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Academic Skills
Academic skills are skills consisting of different core components. I have chosen three academic skills; 
· Reading Skills
· Researching Skills
· Note-taking Skills
Reading Skills
From what I’ve learned this year reading skills are one of the most important types of skills. Reading is most essential for completing a written task given. Strategic reading is essential in the process of understanding your topic, discovering new material, and creating your own ideas. With good reading skills you save a lot of time when writing up work. This means you know where you need to look, what you need to read, and what information is of relevance to what you’re writing about. 
To read you must use the eyes and the brain. To read quickly, you must use you more of your brain. This means you must read more efficiently. This also means that you’re not wasting reading time and using your brain and eyes effectively.
Types of Useful reading skills
1. Scanning
2. Skimming 
Scanning
When you look for certain information through keywords or phrases in a text, your eyes move over words very quickly until you have located the information you are searching for. You tend to ignore most things but the actual specific information you need or want. Scanning is very direct and purposeful and is usually very fast.



Skimming
This practise is almost like scanning, but what you are looking for you usually find in the first sentence or paragraph. Skimming is only used to get the general gist of a study, details are not usually retained very well, and is not necessarily the best skill for writing detailed reports, essays, or stories.


Researching Skills
From what I have learned this year research skills are the ability to seek for, discover, obtain, study, interpret, and evaluate subject relevant information. Academic research is a very specific kind of research: which consists of investigating an area of study in a very detailed and methodical way.
The types of useful research skills
1. Ask good questions
2. Be patient
3. Respect Ownership
4. Go beyond the surface
5. Check your sources
Ask Good Questions
This skill is the skill of refining and developing search queries to get more positive results.
Be Patient
This is the skill of Being Emotionally strong and resilient in persisting on your quest for information no matter how tricky or tedious the task may become.
Respect Ownership
This is the skill of respecting other people’s works. Whether it be their intellectual property rights or works of any kind.
Go Beyond the Surface
This is the skill of breaking boundaries and working outside of your comfort zone. In doing so a researcher displays persistence in the continuous pursuit of information to gain a greater perspective.
Check Your Sources
This is the skill of making sure where you get your facts or information that what you read and write down are accurate, is important, valid, and relevant to your work.
Note Taking Skills 
Note taking is designed to save time and be very efficient. The skill involves and emphasizes three note taking aspects: the recording of information(from the lecturer or text), the recording of extra comments, personal questions, or personal thoughts that you may have about the information, and then summarising the main ideas of the notes.
Note taking strategies
· Make very clear and accurate notes
· Be prepared in class
· Compare notes taken
· Minimise distractions
· Organize all your notes
· Use abbreviations, symbols, and pictures
· Write clearly and legibly 
· Study and review your notes
Make very clear and accurate notes
Make sure you can understand the notes that you are taking. You can easily forget or misunderstand your own notes.
Be prepared in class
Have all your essentials ready in class. Do not let anything distract or get in the way of taking important notes.
Compare Notes Taken
Compare your notes with the notes of other students after class is finished. This is a good technique because you could have missed something in class that they could have noted.
Minimise Distractions
Excellent note takers avoid distractions at all costs, so avoid distractions. This can include sitting away from unserious friends, people that talk a lot, or sitting in spots where you cannot glance at the clock or look out a window.
Organise your notes
Organize your notes by date, subject, and class. This makes it a lot easier to locate certain documents. 
Use abbreviations, Symbols, and Pictures
Lecturers go through information rather quickly and It can be difficult to keep up while writing. It is recommended that you use symbols, and pictures, and if needed abbreviate longer words.
Write Clearly and Legibly 
The most important of notes are completely useless if you cannot read them. This is why it is very important that write legibly so good notes are not wasted.
Study and Review your Notes
It is important to review your notes on the same day you wrote them down as it helps in retaining valuable information. You should review your notes again before your next lecture, so your mind is fresh and ready to go.










Employability Skills 
Employability skills are skills consisting of different core components. I have chosen three Employability skills; 
1. Communication
2. Problem Solving
3. Teamwork
I have learned quite a lot of employability skills, but for me these are the most important to have a smooth running, comfortable and unified working place. Also, as a team leader, CEO, or manager these skills are crucial to the job you do and the tasks you will have to do.
Communication 
Communication is the transfer of information from one place, person or group to another. This can be done by verbal, written, or non-verbal means.
Verbal Communication 
Verbal communication is the transfer of information to others by the spoken word. Simply talking to people or groups is considered verbal communication. This is important in the workplace as it builds and helps maintain successful business relationships. Good and effective communication will literally boost productivity, errors in the workplace will decrease, and all operations will run very smoothly.
Written Communication
Written communication is the transfer of information to others by the written word, e.g. emails, letters, posters etc. As the manager or the CEO of a business it cannot be easy to talk to all your employees, customers, and/or partners. Therefore, a very common and effective way of speaking to the people you need to reach out to would be through writing. Emails and Faxes are the most common way of communicating to others. Written communication helps in defining goals, identifying all the problems, and coming up with suitable solutions for any problems. It is also a very good way to give directions and instructions to a bigger group of people without having to speak to them all face to face.

