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The purpose of this report is to analyse my own Academic and Employability Skills.
         The aim of this report is to demonstrate different types of skills. This will be done by focusing on several skills such as. Writing Skills. Presentation Skills. Leadership Skills. Communication Skills.
Writing Skills:
         Writing skills is an easiest way to communicate message with clearness and ease to a far larger audience than through face to face or telephone conversations. Example writing good Report, CV, Newspaper, Books, Job application forms and Note taking. Written communication is writing the words which you want to communicate. Good written communication is essential for business purposes. This communication is practiced in many different languages like E-mails, reports, articles and memos which are some of way of using written communication in the workplace. Moreover, written communication is also used for informal communication purposes like mobile SMS.
        It is good to have writing skills, because when going for an interview, you will be asked interview questions about how you communicate both verbal and nonverbal, if you can communicate very well you can get hire by different organisations. writing skills can also make you become a good listener, every day we communicate with other human beings around us and that includes our family our spouses and partners our friends our peers our co-workers and colleagues through writing.
         I need to improve my writing skills because I want to become a great listener, practice how to present and writing
         It is good to have Writing Skills because it helps to gain permanent employability in various Organisations or Business, with a good writing skills Employer will keen to read your letters, emails and reports. Many Employer always want good writer with grammar, good spellings and sentences structures skills. We can become a good writer if we know how to construct our grammar, spelling, punctuation, comer and full stop. We can become a great writer or good publisher.
       I need to improve my writing skills because of my grammar, spelling and structuring of my sentence, which are the most important part in writing communication. With bad writing skills people will spend time to understand what the content of your letter, report or article and email. Many mistakes when writing a letter or report can be embarrassment to your place of work and yourself.
      According to Maughan, C, & Webb, J, (2001), you need to get a reflective writing skill as well. My learning has improved over the period I started this course. I have been able to plan some learning techniques such as producing a realistic daily time table which requires me to consider how long things are likely to take, and to build in time for all the different aspects of my life such as lectures, reading, and time for relaxation. When I am planning my time, I take environment into consideration and plan where the best place to study for example, planning out an assignment may be better done in the quiet of the library. I have been able to use visual style of study to write loads of revision notes and diagrams, so that they can be source of knowledge for me during and after the examination. Group discussion also helps me in several ways in such a way that I can ask any difficulty questions from my group colleagues or my Lecturer Anita. Group work teaches me that there is no point in criticising other people, unless I have something better to offer. I have learnt to be more self-confidence in my academic area. I have also learnt on how to express myself publicly without any sign of fearfulness. 
      A strong writing skill are the key to bring able to communicate your vision to the reader, Good writing skills offers a clear message and a connection with your audience. Whether it’s a report for work, a great application, or communicating your ideas through a personal blog, mastering these skills will help you to become a more effective writer, and help you to paraphrasing and summarising. 

