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Introduction
The purpose of this report is to analyse my own academic and employability skills. Academic skills are like a help for students and help them to develop their abilities at a high level. Employability skills are the qualities required for man to be successful, to be a reliable man in the workplace. Once you develop your academic and employability potential you can be sure that your way is good.
The skills which will be analysed are: communication, decision making, paraphrasing, negotiation, referencing, summarising.

[bookmark: _Toc26176248][bookmark: _Toc26176311] Communication
Communication it is that ability that makes people understand each other, combines songs, sounds, etc. It is great to have this ability at work or university, because you need to work in groups and do things that include all members. For example, at my work if we want to do our job very good, me and all my workmates are based on the abilities of each of us.
 Every employee, student needs to communicate, because he needs to present his ideas and to understand feedback. If somebody does not have this ability well developed, he must work on his self, do things that improve ability to communicate and say things that others understand. If those things are done he can be sure that he will have an advantage in doing assessments or to open a business.
Big organizations need managers with a lot of abilities in communication, because it depends on them if the organisation will grow or not, communication helps them to do their responsibilities and to help employees with their issue. He needs to be responsive because he will have essential instructions that must be implemented. If he is a good manager, to communicate with clients and to support them when they need an advice will not be a problem. But a big company cannot exist if he does not have a strong boss, he needs to have a lot of abilities because everything depends on him, he need to communicate effectively with his subordinates and after all this company will achieve their goals.
[bookmark: _Toc26176249][bookmark: _Toc26176312]I have this ability because I can say things that in my vision are correct, but if not, I am open to listening to different ways of improving myself and doing things better that I did before, but I not exclude to study more and to have a better skill, that will help a lot in future. I want this because I know that a good and productive communication will help me to achieve my goals and my dreams to become reality.

Decision making
Decision making it is that skill that makes life easier and helps to manage time so that you can achieve in a record time to do better things that have been done wrong for a long time and depends of each other how this ability is developed.
There are a lot of reasons why decision making is a very important skill. Firstly people can save time, every time everybody will say that they can do things better if they would have more time, in some cases is true and in others not, because depends of each of us how to do things in that order that to be successful. Secondly, in a company, if the leader leads very well with his decisions he will like a motivation, he will show a better way for his employees.
This ability is important for everyone, because a man must know how to make the right decision in different situations, and this will help him. If someone notice that this skill is not so developed, then he needs to work more and to be confident that he can use sound judgment. In this world are a lot of problems, at university, at work, but to resolve it you need to make decisions that will make to disappear it or in case that decisions are made wrong more problems will appear. This ability is very useful, and I am based on that the every man in the world will have more productivity in his life is he learns how to use this skill.
[bookmark: _Toc26176250][bookmark: _Toc26176313]I have this ability, because decisions made by me over time show that I know how to do a good job, because of this I can have more free time for things that make me happy, but I think I can learn more to be more happy and confident in my decisions. I know that even I will have big problems correct decisions will help me to resolve it. 
Paraphrasing
[bookmark: _GoBack]Paraphrasing is a skill with help of you can rephrasing text or speech in your own words, how it was understood, without changing its meaning. Idea of the text can be explain in somebody words, but it is very important that those words to explain the original meaning of the text.
It is good to know how to paraphrase because then you will be sure that you really understand the source. Is good especially for students, many times they need to do to assessments and for this they need to read some sources but they cannot copy and paste, it is recommended to paraphrasing. If students have not this skill this is a real problem because they will not pass the exams.
There are a lot of steps which can help everybody with this skill. Firstly, you need to read very well text and ensure that you know what it is about because if not you will fail in what you want to do. Secondly, make notice without looking in original text and finally you can compare your notice with real ideas and to see it is the same meaning then you can cite it without any problems.
Paraphrasing is very useful at work, because employees can understand what wants client, I say this because in this situation they ensure them that they rely was listened. Clients will be very satisfied because their problem will be resolved and make them more receptive, which a very big advantage for company.
 I cannot say that I am very good at paraphrasing but I try to do my job better, because I know that this will help me to understood better things that I read and my student life will be easier without problems on assessments. For this reason I am very happy to explore and to find new things for me.
[bookmark: _Toc26176251][bookmark: _Toc26176314]  
Referencing
 Referencing is a ability of mention sources that you read and used to write a document or something else, it is needed for every kind of information, such as books, journals and web pages that someone read to find some information that was important for his job or activity at university. I say that it is important because we need to show respect to who that write that idea.
 It is very good to have this skill, especially for students, for their university activity. As an example, students need to do assessments to pass the module, for those assessments they need sources to inspire about what to write, in this case reference must be made to those sources, if not, student will be accused by plagiarism. In case that someone do not have this ability it is not a big problem, because nobody knows everything and we can learn, need to work and develop this skill.
Referencing is important also at the workplace, because a man who reference will provide that he knows everything that happens in the field in which he is working. Every time your ideas need to be correct and true in this way the audience is motivated to follow the source that you have utilized. 
Momently I do not think that I have this skill very good developed, but it is my first year at university and I want to learn as much as I can to improve my referencing skill. Like others I am very confident that I can achieve my goal to do perfect references (SKILLSYOUNEED, 2019).
[bookmark: _Toc26176252][bookmark: _Toc26176315] 
Summarising
Summarising is a very important skill in academic writing because it helps students extract the most important ideas from what they read and open their mind to new ideas. When someone summarising shows that he understood what he read, normally what he will write is not so much like original text, but it will contain the important ideas that are essential for an audience. Always a man who knows how to do his work and can show a main idea from something will be appreciated by everyone.
It is good to have it because is a basic skill when a man wants to do an excellent work. This skill is like a prove to demonstrate that what you studied it is in your  head and you can use it do make good decision and to see problems in other way, because you read something and this helps you to be more conscious about what happens in your life. At work also it is very important to know how to summarise. For example, if a manager receives some instructions and he need to communicate it and to his employees, in this case he needs to summarise the most important facts about what they need to know and to be careful. I say that because now everyday appear something new in every sector of work and every time managers need to be very explicit for their employees, he needs to explain them in that way that they to understand him.
I can say that I am not perfect when I need to summarise because I cannot explain to anyone how to do things in such a way that they can be successful, to present them the main idea, even if I have been successful with those things. I try to work a lot on my abilities, to exercise to become better at this capitol, and this is a priority for me because I am a hard worker person.

Conclusion 
This report analyses academic and employability skills. These are very useful because today our society is very developed and each company wants to have the best employees and for this reason they will look after the best people who can do a variety of tasks and can be adapted to a new environment very easily. Academic skills are very important because it motivates students to have more success. A student is more confident when he knows that he has ability to find a better solution for his problems or to make a decision in his life, and for this reason this skills are essential for a good life and a good job. 
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following 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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader Id like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself .. on a scale from 1 to 10, how important is this issue
right now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
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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Ex.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 where given. Pay attention to
grammar and make sure what you write matches what is already given.
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