Student name: Asya Georgieva Rancheva
Student number: 1905363
Lecture name: Anita Nan
Module name: Academic and Employability skills
Module code: BMSW4001




























Content page


Introduction…………………………………………………………………….. 3

Communication…………………………………………………………………3/4

Time management……………………………………………………………..4/5

Decision making………………………………………………………………..5/6

Problem solving………………………………………………………………….6

Referencing…………………………………………………………………..….7

Paraphrasing…………………………………………………………………….7/8

Summarizing……………………………………………………………............8/9

Conclusion……………………………………………………………………….9

Referencing list…………………………………………………………………10












Introduction

This academic report aims to analyse my own academic and employability skills.  Academic skills can help at University whereas employability skills are used in the workplace. The skills analysed in this academic report include:  communication, time management, decision making, problem-solving, referencing, paraphrasing and summarizing.


Communication

Interchange of information (verbal, non-verbal) is communication. The aim is to exchange thoughts, feelings or ideas. According to DeVito (1986), the word “communication” is coming from “common” or “to-share”. Collaboration between the sender’s thoughts and noise make the verbal communication available to be understood from the receive (p.61).                                           Human beings are social and communication is part of everyday life. Communication includes not only the exchange of information such as news, instruction or academic information, include the exchange of plans or knowledge. 

In the workplace, communication is important because build good work relationships between colleagues and manager/supervisor. The main point is to reach good productivity, prevent conflicts and achieve job satisfaction.
Communication between staff members and employers increases employee’s productivity because they are open to present new ideas and they are ready to help in need(overtime, busy time). 

In University it is good to have good communication skills because that skill will help to build successful academic study. Part of everyday student’s life is to communicate with their lecture and colleagues at University, including lectures and in/out of class tasks. Good communication skills can help to prevent misunderstandings and conflicts emerged from misunderstandings.

I have good communication skills in University and Workplace because I can exchange information freely and without oppression about my skills. Important for me is in my workplace to be able to communicate verbal and non-verbal. I can understand my co-worker's verbal and non-verbal language, important for me is my communication to be complete. Still, I have to improve my language because of my communication skills and my personality will develop. 


Time management 

Time management is defined as the ability to distribute own time or someone’s time effectively to increase productivity. Managing the time on every task can prevent procrastination and help to live more organized, delivering satisfaction and success. To control your time is to be able to make priorities and define goals. 

Time management is good at the workplace because employers appreciate employees who can set priorities and deliver effectiveness. For Organizations, it is important to use time properly instead of wasting time, because of that every employer is looking for people who are good at using that skill. Eisenhower’s method is a theory that advice all of the tasks to be divided on urgent, not urgent, important and not important. First, things to do are coming in column and row “Urgent” and “Important”. This theory is helpful for employees to organize their workplace activities. (Coninck, 2016)

In University an important part of the academic skills needed is Time management. That skill will help to organize activities and in/out class tasks, without wasting time on small tasks. According to the in-class watched video: How to Stop Procrastinating (Watchwellcast, 2012) helpful way to handle all of the tasks is to separate the activities on small pieces. 
One more theory is “80/20 Rule” – the theory states that 20 percent of activities will account for 80 percent of the results. (Tracy, 2006) in University this rule can be applied to handle all of the activities by put them in order of priority.

I have some Time management skills, however, I still need to improve myself. In University for me is very important to manage all the tasks to be on time. Sometimes I am trying to finish the activities without gaps, still need to learn how to make activities fast without quality compromises. 


Decision making

Decision making can be defined as a process which by between several alternatives one of them to be chosen. Decision making is a choice that may or may not continue with the action. A decision-maker is the human being who takes the choice, based on knowledge, believes, values and preferences. 
Decision making is good in the workplace because the ability to make a good decision is a sign of good leadership. Manager admires employees who can make a good decision and are decision makers because they can give them the freedom to work on their own.  (Kokemuller, 2012) Good decision-making skills will help to build a reputation like a professional in the workplace which can deliver co-workers respect and employer’s esteem. 

Decision-making is good at University because that skill will help to improve future career development and demonstrate immovability with tasks. Making decisions will improve the ability to be responsible for consequences, especially in University every decision will follow to an individual and different way. 
I shall be telling this with a sigh
Somewhere ages and ages hence:
Two roads diverged in a wood, and I—
I took the one less traveled by,
And that has made all the difference.        
Robert Frost (1916) 

I am a good decision maker and this skill is very helpful in the workplace and everyday life as well. My skill to take decisions, make me capable to take part in leadership in my workplace. In my previous workplace, I was able to be in charge when the leader was not there, because of my ability to make choices straight. I can overcome the hesitation discomfort because I can take the consequences of my decisions. 


Problem-solving

Problem-solving can be defined as a method of sort one or a few related problems. The process of finding the solution is depending on human-being knowledge, understandings, and beliefs. 

In the workplace is significant for employers their employees to have the skill. According to Llopis(2013) Problem solving is the nature why leaders exist to do. Part of a leader’s ability is to be able to use freely the skill. Every employer is looking for people who can deal with issues.
University is valued to have problem-solving skills. University requires team working, some people are individualist and that may be cause for arguments. Good problem-solving skills can prevent disputes. Out of class tasks required individual work and sometimes may happen to turn up problems, students with personal problem-solving skills will be able to understand the problem and solve it. 