 
Leadership Skills    
         Leadership Skills is the capability to familiarise, flexibility to changing condition. Motivate people who you supervise in a different environment, ensuring to help them solve the challenges they face in the workplace as a team or individual, including balancing workloads.       
         It is good to have Leadership skills because it us help to become a greater leader in an Organisation such as Academic scholar, workplace, church, and politics. Leadership skill can help you gain confidence in communication, listening, good customer service, passionate and committed to any challenges, ability to work under pressure to meet deadlines. Able to manage time effectively and prioritise tasks accordingly and to build instant rapport. Leadership skill developed idea of where you want to be or working on the best way to communicate and listening to a new idea and finding the right people and motivating them to work towards my vision.
     I need to improve my Leadership skills because of my planning and Time management, I must go to work and look after my children, that the one big challenge. We essential the resources and tools to learn, conversation with my lecturer, identify the development needed and shows commitment to learning and development. Reading book, journal, internet, reflection and setting goal.
      During my presentation I was selected as the group team leader, which I hope that it will be easy for me to handle because of the level of education with my team. We have not gotten enough time to practice, so we set up a WhatsApp group to communicate to each other. When I tried to contact them for us build up the slides, they did not cooperate only the day for the presentation, that they came with their information for me to add it on the slide, my Lecturer was not pleased with me, and he asked me who prepared the slides? And I said that it’s me, he was not pleased with the slides and said to me if your team don’t have time to work tougher let me send email to him next time for reference. We need effective team effort.   when things are out of control. either keeping a level ahead. Good eyes for detail, gives me the ability or quick to notice when things are wrong with the environment. Adaptation, this will enable me to read situations and act accordingly like if something happens or changed, I can adapt to it. Good time keeping skills, this allow me to attend all relevant appointment and organize my time accordingly. It also helps me with the smooth running of my working place. Ability to communicate to all level of people it also allows me to put patient at ease. Ability to understand.     
         According to Businessballs (2019), for you to become good leadership in the modern world, you must have good character, polite, attitudes and good manners. Integrity, Honesty, Humility, Courage, Commitment, Sincerity, Passion, Confidence, Positivity, Wisdom, Determination, Compassion, Sensitivity. Leadership is matter of trust to the people you managed, because leadership skills has many management skills. Leadership must lead by example, in modern days leader has to speak politely to his staff in any Organisation, if a leader doesn’t look after his team, the whole Organisation will collapse because lack of good leadership cannot let the team work together. Good leadership must have a good communication skill, with that it will help an effective team working environment. 
        Excellent leadership qualities enable me to take control of situation that needed to manage the needs of the patient this gives me more ability to function at all Levels. Able to co-ordinate this will help me to direct the patient about what to use and what to do at the right time. You can develop the qualities you need to lead, so if you're a mid-level manager and have your eyes in a role which demands more leadership, here are a few ways to develop these skills. A great way to start developing your leadership skills is to find someone who has the skills that you admire, identify an established leader in your field who will be willing to provide you with fair advice on, how to make the step up whether it's more senior colleague or someone external who works in a similar field.
        A good mentor should be able to challenge you to set higher goals introduce you to different ways of thinking, provide you with constructive feedback on your development for those who are looking to develop a specific skill in the short term. You may want to consider seeking advice from a coach instead they will be able to give you a specific set of tools for enhancing your leadership skills and will be able to measure performance in a more structured. 

Conclusion:
      People who are new to leadership are more under pressure because of the new task. Especially matured and different back ground of team members, dealing people from other ethnic community is not easy to manage. But at the present time social community, media, internet, smart device and academic and employability skills training has help the working environment become a conducive place.

COMMUNICTION:
According to Doyle (2019), Communication is commonly used in the workplace or environment. This   is the way of exchanging information in the form of messages, signs, opinions, thoughts and eye contact. Communication of information like messages, opinions and speech can be done in a modern way through the internet, telephone and mobile. The way by which we can communicate to each other is speaking, singing, eye contact, sign language etc.  
        There are a variety of good communication methods which are used in the workplace, they are: Verbal communication. Non-verbal communication. Written communication and Visual communication in the workplace can increase employee job satisfaction, employees feel empowered in their able to have rising communications with this type of communication information, if bosses and managers are able to listen to respond to their staff, they will increase in addition employees, are also happy if there is communication with staff. 
         Workplace communication can also have a positive effect on absence and turnover rates communication flow is very important to workers, employees have to feel secure that they are receiving truthful an updated information from superior,  they also want to have the ability to share ideas thoughts and concern,  lessons have shown that even after a lay off companies that have excellent communication, are able to retain their surviving employees. So, if you are a good communicator your managers would always share your reference to another organizations, he will immediate communicated right away that you were a huge value to the organisation, with a reason to fully commit to a new organizational structure and important advantages.  Number one workplace communication can lead to the increase effect worker action for example, many times when employees quit, there is an increase effect where additional employees also quit, this usually occurs due to employees who communicate freely with each other over workplace concerns, companies can avoid this issue if they are sensitive to worker complaints and issues number to workplace. 
           Communication can lead to worker stress or information overload while most employees are happy about the ability to communicate both upward and downward in an organisation. There are limits to the amount of information that they want to receive from employees, are overloaded with too many messages or repetitive information, it can delay employee productivity. You can currently be in that situation due to extended vacation. Workplace communication can be utilised in both positive and negative matters, positive strategies need utilising communications to increase worker productivity and job satisfaction and lower absence in job turnover, this can be implemented by organisations by having an open communications policy.
        Communication should be used to inform and educate employees on corporate news and events, and to combat rumours and problems. Difficult communication should be allowed by management, so employees can ask questions submit suggestions and offer different points of view In summary, communication can be used to motivate employees productivity decreased absenteeism and turnover employees need to feel that they are able to communicate with superiors and with colleagues,  companies need to listen to worker feedback and take action when needed this will result in a company with excellent productivity and employee satisfaction .
         Effective communication is essential for the success of any type of workplace or business. Without good communication nothing can be achieved, therefore, developing communication skills is a must. One must understand that all these forms or types of communication are very important, and one must develop communicative skills in all the mediums. 
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Inclass exercise 1: Paraphrasing.

