure you read and understood the text, sending back a clear and transparent message without modifying the essential of the message, or simply write on a side you own ideas regarding the text, not looking at the original sheets, except the times when is necessary a double-check to make sure it keeps track  the original meaning, and constantly searching for a big range of substitutes,  making  sure you make a note regarding the source, as it helps on a later citation.(Literary terms,2016]
Having a great paraphrasing skill, it also helps on communication, using simple words, just opened a bigger range of potential increased number of people understanding the message which it just been delivered, or attempting to be delivered.
In every basic day, home, surrounding by friends and family or at my workplace, I confront different scenario situation, many time founding myself in that posture that the message trying to be delivered, it need to be done in a paraphrasing method to be understood by all the personal attended to, in a simple ,clear and fast timing possible.
Seems the first day at the University, I can proudly say that improvement been made regarding my skills, especially the academic ones, important roll having all the exercise in class, along the research made for this assignment, accompanied  by
our magnificent lecturers without them not being able to accomplish on a correct manner my duties as a student. 
PS:
Looking forward for the next challenges coming with the semester two.
Thank you.
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