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[bookmark: _Toc28865243][bookmark: _Toc28865255][bookmark: _Toc28878743]Introduction 
Communication is the process or act of using words, signs and sounds as behaviours in addition to using at work, play or university to exchange information or to express ideas. Communication is key and communication skills are crucial in any workplace and can make better, more effective and efficient employees. Communication skills include active listening and assertiveness, which help make information processing more transparent, actively trying to understand and interpret the verbal messages of others.

Everything in the workplace/university is based from communication. Therefore, good communication skills are essential if tasks are going to be completed and goals achieved, as developing a career will find various challenges and reasons why successful communication skills are important. These include interviews, good communication to ensure that all questions are answered, also as in the workplace is also becoming more global there are many factors to consider if communication is to be properly carried out at all levels. Good communication at all levels is essential not just for doing the job competently, but also to communicate the thoughts on how the process and products can be improved. The following report will therefore analyse several academic and employability skills such as leadership, problem solving, analytical, communication and summarising and paraphrasing. 










[bookmark: _Toc28865245][bookmark: _Toc28865257][bookmark: _Toc28878744]Leadership Skills 
According to Hagen et al. (1998), leadership is a procedure that allows leaders to affect the attitudes, behaviours and principles of individuals in their sphere of influence. The organization in which a leader operates, as well as the personality and context all have a role in controlling the purpose and type of leadership. The major principles behind how a leader should behave and operate are the driving factors of leadership. According to CIMA (2001), the qualities which are essential for leadership include vision, communication, trust and communication, and passion and motivation.

Vision is one of the qualities which confers leadership skills to individuals. It involves having the ability to perceive where an organization or team should be heading and also the ability to identify what needs to be done in order to achieve this. Furthermore, leaders with vision are capable of seeing the bigger picture in a timely manner. The result of this is the establishment of consistency in the team or company. It is important for vision to be communicated to all members of the team in a manner that they understand and gain the ability to contribute to achieving the big picture. 

Trust and communication come from the fact that leadership skills confer active listening skills to the leader. Consequently, trust and communication breed empathy in leaders, which enables them to create a basis for an understanding relationship with followers. When these are absent, it would be difficult for a leader to be considered as having good leadership skills. According to Fairholm ed (2000), views of an individual’s general effectiveness as a leader are linked with the amount of trust that can be gained from followers. 

I have understood the requirements for obtaining leadership skills and they are skills which I possess. The ability to have meaningful communications with others in order to develop empathy and gain their trust is a skill that I have exhibited in the past. However, I need more practice in order to be able to nurture these skills and make them a continuous occurrence. 

[bookmark: _Toc28865246][bookmark: _Toc28865258][bookmark: _Toc28878745]Critical thinking and Problem-Solving Skills 
According to Scriven & Paul (2007), critical thinking is an important skill and defined it as the intelligently controlled procedure of actively and skilfully conceptualizing, applying, analysing, synthesizing and/or examining data recovered from, or generated by observation, experience, reflection, reasoning, or communication as a guide to belief and action. Shakirova (2007) notes the importance of critical thinking in dealing efficiently with communal, systematic and practical issues. 

Davis, Riley & Fisher (2003) also note the importance of critical thinking and problem-solving skills, but also note that individuals, most especially students do not now how to think critically and solve problems. This was true in my case. I understood that my previous educational experiences did not necessitate me to think critically and consequently solve problems. Hence over the period of studying, I learnt to create models for evaluating data and also learnt how to think. This enabled me to devise ways through which I could have a clear method of tackling problems that I encountered. 

[bookmark: _Toc28865247][bookmark: _Toc28865259][bookmark: _Toc28878746]Analytical Skills 
According to indeed.com (n.d.), analytical thinking is detecting and investigating an issue or subject to develop a deeper understanding and also to generate concerning it. The aim of analytical reasoning and analytical skills is to gain more knowledge and provide solutions about a particular issue or subject. The ability for analysis is crucial to implementing other skills such as problem solving and leadership. This is because analytical skills enable the individual to reason through a problem or challenge, while thoroughly examining all the aspects of it and eventually concentrate on formulating an attainable program. Indeed.com (n.d.) further identifies the procedure for analytical thinking as:
· Recognizing an issue or subject
· Collecting data or evidence 
· Creating explanations or advancing understanding of the topic 
· Examining results or novel ideas as a result of what has been learned
· Evaluating what answers functioned or evaluating new knowledge.

An important aspect of having analytical skills is the capacity to swiftly detect and ascertain cause and effect relationships. This is by understanding the occurrences that might take place when problem solving is going on and evaluating the manner in which novel ideas are linked to the original topic. 

Majority of analytical thinking is a process of trying various ideas and methods until an appropriate solution is found. The ability of individuals with good analytical skills is in rapidly evaluating a situation, issue or subject and most times they function well as part of a group of individuals. It is therefore easy to say that analytical skills allow individuals to solve problems and decide on what actions to make afterwards. 

As a result of the importance of analytical skills, I realized that it is a skill which I must cultivate and develop in order to help me improve my work in the workplace and in university. In the past, I never really paid emphatic attention to my analytical skills due to the fact that I did not think it was very important. However, being in university and taking courses has shown me the skills and capabilities that I lack. It is for this reason that I have decided to seriously improve my analytical skills and I have been successful in doing so. 

