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INTRODUCTION

Academic and Employability skill in today’s world is really important in a way that is all needed in every aspect of our life. Young people have the opportunity to study the subjects at universities and colleges, where they are loaded with maximized knowledge and theories which the young generation can apply in their further employment.  

The main idea of the report is to show the reader the purpose of academic and employability skills which have took an impact in my life, and I will use my knowledge and skill that I have gained during the studies, which would be my main support evidence.
The report will explain and analyse the academic skills to effective research and note-taking, paraphrasing and summarising, academic essay, and also the referencing and plagiarism. I will use some of the document which has been used in-class practice, such as Personal Development Plan (PDP), SWOT planning and time management system.

The report will summarise the ways that the University of Wales Trinity Saint Davis has applied to transfer the knowledge into studies, and how the program has helped students with their understanding of academic and employability skills. The report will also include the exercised during the classes, gained skills, and ability to write academically.







SKILLS

According to the Cambridge Dictionary, skill is an ability to do an activity or job well, especially because you have to practice it. Skill is a special ability to do something that you have learned such as riding a bike or writing. That is something that you have developed in your life. 

The employability skills that we have all needed to learn are Communication, Teamwork, Problem-solving, Creativity, Interpersonal Skills, and Time management. 
Skills described in the Academic and employability lesson help the students understand the ability and power of changes in the current or further employment. 
However, the academic skills which will be described in this report will help the students in their studies, writing essays, and overall education in the future.

 In the 21st-century learning skills are often called the 4C’s which are: Critical Thinking, creative thinking, communication, and collaboration. These skills are for students to help with learning, and do they are the foundation to success in school and not only.


ACADEMIC SKILL

Academic skills are clearly made up of core skills in the way of academic writing and presentation skill and referencing.
On the other hand, some examples of academic skills are also employability skills, for example time management, oral communication, research abilities, written communication, and problem-solving.   However, we have looked in particular at 
skills such as Paraphrasing, Summarising, note taking, research skills, using referencing conventions properly, and the difference between reports and essays.

Students will also need the interpersonal and organizational skills for their academic setting according to Cardiff Metropolitan University.
Also, the academic skills which will be described in this report will help the students in their studies, writing essays, and overall education in the future.

EFFECTIVE RESEARCH AND NOTE-TAKING

Effective Research is really important in academic and employability skills. In the way that the skill can actually help the students with their assignments to have the most valuable information, and it may also help with founding the most important details from big texts, books, etc. 

The note-taking skill has been introduced in the lesson to improve student learning and to let students remember more of what the lecture has been teaching in the classes. Note-taking is strongly recommended from the lectures in case if the student would like to repeat/re-read what has been said in the lesson. 
That skill would also be really effective in employability as, note-taking might be really useful in for example conference call or colleagues meeting. In that case, we won’t forget what information we need to pass to our manager or what needs to be improved in our workplace. 

We have looked at some of the examples in class of effective research and note-taking and out of it, the student was able to see that the no-note-taking information is not as effective as note-taking in terms of the information we would like to pass to another person.

ACCADEMIC ESSAY


An academic essay should provide strong solid based, debatable thesis, with supported evidence which will be other form of one’s own research.  According to Harvard University-Harvard Writing Center writing an academic essay means fashioning a coherent set of ideas into an argument. Because essays are essentially linear—they offer one idea at a time—they must present their ideas in the order that makes most sense to a reader. ... The focus of such an essay predicts its structure. 
The correct academic essay should include: 

  1.Introduction
  2.Body
  3.Conslusion 

These 3 simple steps will help students with clearing their introduction and concluding arguments with putting down   their paragraphs in between. 








PARAPHRASING AND SUMMARISING

Paraphrasing is a way of describing ideas in your own words and acknowledge where they have come from. By using your own words and ways of describing you can demonstrate the way of understanding and your ability of transferring the information. 
The purpose of paraphrase is mostly to simplify what the author wanted to say, an easier way to understand which would be more approachable.

Summarizing is a very important skill in academic writing, it shows that the student is enabled to take the most important points from a text and rewrite them in their own words which would be much shorter from the original. Such skill is very important if you are note-taking and researching for an essay information. 
The purpose of summarizing is to present the key points of a theory to provide context for the argument or thesis. Applying the summarizing to your work you will need to read the author’s intent to understand, process it, and summarise it all in a shorter way.


