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The main objective of this assignment is analysing the following skills: communications skills, time management, paraphrasing, research, actively listening, problem solving, group speaking, team working, referencing and summarising. The skills listed below are academic and work-based skills. Academic skills are skills used in an academic environment for example at university. Work based skills are skills used in a workplace.

Communication skills; are the skills which are used when information is being received or when information is given. Examples of communication are feelings, a message and ideas. Communication skills can sometimes be rendered or effected due to various reason these can include, background noise or someone who is blind. Important factors of communication skills include to actively listen, respond and observe. Essentially communication skills are what allow an induvial to be understood by others. There are two main types of communication non-verbal and verbal communication skills. Nonverbal communication skills can include body language non-verbal communication skills work by sending and receiving information without speech. Non-verbal communication skills can be used in conjunction with verbal communication skills for example when presenting a power point presentation would need to use verbal communication skills and may also use non-verbal communication skills for example using hand gestures. (Indeed 2019)

Communication skills are both important academically and in employability due being a universal tool in different environments. In an academic study it is vital to have good communication skills as students will use them often in class or university for example in lectures discussing topics, conducting essays or having conversation about a particular subject. In a classroom environment student may need to ask questions to better understand something this is an example of a communication method.

Communication skills are important as employability skills as they are something which employees will be need for work. Examples of communication skills in a workplace include communication in interviews, handling customer enquiries and using email. Communication is very important to students as it can help them gain a job and get real world experiences. (Sharma 2017)

Communication skills is an area which can always be improved therefore, I would say I still need to develop them, for example I need to improve my vocabulary. I also think that it is a skill I do possess but I have to improve in key areas. In some respects, my communication skills are very good for example actively listening and empathising.

Time management is the ability to manage one’s time effectively and efficiently. Time management is an important aspect in life as time is limited and should be used wisely. There is a wide variety of time management methods which can used such as the Eisenhower method the Pareto method. The 80-20 rule is a theory which main point is 20 percent of the activity’s which need to be done account for 80 of the output of the day. The other 80 percent of the activity’s which need to be done are not as important as the initial 20 percent. (Rivard 2017) The Eisenhower method of time management works by certain criteria which needs to be met which then would tell an induvial what needs to be done first and what needs to be done last. The criteria include what is not immediate, what is immediate, what is critical and what is not critical. Therefore, in theory something which is critical and immediate would have priority over other activity’s however something which is not critical but needs to be done immediate would need to be done quick, but it is not as important. Something can also be critical to do but it may not be immediate. (Nguyen 2012)

Time management is an essential academic and workplace skill this is due to time management being a universal skill which needs to apply in many different scenarios and places for example turning up to work on time or handing in an essay. I have this skill because I have demonstrated throughout my life that I am punctual person who also makes sure I get tasks completed in time.
  
Paraphrasing is a skill which allows an induvial to use a piece of work or ideas of another person to rewrite their ideas in their own words it can also be used to support work. When paraphrasing the structure of the sentences should be changed and different synonyms and antonyms should be used. Paraphrasing is truly a great addition in the arsenal especially for students and is definitely an academic skill and paraphrasing is used throughout study a lot more with e books becoming more readily available.
Paraphrasing is a skill I possess because I have used it throughout my studies multiple times and am thus using it currently while writing up this assignment. 

Research is the investigation into a certain material or study. Research aims to inform, prove a theory correct or to support information to a study. Research can be used as a tool for gaining knowledge and learning. (Zarah 2019) There are many kinds of research this includes primary and secondary research. Primary research is when an induvial directly finds information secondary research is when an induvial uses someone else’s work. There are also different categories of research for example quantitative research which will lean towards statistics and qualitative research which will lean towards meanings and certain words. (McCombes 2019) 
Research is a good skill to have at academic study because it helps an induvial to use resources which are readily available to write an academic piece of work.
I have this skill because I have used it in various times throughout my academic studies in college and university.

Actively listening is when someone is completely concentrating on what a person is saying and their complete attention is focused on the speaking person. (Cunic 2019) Signs for actively listening include eye contact, nodding asking question to the person who is speaking. Actively listening is important at a workplace environment and at academic study because at workplace employees need to actively listen to superiors and in academic study students have to actively listen to the teach. I have this skill because I have demonstrated it many times at work and academic study for example during lectures listening to the lecturer.