[bookmark: _Toc28865248][bookmark: _Toc28865260][bookmark: _Toc28878747]Communication Skills 
Communication is essential for organizational, personal and professional existence. It is the most necessary skill for functioning in a team of people and also required in order to achieve success. Effective communication therefore is important for information to be transferred from one individual to another. How information is transmitted will ultimately have an impact on the way it will be executed. 

The necessary communication skill for success therefore is that the messages to be transmitted have to be timely, complete, contain compassion, contain brevity and must have feedback (Gupta, 2006). Being able to incorporate these principles will ensure that communication is carried out effectively. 

I believe I have good communication skills because I can interact well with other people, show ideas, etc. In my place of work, I achieve targets making decisions effectively, and also communicate clearly with the members of my team. I can also help the employees envision the goals, responsibilities and objectives. This skill is highly valued in today’s competitive and complex business world.

[bookmark: _Toc28865249][bookmark: _Toc28865261][bookmark: _Toc28878748]Summarising Skill
Summarising on the other hand is defined as “a brief overview of an entire discussion or argument”. 
Summarising and paraphrasing are words which often puzzle individuals who are studying the English language. This is because both of them are ways through which an individual can incorporate another author’s work in their work with the use of their own phrasing.
When I began the course, I had previous experience in summarising little pieces of work and studying them whilst carrying out my summarising process. However, my experience has shown me that my summarising skills were seriously lacking in quality before this course. The in-class assignments which we undertook only confirmed my skill level and the amount of knowledge I had about summarising. It turned out that the in-class exercises were not too difficult for me and I was taught how to take notes and highlight the important points of texts that were going to be summarized.
When summarising, it is not difficult for an individual to plagiarize if not careful. In order to mitigate the possibility of plagiarizing other people’s work, I was taught about paraphrasing and correctly referencing. My previous ideas on these topics before the course were elementary at best.


[bookmark: _Toc28878749]Paraphrasing Skill

According to mindtools.com (n.d.) paraphrasing is defined as when an author utilizes their own “words to express what has been said by another person”. 
This is because sometimes it is necessary for a writer to reference or utilize the thoughts and ideas of others. 

The in-class exercises we have done has shown me that my paraphrasing skill is lacking and that I need to work harder to achieve the desired result. I also learnt about plagiarism and the importance that is placed on the need for work to be original. As time progressed, I perfected my paraphrasing skills because this was worse than my summarising skills. It is evident in the feedback that I received from my in-class exercise 1 where the lecturer commented on the need for me to improve my paraphrasing skills and grammar. I have taken this into consideration and have been practicing my summarising, paraphrasing and grammar skills and I believe that they have greatly improved. 

The major learning point for me from this was that I can utilize the skills which I have learnt to improve my essays and reports. Consequently, my grammar has also improved, thereby meaning that I expect my grades to improve as well. 

[bookmark: _Toc28865250][bookmark: _Toc28865262][bookmark: _Toc28878750]Conclusion 
In conclusion, the above report has identified five basic academic and employability skills. It also included a reflective paragraph under the explanations of all the skills, which indicated my progress on the course with regards to those skills. The identified skills include leadership skills, critical thinking and problem solving, analytical skills, communication skills and summarising and paraphrasing. Leadership skills were identified as the traits which help leaders influence others. Critical thinking and problem-solving skills are considerably similar to analytical skills. Generally, they all involve a deep understanding of a particular subject or topic and find solutions to issues regarding that topic. Communication skills have been identified as being very important in the workplace and university because they aid in the transfer of information. Effective communication is key in all business and academic relationships. Finally, summarising and paraphrasing are necessary when an individual has to use the work of another person and incorporate it into their work. It is key to avoid plagiarism when paraphrasing. 
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Term 1
In-class exerclsedi

£x.2. Complete the blanks in such a way that the meaning of the second sentence Is as close to
the original sentence as possible, using the word in brackets whete given. Pay attention to

grammar and make sure what you write matches whatis already given:

. 1) There will be a few changes around in the office. (announce)
The boss __WOANWS ynone e in the office.

2) He doesn't write to me as frequently as | wanteds - g %
st “UCa0I gel 0, nitisage pooa UM Gveri{Bive.
3) We were concerned about her health. o X
We had some J‘\L}Quulg > ents dod

4) You weren't careful, so you made so many mistakes. (had) d

MO pay oz gheddien Y calld ayol

5) The council cut funding 5o we could not provide free parking. i 2 X 3
Because orgm_mmﬂ;_mxinrﬁmm@_gmmumﬂ_pmmﬂ_ﬂmﬁ (oekig,

6) His proposal was a failure as it was too. lheo)rfnta\. (relied)
His proposal ﬁmnp uvong

7) It was Mary who stole money. e
He accused i i e

8) He seems well-educated. However, he's not very briﬁ(, (although) \
teic a good hoy bt not ClegEe

) Universities place the burden of understanding plagiarism and attribution conventions on

e o} niversity s on Studords™

The responsibility for_Some Acti\kkr]

s0 many mistakes.

10) 33% of adolescents who have one. baby, have a second baby within two years of the first
birth. (third)
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a0t tha 0dolescent hauing 2-3 W0 BYS N U0 ek \e
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
d copy of this exercise in the form of an

to you at the next session. You will need to include a scanne
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.
tle luxury, associated with romance and

Chocolate has always been considered an affordable lit
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved

child slave labour deeply shocked chocolate companies, CONSUMErs and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that

their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.
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