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Academic Employability Skills

Introduction 
the purpose of this report is to analyse my own academic skills in university and my employability skills in the workplace the skills I have chosen to analyse are: Communication, Paraphrasing, Referencing, Summarising, Teamworking, Time management and Adaptability in this report I will explain the definition of the skill, why the skill is good and the reasons why I may or may not have the skill in topic.

Communication
Communicating effectively is transmitting and receiving information, your ability to communicate with others has implications for many areas in an academic process and furthermore the workplace. It will show your ability to work in teams, test your ability to understand tasks given, expressing your point of view across without offending colleague’s and teammates. Communication can be expressed in many forms verbally, non- verbally. Nevertheless, communication can be hindered due to a vast amount of issues. (Griffthins, Dunham)
The lack of understanding or knowledge of the receiver, noise which can disturb the transmission of information between sender and receiver the way the structure of the information is being given, numerous culture difference’s and language barriers can all contribute to miscommunication.  
Possessing good communication skills is fundamental in academic growth and promotion opportunities at the workplace by having these skills you’re more likely to excel within professional and personal relationships. Actively listening will allow you take in information and follow instructions the way it was intentionally forwarded by the sender and to provide feedback acknowledging the message. The benefits that come from this is a clear level of understanding between both parties involved, all forms of communication are important particularly non-verbal which is 80% part of communicating and verbal 20%. 
I believe I have good communication skills, it is a part of my attributes and actively listening has become a normality in my academic environment. There must be a clear understanding of the tasks/assignments given to me by my lecturer, therefore applying feedback lets the lecturer know that the information is being acknowledged and utilising this skill lets the encoder and decoder know there has been no noise through the transmission of information.   

(Ref certificate in higher education :skills for the work place book )
(Berlows model of communication) (Sharon- weaver  mathematical model 1949 )


Paraphrasing
Paraphrasing is the ability of expressing “the meaning of something using different word’s”                        (Your Dictionary, 2017)
Paraphrasing to explain and articulate written material using different pronouns, synonyms, verbs and adjectives however maintaining the initial meaning. (Dictionary.cambridge.org)
It is good to have this academic skill because plagiarism can be avoided, paraphrasing will allow an individual to gather the information at hand, analyse the full meaning which gives  the opportunity to restructure the data and restate it in other words and format, therefore full understanding of the  information is understood.
This technique can also allow key points of information to be evaluated through different measures and assessing the meaning of any complex ideas and simplify its content.
Not having this skill will have a negative impact on academic progress in addition your ability to manage tasks on comparing information, while keeping the same information relevant to the original source will also deteriorate. The ability of referencing will be hindered also due to lack of understanding. Nonetheless the capability to paraphrase is ideal in an academic environment.
I believe I have this skill because I feel confident when it comes to paraphrasing different contents, however I also believe that sometimes I may struggle due to over analysing the text.

Referencing    
To acknowledge another authors piece of work to avoid plagiarism. (university of Birmingham)
Referencing is essential for academic progression, referencing allows the reader to source the information and validate it. Referencing prevents plagiarism since the author does not claim the theory or ideas of somebody else’s work hence the reason for this skill. By applying this skill to academic work at university it shows the lecturer that research has been applied and reliable sources have been used in addition an acknowledgement of understanding of the text can be recognised which would lead to better marks.
 There are various ways to reference documents, books, articles, and websites also there are different ways to reference 4 or more authors and format secondary referencing. The various styles of referencing are all unique and will take practice to grasp this technique.
My referencing skills are not as good as the other skills I have but I believe through practicing within my academic environment that my referencing skills will improve.

Summarising 
Summarising is providing brief information about the main topics of a statement or document. (Lexico Dictionaries.English, 2019)
Summarising is a crucial skill to have academically, summarising provides the ability to carefully analyse information and extract the key points and main idea then formulate it into a short paragraph, keeping it clear to somebody who may not have seen the original document. furthermore, keeping dates and figures out of the equation. possessing this skill gives you the ability to fully understand information and purpose of the information.
I believe I have this skill on a moderate level but may need more practise to apply this to more advanced pieces of literature as I advance through university. When doing my in-class exercise this was brought to attention the lecture gave me some good points and constructive criticism where I need to improve.



