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INTRODUCTION
 This report aims to analyse different academic and employability skills learned in the first-year classes for Certificate of high skills at the workplace at the University of Wales Saint Trinity David. Participating in classes, we were required to develop our approaches about the module, Academic and employability skills. Academic skills are defined by the ability compose an academic writing such as paraphrasing, summarising, communication and  listening. Employability skills, along with technical understanding and subject knowledge, is what makes the individual employable. The skills which will be analysed are : paraphrasing; summarising; communication; listening; time management and problem solving.

PARAPHRASING
 Paraphrasing express the meaning of something written or spoken using different words, especially to achieve greater clarity, involves taking a passage and rewording it. When paraphrasing, it is essential to keep the original meaning so that the facts remain intact. Is a restatement, it justifies that there is a witness to the subject and gives the best meaning to the content.
It is one of the most crucial aspects in writing, is a communication skill helpful at school because improves the vocabulary, as so helps you achieve more profound subject; also it is essential because it shows you and your lecturer that you understood the source sufficiently enough to write it in your own words, bringing descriptive and argumentative points of view into the essay. A paragraph structure contains a topic sentence which is the main idea of the primary paragraph, a supporting sentence which develops the main plan and a concluding sentence to give closure to the article. Use of active or passive voice depending on what intensity you want to bring in your writing, what kind of attention you want to get, can weight a lot in composition, most often active voice is used for impressiveness, while the passive voice when the doer is not important. Besides using simple words and cutting the unnecessary ones are the ingredients of a successful analysis.
I need to improve this skill because I am aiming a job with academic skills, it is good to master it because nowadays people hire online paraphrasing services to get their research, thereby the better you know, the better you become.



SUMMARISING

 Apart from paraphrasing, summarising is an essential skill in academic writing. It allows you to extract the most critical points from a text and rewrite them in your own words, in a shortened form. A summary must be concise, clear from the source, giving all the essential information. When summarising, position has meaning, the most important information is in the front, is the headliner in text, the critical thought. In summarising, structure is similar as in paraphrasing, it begins with a topic sentence followed by a supporting sentence, without being too descriptive giving dates or statistics. In the supporting sentence, the action is logical and chronological. Finalizing with a concluding sentence, in which the purpose is to remain objective, it is not necessary to have an own reflection in none of the sentences. 
 When summarising is vital to make a selection of the fundamental ideas, rejecting the unnecessary information and finally rephrasing the sentences, as much as possible, to be clear from the source. At university, summarising is beneficial in the sense that makes you understand the lesson's structure, extracting the most important information from a course. It is good to have this skill at university because it is a proper learning technique. Helps organize a course with many information; this way allows you to highlight the main ideas, also helps in presentations by underlining the own understandings in a demonstration.
 I need to improve this skill because I enjoy remembering information, also I am aiming at social activities which requires better communication skills. I will try to improve this skill by summarising books, important events or lessons drawn at university.


COMMUNICATION

    The performers of dialogue will always be between a sender and a receiver; moreover, they will use this type of communication to exchange information. The information may be an idea; a thought transmitted into words and figures into a face-to-face conversation. Vocal expression is the preferred communication type at the university, being the most efficient method to explain a concept by lecturers and the most accessible manner for students to understand, they interreact to each other with questions and answers sessions. At university is the primary method to gather information from the lecturers, anybody can learn from books or tutorial but the information has not the same weight as taken from the university. By coming to university means that those lessons students are collecting from the lecturers are inestimable.
 Writing has an important role at university; students find it is beneficial to take notes due to the amount of information are collecting from the lecturer. Doing so, when the subject comes to their attention, they can review it. The notes their taking may be memorable phrases, an organisational structure of a topic and the main keys to focus. It is the primary skill at university; communicating develops the individual's abilities like writing, listening; as well as opening the horizons, flourishing the students for the future in the employable area.
It is good to have this skill at University because it encourages self-esteem, improves vocabulary, strengthen the relationships of the individual student with lecturers and colleagues. I need to improve this skill at the university and at the workplace because my communication skills are not always formal. I will improve this skill by learning the grammatic rules in the spoken language.