Ex2. Decide whether the paraphrased passages are acceptable o unacceptable by circling thes
correctanswer and briefly explain why.
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American educatio s overly bureaucrati.This s manifest n the increasin sice of educationl nttutions,
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growth ather tha that of thesttution, 35 was thlr nil objective. Most burcaueracies il becusethey.
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Bureaucratizaton has roved o bea major stumbling blockof the fead  our education
Instiution have become factorie tht are more conducive tothe growth of bureaucraic procedures than
o the growth of the students who attend them. Burcaueracies hve to work long and hard 1o keep fom.
promting heirown surval cather than the ea..}mm ol that were thei primary objectiv.
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i book,Seyond Clture, Edward T Halldicosses the problems posed by theincreasing bureaucratization
of American educationsl institutions. Hall maintais that oveburcaucratstion is ane of th key factors
governingthe stateof education in Amerca today. He poins o the tendency of breaucracies to promate.
therown growth and survial st and foremost, and abserves that few overcome tht tendency, He beleves
that this s rsponsibl fo the act that many publicsehools bear  close resemblance to factoris than to
educationslnstitutions InHalls words, "Bureaueracies have o soul, o memry, and no corscence.”
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1 hour. Please return your paper to the lecturer upon completion. It will be returned
0 you atthe next session. You will need to include a scanned copy of this exerclse i the form of an
appendix together with your Task 1 (part of the Assignment for this modle,
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Read the ollowing 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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that ts customers want
value for money but do not want to compromise an quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer s customers qualty products at
‘competitve prices. What distinguishes Al from its competitors i ts competitve pricing strategy
withou reducing the quality of s products. I fact,in some cases AIdTs products are 30% cheaper
then those offered by it competitors. Aldi can do this because the business aperates so effciently
The three core values of Aldi are simliciy, consistency and responsibility. Lean production ties in
closely with these values. For exemple, Aldistores are simple in design and al stores are very similar
which creates consistency.

For Aldi operating efficiently invalves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. AldTs
appraach to doing this is to run its business around the principles of lean thinking. Whereas other
food retafers have elaborate displays, additional services and promotions that draw customers into
the business, Ald' core purpose s to ‘provide value and qualityto our customers by being fair and
effcient inall we do'. The principles of lean production are planned and built Into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of AIdY fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys,

The principles of time based management are also built into the training provided for Ald's
‘employees. Through training staff to do a variety of tasks around store Aldi can minimise ts staff
requirements. Staff costs can slso be reduced as fewer staff are required If they can perform &
variety of duties throughout the store. Al ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of ower
prices, allowing the business to differentiate itsel from ts competitors in terms of price, as well as
the qulty ofthe products s on ffer
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In-class exercise 2: Summarising
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chas exercise 1 Paraphrasing

Time allocated: 1 hour. Please return your paper o the lecturer upon completion. It wilbe returned
£0y0u atthe next sssion. You will need to include a scanned copy of this exercise inthe form of an
appendix together with you Task 1 (partof the Asignment for this macdue).

sntesrine: J0.5 € 1 AN Gl susa: /91836 S

1

Write a paraphrase of the folowing pssage

Mike Ervin never envisioned himself a5  social entrepreneur or aciist. Wil he was o stranger
0 leadership positions, his primary experience had been in large, structured organisations. He
thiived in the highly regimented program offered by the school, Later, Envin excelled in his
assignments i the Army, winning multiple awards and medals. However,the founding and growth
of Team RW hadi none of the characteristicsof is previous endeavours. rwin's enthusiasm and
the organisation's mission caught on rapidly and Team RWB attracted media attention
disproportionate (o ts sie. Very quicky,the organisation grew beyond anything that Erwin had
anticipated. Withoutany intention o do s, Envin acdently became an entrepreneur.
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