Non-Verbal Communication
Non-verbal communication is the transfer of information or messages through a non-verbal platform. This can be done though gestures, eye-contact, facial expressions, posture, and even something as simple as body distance. Non-verbal communication is important because it’s the best way to build a relationship with others. It shows emotions like sadness, anger, disappointment, pleasure, hope, etc. People show these emotions without even knowing they are doing so. Good non-verbal communication builds a healthy relationship in the workplace, builds and strengthens trust, and can make approaching you a much easier convenience especially if you own or manage a business. 
Problem Solving
Problems arising in the workplace are inevitable. How you deal with these problems is a great and important employability skill. There are seven important problem-solving steps.
1. Find out What the Problem Is.
2. Define Goals
3. Brainstorm
4. Assessing Alternative solutions
5. Choosing the Right Solution 
6. Implement the Solution
7. Evaluate and Learn from The Situation
Find out What the Problem is
If there is no problem, you do not need a solution. But if there are problems at work you need to locate them. Speak to whatever parties may be responsible or are involved with the problem. Evaluate the problem from multiple aspects and conclude.
Define Goals
Now that we know what the problem is your team needs to know where to go from there on. What the plans are, long term plans for the company, and ways to improve so a problem like this can never come up again.

Brainstorm
Brainstorming is relaxed and informal with lateral thinking which is best done with a group of individuals. It can help people come up with ideas to tackle a problem at hand. Some of these ideas may be crazy, but at least with brainstorming you can come up with all possible ideas and solutions.
Assessing Alternative Solutions
There are always multiple ways to solve a problem. You and your team must come up with all possible solutions, all negative and positive outcomes of these solutions, how these solutions could look for your team in the long-term run, and devise more creative and innovative ideas to make sure things continue to run smoothly.
Choosing the Right Solution
Once you have finished weighing up the solutions you must come to a choice. You and your team must pick a solution which has the company’s best interests at heart. You being the CEO or manager will have a big voice but the final choice should be done through a vote to get the fairest outcome. 
Implement the Solution
Implementing the solution is just when you finally put the solution into action. By now you and your team will have come to a unanimous decision on what solution you need. You will now put your solution into play and monitor it for however long you feel you need to do so to keep up with the progress.
Evaluate and Learn from the Solution
These problems in a company are not necessarily bad. They can strengthen chemistry in the workplace and even help the company’s hierarchy understand where their strongest points are. You must see where you went wrong, why it wrong, how you could prevent problems similar to that ever reoccurring again and learn from the experience.


Teamwork
Teamwork is the effective and efficient completing of a task in a collaborative of two or more people. Teamwork is usually much more appreciated when a group of independent individuals can come together to complete a common goal. Teamworking is important because by working together teams can bring up multiple ideas, skills and abilities and solutions can be found for most problems.
How These Skills have helped me
At work and at university I have always faced challenges but without what I have learned it has made my work a lot easier. At university I have been in groups where people have not been able to carry their own weight, or even failing to show up for tasks altogether. At work I am a team leader and joining our workforce as a ground-team worker does not require a lot if any qualifications. We get people of all races, backgrounds, and religions so we do get a few complications. As a team leader I have learned how to work in these individual teams. I have learned how to motivate my team players in getting our tasks done.
I know I have these skills because I have already put them into use this term at university and almost everyday at my working place.
My biggest weaknesses are I cannot take criticism and I have decent non-verbal communicational skills. I am a perfectionist and tend to hate when my work is criticised, and I also frown a lot without even knowing. The way I can improve on these is by practising my facial expressions in the mirror at home or in my office, and I also should learn to take criticism as it does help me in becoming a better leader.
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In-class exercise 2: Summarising (Oct 2019)

Ex2

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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Ex.1

Read the following text and make notes on the main ideas. You can do this ona
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 well 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 1
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. 1

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 willtake care of a ot 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 ideais 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 I'd 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 a moment to think: “How would the leader | aspire to be handle this situation?”
, The answer will come to you.
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In-class exercise 1: Paraphrasing - RESIT

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

Original Source: Nobody called him Abe--at least not to his face--because he loathed the nickname. It did
not befit a respected professional who'd struggled hard to overcome the limitations of his frontier
background. Frankly Lincoln enjoyed his status as a lawyer and politician, and he liked money, foo and
used it to measure his worth. By the 1850's, thanks to a combination of talent and sheer hard workﬁ\com

was a man of substantial wealth. He had an annual income. of around $5,000~the equivalent of ma; ‘%s
that today-—-and large financial and real-estate investments.

From: Oates, Stephen B. Our Fiery Trial: Abraham Lincoln, John Brown, and the Civil War Era. Amherst, Nj§

University of Massachusetts Pre\ss,yﬁ p. 65

*
Paraphrase 1 -(icceptable) unacceptable
Reason: 1L, e Olaias Qe e (\)a(&%r@ph i\)e(gerUd& o

No one used Lincoln's nickname, Abe, because he detested it. It didn't go with a lawyer and politician who
had worked to get away from the restrictions of his country heritage. Lincoln liked his new position, and his
wealth, and used it to gauge his status. By mid-century, his skill and labor had made him a fairly wealthy

man. He had a yearly income of approximately $5,000 - equal to several times that now - and hefty
business and land commitments.

Paraphrasez-acceptafle unacceptable /
Reason: OLe. ¥ ock2 imve been stobed Twe same MY ©
Sat et g

By the middle of the century,

Lincoln enjoyed life as a well-respected lawyer and politician, having acquired
a position of status and wealth that was well removed from his early "frontier background". He now was
bringing in $5,000 a year (this translates to $87,500 in 1997 dollars [Derks, 2]), and had substantial

“financial and real estate investments". AS a consequence, he disliked being called Abe because of its
association with his rural heritage. (Oates, p.65)

Paraphrase 3 -
Reason:

table)/ unacceptable i
Samne *M:,:A(jf, S \eing A[@b\jt(mi'/
( U

When we think of Abraham Lincoln, the image of a wealthy lawyer is not the first that comes to mind. A
man, who worked hard, struggled and came from a less than ideal background is often the picture \-Ne

invoke. However, it is an incomplete portrait. Mr. Lincoln was. fi rofé fi
i ] I i i
v 5 L successful both professionally and financially:
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