Teamworking 
 “Teamwork the ability of a group of people to work well together” (Cambridge dictionary,2019)
The advantages of collaborating in a team can provide huge benefits and scientific study has acknowledged this. One of the most influential models of the teamwork theory was developed in 1965 by Bruce Tuckman. According to the Tuckman theory there are five stages of group development which are; Forming, Storming, Norming, Performing and Adjourning. 
Tuckman, explains that teamwork in the workplace is critical for project success.  His model about group development is important and key steps you can take to create an environment for effective teamwork in organisations and projects. He clarifies that all stages have a common component which is communication. During the third stage which is Norming, the author explains that communication and constructive feedback will help a team to focus more effectively on the project tasks and objectives. 
I believe that this is one of my strongest skills, I have always seen myself as a team leader, but I also know when to take on a lesser role. Teamworking gives team mates an avenue to channel their issues and suggestions to make the process of achieving targets more possible 


Time management 
Time management is actively working to generate effectiveness to heighten chances of accomplishing targeted tasks and responsibilities. (Forsyth, 2019) 
Time management is a fundamental skill that can enhance job prospects and raise chances of success in responsibilities at the workplace, having good time management skills will improve other skills like organisation skills, maintaining scheduled appointments and managing time. Time management is a vital skill at the workplace and gives off the perception of reliability, which is also an important skill to most companies and industries, being able to actively manage time involves self-discipline and a continuance of practise but by doing this planning strategies will improve due to the way time and hours of a day is evaluated giving a different view point of how to execute a  task effectively. There are various methods and strategies that help in improving this skill and how to avoid procrastinating.
Time management is a skill I believe I need development on but I am improving slowly by learning how to manage my train times to minimise delay and disruption to my day and also keeping my personal life ,academic and occupation separate ensuring that productivity is shared equally.

Adaptability  
Adaptability is the ability to work in unpredictable environments using different skills to accommodate to a new situation  
Possessing the skill Adaptability is crucial when working in different types of conditions in the workplace it allows the opportunity to embrace new challenges, confront issues and observe to learn. Adaptability also allows thought without limitations and critical strategizing to prosper when in unforeseen circumstances which gives the advantage in problem solving. Adaptability helps strengthen and nurture other skills when trying to complete unexpected developments at the workplace, problem solving, leadership skills, time management and teamworking skills may all need to be implemented to raise the level of efficiency and development for an achievement in tasks. (Robert half, 2019)
I believe I have this skill due to the busy lifestyle I live. I have become very adaptable with change through the last couple years and I believe it gets better daily. Adapting to new environments, governments and new rules and regulations in the construction industry has been interesting and it allowed myself to observe change and how I deal with new situations through my past experiences and skill set. 
Academic writing 
Academic writing is the ability to write descriptive, concentrated, evidenced based work in a formal style. (Library.leeds, 2019)
The benefits of academic writing as a skill are huge in an academic environment. Academic writing is logically structured, well thought out and Planned which allows the writer to set data and relevant information together, that Supports and correctly responds to views and claims with proof that is also referenced. The skill also shows focus, in addition establishes an understanding of the topic in depth. However, this must be clear and suitable grammar must be used.
I believe I have academic writing as a skill but will need more practise as I progress through my studies. academic writing is a collection of skills that are infused to make it possible, referencing, paraphrasing and structured writing with a continuation of practise with all these skills.


Conclusion 
My opinion on this report is that all these skills are fundamental to a person seeking expert job prospects and varies on the skillset that is possessed by an individual. Therefor all the skills that have been mentioned in this report can have positive impacts in an academic environment or a workplace institution. These skills will give the opportunity for an induvial to excel and progress through challenges and tasks and theses skills can be taught to others through techniques and models to strengthen group-based work.  
Through research it is my belief that all these skills can be enhanced through practise and study. there are a wide range of books, articles, diagrams and systems constructed by scientists and experts to assist a person looking to add growth and knowledge to their skillset. A person that is always in a continuation of learning process will be more successful at achieving objectives that have been set to be completed.  
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