LISTENING
 About listening, also a communication skill takes place under verbal communication circumstances. Is a component of dialogue, it accentuates on receiver decoding the information.  Assuming that the receiver started the process after intercepting the message and has a reaction on it, is an example of active listening. Active listening reflects on the quality of the message the sender addressed it. When active listening is taking place, the information is valuable. The structure has ethic and meaning; after decoding it, the receiver reflects on the idea and has a conclusion.
It is good to have this skill, especially at university, because listening is a good communication skill. Lecturers share the information to the students and they considerate the message so they can debate it, the information reflects on the individual, analyzing the idea. Lecturers also listen to their students when they reveal their opinion about the idea, helping them to develop critical thinking. For successful questions and answers session, between lecturers and students, listening is essential, also to evolve the employability skills. Students learn about time management, problem-solving and decision making, which are defining criteria for further employment at a management and leadership level. By listening, students can understand the objectives of the workplace, possible challenges they might meet in the future. Listening is considered an employable skill as well; being a good listener is the result of a patient individual who could learn, having good intentions at the workplace.
Listening is my strength because I can speak and write in three different languages, is a good habit which strengthens the personality, crucial when attending at the university and the workplace.

TIME MANAGEMENT

 Time management is the strategy of planning and taking over the control of scheduled activities to make it efficient according to the individual's standards. Time management is crucial in the twenty-first century, due to the amount of planned activities a company, a group or an individual has to face in a limit of time. As an individual, either at the workplace or university, time plays a regardless role in the day to day challenges. A proper time management helps to avoid the adrenalin rush by doing things in the last minute or ensures enough time to study for an assignment when the deadline is approaching. To fulfil all these tasks, at university, we have learnt about how to prioritize our occupations. To be prosperous in our objectives at the workplace and university, individuals analyses the next events and sets priorities. Analyzing the future events, not specifically in chronologic order but according to the goals of the individual, sets a list of priorities into urgent and important aims. Weighting the efforts he/she is willing to direct toward the purposes can be decisive. The objectives can be of high or low importance. It is a beneficial skill for both, at the workplace and university, especially attending them collaterally, having a large number of activities requires a proper strategy to accomplish the tasks. Helps to focus on the essential things, strengthens the ability to learn, makes the individual malleable to unexpected events. 
Proper time management helps to avoid missing deadlines. Especially at university, when the term is about to end, it is required to submit assignments or demonstration to different modules in a matter of a few weeks. Adequate preparation during the academic session reduces the stress level a student has to face and increases the self-esteem. Also available for the workplace, helps to achieve a professional reputation, increasing the opportunities for advancement. Having proper time management at the university and the workplace, together, helps to achieve important goals in life.

I have this skill because I am attending at the workplace and university. Being the main priorities to focus improves the sense of responsibility. Having this skill, I realized that is good to have discipline as the comfort zone useful in achieving goals, victories bring other victories.

PROBLEM SOLVING

 Problem-solving is the ability to find solutions to obstacles. Knowledge of the subject helps identify the source of the problem, bring solutions and taking action. Once the cause is detected is vital to do research, checking if environmental factors cause the complication or by external sources. After verification, in order to bring solutions is preferable to eliminate the issue in a way that it will not occur again. Selecting a strategy involves relevant concepts about the goals. 
 Numerous factors must take into consideration: political; economic; social; technological; legal; environmental. Examining a similar experience might result beneficial. When about making a decision, after reviewing the possibilities and their effects, creativity enables workers to bring innovative ideas. Finally, adopting a solution. Checking the results reflects how good the plan was. Problem-solving requires critical thinking abilities. The capacity to understand the working environment and its factors, in other words, is a logical process which can be disciplined at university to have at the workplace.
 It is good to have this skill at the workplace because is a beneficial employability skill, helps having defined concepts, access to innovations, also helps facing the pressure. I need to improve this skill because when I am facing a challenge, I am not calculating all the external factors which are harmful in achieving my goals. I will improve this skill by paying more attention to details.



CONCLUSION
The aim of this report was to analyse different academic and employability skills. The multitude of benefits learned at the Academic and employability skills module in the first term at the University of Wales Trinity Saint David helped achieve greater clarity in compositions using writing skills such as paraphrasing and summarising. Understanding the importance of communication, I learned to be much more active in conversations at the university and the workplace by asking the details I did not follow. I learned to be a better listener. Time management and problem solving makes the student better than yesterday and not as good as tomorrow.
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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. Complete 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) f
that there will be some mo '//’/f’(’/’/ﬁ in the office.
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3) We were concerned about her health.
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Ex.2
Re-read the text 'To be a great leader, you nee d 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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