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Introduction
The aim of this report is to analyse different academic and employability skills which have been developed on during this class. It will be mentioned whether these skills are viewed as necessary in the workplace or in education and if they are more academic or employable. While talking about certain skills, there will be reference to the in-class exercises that have completed which have given me a better understanding of said skill. A definition of the skills will be given and also give a detailed explanation on how they have been developed and assisted with better work in the workplace. The skills that will be discussed in this report will include;
Communication, Time management, Paraphrasing, Summarising, Decision making and Problem solving.


Communication
Communication is the process in which information is either divulged or received from/to a person or group. For communication to be successful, it should include a sender, a message and a receiver. In addition, it would be seen as successful if ideas, thoughts or feelings are conveyed successfully to the receiver. There are different categories of communication, four of which are; verbal, non-verbal, written and visual.
Communication is both an academic and employability skill. At workplace it is important to have this skill because clear communication between an employee and manager is required. Misunderstandings will lead to problems for the organisations that people work for. An employer will need to be able to convey to an employee how to improve and maybe do tasks set more efficiently. In the same way an employee will need good communication skills to be able to alert the manager of any issues they might be facing and how they could receive assistance with it.
Communication is an essential skill at university as it is in any place of education. A student might need to tell a lecturer what they don’t understand about the lesson and the lecturer should be able to give them relevant feedback which would most likely be successful if both individuals have good communication skills. At university there are deadlines to be met with submitting assignments and this could also relate in a workplace when certain sales targets need to be met. It is mandatory that these deadlines are conveyed clearly so that they can be met.
I think I have this skill as I am able to communicate with someone verbally and through writing. I am able to speak to someone, send a clear message and have them understand it. My basic knowledge on this skill has helped me talk to my manager about specific feelings I have about my position at work and this has helped me gain relevant help to develop my efforts while working. I think my non-verbal communication could be improved as I struggle to make good eye contact and have my body language mirror what I’m trying to say with my words. I think it could be improved if I work on the areas that I am currently lacking in. I could attempt to make eye contact when speaking to authoritative figures and recognise how my body language should mimic whatever I am saying.

Time management
According to mindtools (2019), time management is the process of planning how to divide your time between specific activities. When this skill is well developed it allows you to work smarter so that you are able to complete more tasks within a little amount of time. 
This skill is very important at work, because it could allow you to complete more in your workplace, which could be very useful when there is a lot of pressure regarding a lot of customers and sales targets needing to be met urgently. Time management is also important at university as students must need to be able to prioritise which tasks need to be completed before the other. Good time management can make an individual very effective in whatever environment they are placed. The Eisenhower method can be looked at when time management is to be improved. Students or colleagues can write down their tasks and then place them into the four quadrants one by one. The task that is most important and urgent will go in the first quadrant, a task that is important but not urgent will go in the second quadrant, a task that is not important but urgent will go in the third quadrant. The last task will go in the fourth quadrant and will have not as much importance or urgency as the rest.
My knowledge on time management isn’t as wide as I would prefer it to be as I find myself struggling to prioritise and organize my time well. I could most likely use the Eisenhower method or 80-20 rule to help me get on track and organize my tasks and complete tasks efficiently. I think my knowledge on this skill will help me to improve academically while at university, as I would be able to work more efficiently and do more with less time.

Paraphrasing 
To paraphrase, is to reiterate something that is either written or spoken using different words, to either make it clearer/shorten or just put into your own words. This academic skill is important as it used to reveal understanding of something that has been read or said. 
Paraphrasing is important in university as students will use it when writing essays and quoting from sources and showing their understanding of what they have learnt in lectures. If they are able to paraphrase well the lecturer will understand what is trying to be referenced. 
 I have a little understanding of paraphrasing from classes and exercises that were completed. I understand that when you paraphrase you must change the structure of a sentence/paragraph and change the word order. The in-class exercises that were done helped me develop my knowledge, I had to re-arrange a paragraph about an activist and then do some comprehension, enquiring what paraphrasing attempts were acceptable. I think that this skill has helped me improve at university as I am able to paraphrase relevant information and use in-text citations and references. I think my knowledge on this skill could be improved if I read the academic books provided and practice the skill more.

Summarising
A summary is a short clear description that displays the main ideas or facts from a piece of writing/lecture. Summarising is used to show our understanding of someone else’s words in our own work. When summarising you first have to acknowledge the key/main ideas, take notes, organise them and then link the ideas concisely. 
This skill is more of an academic one than employability. Therefore, it is important in university when writing essays and referring to information that has been learnt. If the student has learnt a lot and then wants to use it in an essay, they may need to condense it, but in a way that stills mirrors the original information. They might also need to paraphrase if they cannot remember what they have learnt word for word. 
The in-class exercise on this skill helped me develop my knowledge on it, I now know that when you summarise you have to pick out main ideas from the source a possibly shorten the information that you have gathered. I think that my understanding of this skill could be improved if I complete more in-class activities and read the ‘skills for workplace’ student book. This skill will also help me in similar ways that paraphrasing will, except it will assist me in condensing more information I have learnt and putting into my own words so that I can put more relevant information in my assignments while keeping in line with the word limit.