Problem solving is the steps of figuring out the solution to problems. To problem solve you first need to find the issue, understand the problem may be viewed different, there could be more than one solution finding the best one is the most ideal thing to do. Problem solving is one of the most looked for skill in employers this is due to the relentless occurring problems which come with running a business.(Hicks 2019) I have this skill because I have demonstrated many times at the world of work for example solving customers problems and enquiry’s.
Decision making is when there more than one option available or more than one choice and most logical one is the which is chosen. The negatives and the positives must be factored in before making a decision this is due choosing the best decision available. When making a decision one needs to first find all the available options then also gather information, weigh in the factors, choose a decision to make then they should review the decision which was made for future reference and for improvements. (Hussung 2017) decision making is a paramount skill to have at a workplace and academic study this is due to having to making decisions at work for example what needs to be done when. Also, at an Academic study decision making is just as important as you need to prioritise your workload. I have this skill because I have used it both at academic study at college and university examples of this include making decisions at work deciding what needs to be done when. 

Group speaking is when someone addresses an audience of more than 1 one person. Group speaking can be daunting at initial thought however this can tackle in various ways such as practise and speaking to the mirror or speaking to a small group of people first. It is good to have this skill at a workplace because if you are a manager or in some sort of leadership role you may need to speaker larger audiences also during group meeting the person would need to take charge as well. I need to improve this skill due to having a phobia of speaking to large crowd I tend to stumble. However, I have been taking certain steps to combat this which would include practising; speaking to a smaller group first.

Team working is when a group of more than one person work together to accomplish a goal or a task. Team working works well when the team is more diverse and have different beliefs this creates a dynamic team. Team working is a workplace skill due work-based environment having more than one person working at one location and an induvial will at some point in their career work along or beside other people. I have this skill because I have demonstrated team working at number of jobs I have worked.

Referencing is a vital part of academic study as it gives credit to the source of information. Referencing is important to counter plagiarism. There are different types of plagiarism this includes, failing to reference, poor paraphrasing, self-plagiarism and patch writing. Referencing makes a person better researcher and shows you done research. (Sankaran 2016) Referencing is a good skill to have at academic study as it supports work of students and shows that they’ve done their research. I have this skill because I have used in academic study at college and at university whiling writing up assignments and course work.

Summarising is when the main points of a statement or something is shortened. Summarising is important as it makes texts easier to understand and can inform people more quickly than them reading a whole statement.  Summarising is especially important when taking notes. Summary is a good skill to have at academic study as it allows you to take notes of the main points and it will help with revision. Also summarising is also important because it allows you to summarise main points in a piece of academic work. I have this skill because I’ve used it at work and academic study for example when writing notes during lectures and also summarising work.

In conclusion I have listed some of the skills which are used at the workplace and at academic study, a lot of the skills which are mentioned above can be applied to both academic study and at a workplace environment. These skills can also be used in other aspects of life and skills which are mentioned above can always be improved up on and new skills can always be learnt.
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Time allocated: 1 hour. Please return your pager 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).
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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. Corﬁplete 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.

1) There will be a few changes around in the office. (announce)

The boss n will bt q lan in the office.
Y

2) He doesn't write to me as frequently as | wanted.
I wish wiok Me e dua T wonte fj v
3) We were concerned about her health.
We had some _ (oACerns  gphont o/  healfh. e
4) You weren't careful, so you made so many mistakes. (had) ,
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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 il . ) : .
Read the following text and make notes on the main ideas. You can do this on a se
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.

parate piece

sudmann realized he was fighting against certain entrenched factors that keep all leaders
d, leaders have too much to do and not enough time to do it;
and being in a position of power causes them

After some months,
from improving. Like many in the working worl
they don’t clearly think through their priorities and strategies;
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 Aureiius, the Rbman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
urelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found

Marcus A
ks down three actions that go into self-leadership.

this orientation tremendously helpful. Below he brea

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 I'd like to be have faced the challenges | faced? What about my challenges today? What
could 1 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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