I am a good problem solver and that skill helps me to develop my personality and my professional career. In University I am using my skill, my ability to reflect shortly when I have an issue helps me to prevent complicating the problem. I can overcome the emotions and face the problem without egoism to be always right.







Referencing

Referencing is skill defined within/after text mention the author of the idea used in the text. When referencing someone in the referencing list must be given information about the title(book, video, article), publishing date, publisher and town of publishing. Collaboration between that information is referencing. Materials used to reference are sources. (The Royal Literary Fund, 2014).  To the defense, the point in the peace of work sometimes is need of someone’s other opinion, whenever the other’s idea, writing work or video is been used they have to be referenced. 
 
In workplace Referencing is a powerful skill because we can use it to defined ideas without plagiarism. 
At University Referencing is a very useful skill, because when it is necessary to use someone’s opinion(book, online sources) to support our point without plagiarism. An important part of academic critical writing is to include paraphrasing because it is important to demonstrate an understanding of both positive and negative opinions.
It helps students to defend their hypothesis with the help of someone’s opinion.

I have this skill because I know how to apply to reference in my College or University’s writing pieces. In-classes exercise teach me how to reference proper and precise, for me is very important to use Referencing as a skill because with the help of sources I can achieve my goal to defend my opinion. Demonstrating referencing skills make me liable, research sources is followed with referencing. 






Paraphrasing 

According to Dictionary.com(2019), Paraphrasing can be defined as the ability to express someone’s ideas in other order and words without changing the meaning. Paraphrasing is to repeat (text or conversation) without changing the meaning of the original text. 

According to Dalal(2016), an important part of employability skills is paraphrasing because it helps the employee to start thinking. When paraphrase also employees will reflect on the situation. Paraphrasing getting to retrospection and introspection result in is a deeper understanding of the problem or moment position. 

Paraphrasing is an important skill in University because students need to be able to use the skill in their tasks. To avoid plagiarism every student must learn how to paraphrase someone’s idea. Paraphrasing will help to improve critical thinking because when students paraphrase they need to look for sources and choose the right one which supports their vision and opinion for the topic. 


I have some skills to paraphrase because I can change the words without changing the meaning and I can demonstrate an understanding of the text enough to express it in my own words. According to in-class-exercise I understand that, still I need to improve my skills because for me the original meaning is more accurate, to improve my skills I have to learn the English language properly, then I will be able to express freely someone’s written or spoken words. 


 Summarizing 

Definition of Summarizing is a resume of something (text, situation, opinion or conversation) in short brief, giving information (min focus or idea) of a text.  Main points need to be express without details(years, numbers or statistics). (Cambridge Dictionary, 2019) 

Summarizing is good in the workplace because information sometimes needs to be pass from employer to employee or from employee to an employer in a short resume without diversion from the main point. Important is for the employee to have that skill because can demonstrate strong personality and seriousness instead of confusion and unstableness. 

In University is important to have to summarize skill because it is helpful for writing assignments and in/out class tasks. Summarizing is a good skill to demonstrate shortly learned concept effectively. The answering question in-class exercise is needed to be short and summarizing is a helpful way to express the main points. 

According to in-class exercise I need to improve summarising skills because sometimes I am very profligate when I need to tell some information or story, I am including unnecessary details. For me is important all of the information or situation be clear for the listener and that is the reason. Sometimes I can feel that people are not more interested in the story or situation, because of the expansion. According to in-class exercise I need to improve summarising skills.


Conclusion

This report focused on seven academic and employability skills: 
communication, time management, decision making, problem-solving, referencing, paraphrasing and summarizing. Proficiency in all of them will help to improve employability and academic success. Important to be a successful employee is to understand and use communication, time management, decision-making, problem-solving and summarizing skills. To be successful student academic skills include communication, time management, referencing, paraphrasing and summarizing.
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In-class exercise 1: Paraphrasing (Oct 2019)

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) dere X
| Al in the office.

The boss W
2) He doesn't write to me as frequently as | wanted.
I wish _%a_nluasaém_m_hgﬁa-_y:&&_o&kmd— X
3) We were concerned about her health. V4
We had some M‘LM;&FL&E—C&QML
Puoud PT ivented \C

4) You weren't careful, so you made so many mistakes. (had) i 9”‘—
If or o) i kad so many mistakes.

=
5) The council cut funding so we could not provide free parking. .
Because of T A dl ; i ing i 4 lible.

6) His proposal was a failure as%was too theoretical. (relied)

His proposal
7) It was Mary who stole money. : : : Y
He accused % Hae B 4G > jolo
8) He seems well-educated. However, he's not very bright. (although) <
\& i ) i £.
-

9) Universities place the burden of understanding plagiarism and attribution conventions on

students. :
The responsibility for WQ@M&L&MMM@
iariow 15 b | e OUwpiversity- %

of plo .
10) 33% g? adolescents who have one baby, have a se d baby within two years of the first

baby's birth. (third) '
WMMW
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