Decision making
Decision making is the mental process that leads to the selection of an action among several alternatives. Every single decision-making process has a final choice, this will either be an opinion or action (Reason et al, 1990).
Decision making is both an academic and employability skill, but it is mainly used in a place of work. This skill is important to have when employed, whether you are in a managerial position or not. A good leader should be capable of looking at many options for a decision and coming to a conclusion on which is the best. This would make them a good leader as they are able to help colleagues and employees make difficult decisions when they are faced with multiple options as an answer. This could also be a useful skill in education because it can give students experience on how to make decisions when issues may arise later on. For example, there might be conflict with deadlines at university and having to work a job as well. They might have to make a decision to put off work for a while, whilst they complete their assignments for university. 
My knowledge on decision is quite limited as I have not really had to make any important decisions where there were multiple answers and outcomes. I think that my understanding of this skill could be improved if I read about it and do more activities based around developing it. One developed I think that this skill will assist me in making decisions at work, when I customers might have an issue and I’ll have other commitments.

Problem solving
Problem solving is having to choose from multiple options and attempting to resolve an issue by choosing one. There can be a few steps involved when trying to solve problems. The first step would be to understand exactly what the issue might be, then you would come up with a method of solving the issue. Once there is a method, it should be carried out and should have solved the problem. If someone has good problems solving skills, they most likely have good communication ones as well. Problem solving and decision making come hand in hand with one another.
This employability skill is a very important one to have when in management, as it allows them to resolve many problems, when they may arise. A good leader should have this skill well developed if they plan to direct their colleagues in the right direction when faced with difficult problems. Someone managing a business, will always have challenges that need to be solved. A good manager will have the mindset to focus on the solution and not the problem itself. This skill will also be important to have in university as a student will need to be capable of sorting out problems that might regard them understanding a lecture that was taught. They will have to acknowledge what they don’t understand and then find a solution to help them gain understanding. For example, they might do extra research into a topic or read a textbook on the topic. This skill, once improved, will help me in my workplace when I might face a problem with customers and trying to balance university work at the same time as being employed.
I would say that my knowledge on this skill is quite limited as I am not great at solving dilemmas when I am faced with them. I tend to avoid the problem itself, which does not really help me find a solution. I think the way for me to improve on this school would be to research more in the ‘skills for workplace’ book.
 

Conclusion
In this I have discussed and analysed the different academic and employability skills. I have shown how and where some of these skills would be most useful to an individual and whether they are more employable or academic. The in-class exercises were referenced and used to explain how said skill may have been developed. I lastly discussed how they might assist in the workplace or classroom.
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Time allocated: 1 hour. lease return your paper t the fecturer upon completion. It wll be returned
10 you at the next session. You will need to nclude a scanned copy of this exerclse n the form of an
‘appendix together with your Task 1 (part of the Assignment for this module)

1

Read the following text and make notes on the main ideas. You can do this on a separate plece
of paper which you do not have to hand in.

‘Who killed Nokla?

In October 1998, Nokia became the best.selling mobile phone brand in the world; by 2013
Nokia had fost i al What led o the company’s decline? In order to understand its rapid downfall
from its position as a world-dominant and innovative technology organisation, a qualitative study
was conducted. It consisted of interviewing 76 Nokia top and middle managers, engincers and
external experts and conducting in-depth investigations.

According to the findings, published in the 2015, Nokia had suffered from organisational
fear; it was grounded in a culture of temperamenta leaders and frghtened middle managers. There.
are descriptions of some members of Nokia's board as “extremely temperamental” who regularly
shouted at people “at the 10p of their lungs". Threats of irngs or demations were commonplace.
Fearing the reactions of top managers, middle managers remained silent or provided optimistic,
fitered information. One middle manager told us “the Information did not flow upwards. Top
management was directly ied t.".

Moreover, top managers reased that Nokia neaded a better operating system for Its phones.
t0 match Apple’s 05; they knew it would take several years to develop, but were afraid to publicly
acknowledge the inferioity of Symblan, their operating system at the time, or fear of appearing
defeatist to external investors, suppliers, and customers and thus losing them quickly. Nobody
wanted to be the bearer of bad news. Top managers also lacked technical competence which
influenced how they could assess technological imitations during goal setting; by comparison, the
10p engineers at Apple were all engineers. Instead of allocating resources to the achievement of
ong:term goals such as developing a new operating system, Nokia management decided to develop
new phone devices for short-term market demands.

Nokia's ultimate fall can be put down to interna politcs. In short, Nokia people weakened
Nokia people and thus made the company increasingly vulnerable to competitve forces. When fear
permested ai levels, the lower rungs of the organisation turned inward to protect resources,
themselves and their units, giving ittle away, fearing harm to thelr personal careers. Top managers
failed to motivate the middle managers with their heayyhanded approaches and they were in the
dark with what was realy going on.
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This task i designed to see if you can summarise ideas from course materials in your own words.
Re-read the text Who killed Nokia?” on previous page. Now answer the following question In your
‘own words: What factors contributed to Nokia's downfall? Write about 175 words.
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In-class exercise 1: Paraphrasing

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).

Student Name: @\\\QQ\(\\Q ORA-T, 9&% Student ID: \ R\ 87 =\

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - cceptabl i acceptable

Reason: _ QK % Ne\Nsra el

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the

educational future. A
Paraphrase 2 unacceptable

Reason: {@CInOned_ Oac)ied) soell, Sei \ach e Sore mensay
Bureaucratization has proved to be a major stumbhing Giotk o the roadtocur edusational future_American -
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

- v‘/
Paraphrase 3 / Lécceptable

Reason: RO Y SO \—’QQ&\'W‘% QSO(_%W‘G\

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educationa mstltunons “have no soul, no memory, and no conscience".

Paraphrase 4 -(éeptabie

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience."
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