REFERENCING AND PLAGIARISM 
 Referencing in your work, such as essay or report is important in the way that while we are writing a piece of document and use someone else idea or word, we will need to refer to them in terms of providing the right details about all the sources. 
Referencing should be included in the text, but also at the end of the work in section with referencing list. The referencing source is really important as it shows to the reader where we found the idea or opinion.
Referencing also helps the reader find the sources if he wishes.
There are many different referencing styles, every university or college have their system which student can use. 
At the University of Wales Trinity Saint Davis, we are using the Harvard Referencing Handbook which has been introduced to the student, to help them with the right way which the university requires.


Plagiarism is the practice of taking someone else’s work or ideas and passing them off as one’s own” (Oxford Dictionaries, 2016) 
The definition of plagiarism is that student have taken/copied an entire text from a document, book, or website without acknowledging the source. 
Taking ideas or inspirations from existing work is allowed, however without giving the credit to the original writer is not pleasant and might have bigger consequences such as falling assignment and having resubmitted.




EMPLOYABILITY SKILLS
Employability skill could be explained as transferable skill with essential abilities that involve the development of a knowledge base.
The essential 10 employability skills are:
1.Problem Solving
2.Oral communication
3.Adaptabity
4.Collaboration 
5.Resource management
6.Organization skill
7.Written communication
8.Technology use
9.Information use 
10.Ceratin personality traits
                    

PERSONAL DEVELOPMENT PLAN

Personal development plan is the process of creating a plan with full awareness, goal setting and values. Planning for personal development mostly consider the context of education, relationship or career.
Really often personal development plan is a requirement for employee CV’s. 
In class activity, student has been given a paper sheets with their own personal development plan to fill at home. 
There are 3 aspects of personal development plan, the first one is improving your self-awareness, second aspect is to be knowing and building your own identity, the third aspect is the discovering and developing your talents.  
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TIME MANAGEMENT AND EISENHOWER METHOD

Time management is important skill in employability and academic aspect as in both of this example we would need to manage our time and prioritize some of the important situation/events that are happening. 
To explain the Eisenhower method, I would need to refer to as urgent-important, that helps you prioritize task by urgent and important, sorting out less urgent and task that are not urgent and you either delegate them or not do at all.
The Eisenhower method is coming from 34th President of the United States from 1953 to 1961 Dwight D. Eisenhower, before becoming President, he was serving as a general in the Allied Forces Supreme Commander during World War II. 
To use the Eisenhower method correctly we would need to divide the task in 4 different work strategies. 
The first one would be ‘DO FIRST’ and it will contain the aspect to focus on first, which would need to be done the same day.
Second way from the list will be the ‘SCHEDULE’ and that will include the important things but not-so-urgent stuff.
Third way would be ‘DELEGATE’ is a definition on what is urgent but less important, delegate to others.
And the last one from the four will be ‘DON’T DO’ is a way of not doing what is not urgent, nor important and you do not need to do it at all. 
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SWOT ANALYSIS

SWOT analysis stand for strength, weakness, opportunities and threats. You will be able to use the SWOT analysis to make the most of what you have, with this technique you will be able to reduce the chances of failure. 

The explanation to the swot analysis is 
 S - STRENGHT is the property of being physically strong or mentally strong. 
As example of strength is ability to bench press 370 pounds.
W- WEAKNESS is definition of lack of strength or a character flaw and is the opposite to strength. The example to it will be if someone will not be strong enough to hold any weight. 
O-OPPORTUNITIES is a favourable situation with positive outcome. An example to it will be a lunch meeting with possible employer
T-THREATS are anything that could cause damage to your business or product. Threats are negative and external. The examples to it will be your competition as the potential actions might cause risk.

CONCLUSION 


In the conclusion to my report I would like to say that the academic and employability skill in this semester have helped me with the right time management which has been improved and I feel that the lessons have helped me with it. 
Also, the effective research and note-taking have helped me with this report, I have learned how to read to find the most valuable information which could be use. 
According to the paraphrasing and summarising the lessons with the teacher helped me to understand the meaning of “cutting” the text into shorter versions without changing the meaning and idea of it. 
The idea of Eisenhower method changed my perspective of time-management and I am able to plan my day according to what do to first and to understand what have more important values. 
SWOT analysis is something that I am trying to introduce to myself with finding my own strengths and weakness, I hope that will also help me with developing my self-improvement in academic and employability skill but also with day-to-day scenarios. 
I am very happy with the results after all, as improvement was the whole idea of my studies. 
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