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[bookmark: _Toc17129898]Introduction 
 The Aim of this report in to analyse is to consider various academic and employability skills that will help me for achieving future career related goals. The aim of this report is to elaborate various kinds of employability skills like communication, effective teamwork; problem solving skills that are learnt by me to get a quality job. These skills will also give me recognition in the job and shed light on my leadership skills which are essential for executing any task as a team. Those skills will be analysed to show the effectiveness of those in the business environment as well as development of individual. Additionally, some ways to will also be recommended to enhance these skills which will help me for further development and get proper recognition in the workplace as a new recruitment.   


Figure 1: Employability skills 
Source: Bryan and Clegg, (2019)
[bookmark: _Toc17129900]Communication skill
Communication skills it is the ability to express ourselves, and the ability to understand.
Communication skills are highly necessary for the employees while executing any task as a team. It helps to share ideas as well as knowledge efficiently so that employees can understand the job. Communication can be two types which are verbal and non-verbal communication.
 I have to stay clear while expressing any idea through talking or writing; students can improve their communication skills through writing assignments as well as reports (influenced by Bryan and Clegg, 2019). Institute can also include it as a part of their study which can help their students to enhance their effectiveness. Additionally, oral presentation of any project also helps me to develop their non-verbal communication skills. Moreover, students can work in various customer services as a trainee where they can communicate with consumers through face to face conversation or with the help of technology. 
[bookmark: _Toc17129901]Communication skills, verbal or non-verbal skills is a way to express myself and make myself understood, communication skills is very important in university life and work, also these communication skills are very important in all aspects of life.
I have this ability, and all at once, in the university life I realized that I need improvement of these abilities, we cannot make ourselves fully understood without skills.
Teamwork
Teamwork it is the ability to start solving tasks, with and inside the team.
Teamwork involves working together in order to achieve organisational goals. Effective teamwork can help me to adapt to the work environment so that I can complete my task properly. In order to develop my teamwork skills. I have taken part in various group assignments which is part of my study. Additionally, I have taken part as a volunteer in community organisation which can help to serve the people as a team (influenced by Pinto and Ramalheira, 2017). Sports are a highly effective way to improve the teamwork as it helps to achieve the goal with proper teamwork. Therefore i have joined local sports team which helped me to improve my teamwork and will provide effective results in the time of recruitment in an organisation.
I need to improve this skill, to understand the role of working in the team, to understand the role of solving problems with the help of the team.
[bookmark: _Toc17129902]Problem solving skills
Problem solving skills, It is the ability to cope with tasks, to cope with challenges, to solve tasks in the short term, is the skill that helps you cope with rapid changes.
Various kinds of challenges like conflicts, or relatively tough job or short deadline can arrive at workplace. In order to work efficiently in those challenging conditions i need to develop my problem-solving skills. It can help me to use logical way to figure out several challenges and develop strategies to mitigate them (Tymon and Batistic, 2016). Problem solving skills can give me recognition in the workplace which is highly helpful for my future career development. I have done various research assignments which helps to enhance my problem-solving skills. Additionally, I have done a skill course that can help me to understand the challenges that may arise in the workplace. Enhancement of problem-solving skills will help me to approach towards a problem in different ways.
I need this problem solving skills,  to know how to overcome myself in situations of crisis and challenge from the life of university, work, personal life.
[bookmark: _Toc17129903]Leadership skills
For development of career I need to show potential that I can effectively motivate my team members. I need to delegate tasks according to the expertise of my team members and for that first I need to understand the job in a proper way and capability of my team members. In order to show my leadership skills to the employers I need to show ambition for team and for organisation. Also I need to shed light on my decisive nature and comfort while managing any work related issues. Additionally, I have to show ability of influencing others while executing any tough task as it can help others to get motivated and give more attention to their job. According to Rowe and Zegwaard, (2017) emotional intelligence is also a huge factor in leadership skills which help to make the workplace bond stronger. Also I need to show ability of giving constructive feedback as it can help to get the best out of people. Job awareness is also a critical factor that needs to be taken by the leaders. Therefore I have learnt to allocate available resources efficiently so that market competition can have less adverse impact on the business operation.
I need to improve this ability, to prepare myself in the workplace, in the life of university when I work together with other colleagues on a project, in private life.
[bookmark: _Toc17129904]Planning and organising
Proper planning before starting a new job always helps me to develop efficient steps and strategies. Planning and organising any business operation includes development of project times and properly meeting the deadlines that has been provided. It can help me to maintain the sustainability of business. In order to improve the organising skills. I have developed timetable for study on a daily basis and try to do job according to it (influenced by Smale and Fowlie, 2015). Additionally, to improve my planning and organising better I have also organise a family get together.
It is recommended that enhancing graduate employability skills increases a better response against getting better employment. In addition it also helps to identify employer requirement in getting a better leadership skills. As influenced by Arokiasamy et al. (2017), it can be seen that my academic employability skills helps me to have a better time management strategy. As such I have developed a better time management through academic employability. Thus I have the ability to manage several tasks at once and try to set priorities accordingly. This skill helps me to organize task accordingly with their deadline. Due to following these employability skills I try to complete task within my allocated time in workforce. Moreover, major recommendation this academic employability skill helps to increase ones teamwork skills. As stated by Harris-Reeves and Mahoney (2017), through problem solving skills it shall help to enhance me in getting better solutions for each problem and try to develop a better strategy. Hence, I have developed a better working skill within teamwork and understand the teamwork dynamics to build a better coordination among team members. 
In addition, it is recommended that having academic employability skills help to generate a better workflow within the workforce. Thus following this skill increases the labor workforce within an organization. Moreover, it can be seen that following this academic employability skill generates a greater opportunity to have skilled employees in the workplace. As stated by Nilsson and Ripmeester (2016), thus this helps to increase growth of organization and ultimately provides employees to learn better ideas and knowledge. As stated by Finch et al. (2016), it can be seen that development of employability skills try to involve a better analysis of having a higher concentration of gaining knowledge regarding various jobs. It is recommended that various institutions focus to develop employability among students so that it shall help to increase their learning abilities and concentration power. 
[bookmark: _Toc17129907]Moreover, from this academic employability skill I have developed a better oral communication among others. As such it has helped me to communicate with other subordinates and employees in a far better way. It is recommended that through this skill it has gained my adaptability to improve my own performance. It is recommended that through this skill it has gained my adaptability to improve my own performance. It is highly recommended that employability of students in their academic education helps to show a high key performance indicator. Another recommendation is through focusing on using technological use within organization shall help me in enhancing to increase the efficiency of organization. As such this increases the growth level and tends to provide an employee satisfaction. It can also be seen that this employability skills among students creates a better responsiveness to develop efficient tasks. It has been noticed that academic employability skills creates a major outcome in providing a motivation among employees and that to students. High recommendation for academic employability skills is it generates in increasing the education sector among people. Providing with detailed personal attributes helps to increase better growth of employability skills towards academic students. 

Conclusion
Based on the above study it can be concluded that employability and academic skills is important for the personal live, university life and professional development. Therefore I have focused on different employability skills which have helped in understanding the work environment and form strategies according to the job. Additionally, proper teamwork, problem solving skills and efficient way of planning and organising not only help me to complete the job in proper manner but also help the organisation to meet its goal.
Academic employability skills refers to transferable skill that candidate focuses to gain during their academics in different institutions. The report mainly aims to focus on showing different skills that are required to develop a better efficiency among oneself and also within organization. Moreover, this report shows an analysis on own skill that are required to be developed for increasing skills so as to help in developing one’s own efficiency. In addition, the report aims to show a major recommendation about development of different skill to develop and achieve organizational goal. Moreover, it focuses to show an analysis on above findings of skills that shall help to develop a better competitive market.

In reference to the previous assignment where the employability skills are highlighted and analyzed. This study has focussed on the developmental procedure of those skills with respect to various analytics. The skills analysed are of communication, teamwork, leadership, problem solving, planning and time management. A professional development plan has been analysed to give the outcomes and developmental process for the mentioned skills. In addition, various challenges have been outlined which might arise during achievement of the mentioned employability skills. On contrary to this, the possible alternatives to mitigate the challenges have been also mentioned in this study.
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In-class exercise 2: Summarising
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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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves 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. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all 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 Aldi’s 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 Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘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 lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? 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: (EER N SRR 4&5\}( Student ID: /4/#9975 :

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, Erwm acmdently became an entrepreneur.

Mite S boo! v J) émﬁ// iy A, /é@%/

of o eatnll os Loat/ D i ol 7 M’
“Con i i Leodldfly) polibpnl, udlling el ;{/&g
U BDubess of qom Saokdmd  dodes o S kAeyy //)
1 Ay Abows, Y mmibg amy plobt - oud W&M/Z// czwm

W(M aﬂ/(/(?e MQ?C//‘L(C/GL()W&/OW Shum ol Gauﬁébf m,u
Soopd My 1y A Thowe PR ond nowy vﬂ@b& Vo AR
boboml ou L fse mosls; 1 CJ/ ’ﬂéﬂ/f/ﬁxgﬁa/éw o
W/M)&’ LR ot «i‘fM D1f0) mﬁ(, )f/l,&(bé(#@’/% (@/ Sk et/

Ugu eed o wuprov? ahou/ /h/rawp AU
//Jee Y

(/' C}ngl‘; q_/.Jn n}/n%’)m%

olo— vate:  A/07/ 807

1|Page

Lecturer’s signature:





image4.png
m Trinity Saint David Academic and Employability Skills (ACE) —term 1
32Y LONDON BMSW4001
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
Gverbureaucratization) 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 . (/ §ﬁ
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American education is overlymThis is manifest in the increasing size of educational institutions,
even in small states CBureaucracies 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. Mos@reau@g&@fall because they
have a conscience or a soul. | believe that@re the biggest stumbling block on the road to the

Paraphrase & -

Reason: QVE& 2/ 6(1@6‘4 GE’W!

L~

Paraphrase 2 { acceptable// unacceptable (IRHCC s PTA L \/
’ / ;

Reason: @%\ZW @K /mf/c; 9% %@é@ :zwu/ g 4 %:
Bureaucratization has proved to be a major stumbling block on the road to(gf:educatlonal 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.

Paraphrase 3 - accepta%—cce@y'
Reason: UcJC/i/\M// %MM weonoly o @f/wﬁﬁ/lfl © f-%pé’& ewL
4 Erhtedlon

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 educg_tigqal institutions "have no soul, no memory, and no conscience".
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Paraphrase4 - accepta unacceptable

Reason: LQ)C ol M CM/(//!’*/ é’/ &LM[/&“)/ @«uﬁ/
74 Jba‘”//%é fé/ ‘pmurilon

In his book, Beyond Culture, Edward T. Hall discusées the problems pos ythe 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 respon5|ble for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In HaII s words, "Bureaucracies have no soul, no memory, and no conscience.’
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