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Executive Summary
Academic skills as an area of study have been examined by organisation such as ACT and win, career-ready core teachers and college-ready core academics are primarily an equivalent, therefore making overlap within the preparation students have to be compelled to be prepared for postsecondary education and careers.1 All students would like foundational educational data, particularly in maths and West Germanic arts, and, in today's economic surroundings, all high school pupils would like the educational skills necessary to pursue postsecondary education while not remediation-the live several take into account being fully ready to enter the university or college environment (Shapiro, 2011).

Employability skills have typically been cited by employers because the skills most important to work success within the 21st-century economy. These skills embody (but aren't restricted to) important thinking, ability, downside determination, oral and written communications, collaboration and cooperation, creativity, responsibility, expertise, ethics, and technology use (Fallows and Steven, 2000). Varied teams have worked with business and trade leaders to spot employability skills important to worker success.

Since most of the career opportunities for today's students can re-quire some variety of postsecondary education, there are persistently once students won't be able to acquire the mandatory educational, technical or employability skills in high school that may enable them to be career-ready while not additional education and coaching. There is further data and specialization in one or a lot of those areas where suggestions focus and are usually needed either forthwith once high school or within the future, which majorly will depend on a student's career selections. However, notwithstanding a student's path, it takes all 3 of those broad talent sets for college kids to be prepared for a career. Ordinal century high faculties ought to specialise in providing all students a powerful foundation across all 3 areas in order that they are ready for no matter their lives could bring.
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Introduction
The overall purpose of this report is to provide an overview of two primary aspects, usually found in personal and professional development and planning. Those are the individual academic skills and as well as those the employability skills which have been acquired from a period since the begging on the academic year up until this point in time. In light of recent events, there will be an outline of my personal ideas about what academic and employability skills are and how they aid an individual like me in their university and career prospect. 
It is important to note that academic skills are a set of capabilities which are centralised around improving performance in an educational context only (Gresham and Elliott, 1987). Those skills may include paraphrasing and summarising information but also other completely different aspects as simple as time management and mobilisation.
On the other hand, employability skills are said to be a lot broader as a set of capabilities which is universally applicable to all work related contexts from university to work placements and such (United States. Office Of Educational Research And Improvement, 2001). The employability skills are simply defined as aspects like communication, critical consideration of resources available and therefore problem solving capabilities. However, those are not skills which are easily mastered and they require investment of sufficient amount of time and effort into their learning.
Personal Academic Skills
The two skills which will be highlighted as a part of my personal academic learning are time management and paraphrasing and summarising. First of all, time management is the organisation and effective use of time through accomplishment of tasks set for a particular period – which are indeed fulfilled successfully in the timeframe provided (Grissom, Loeb and Mitani, 2015). Paraphrasing, on the other hand, is a form of keeping a text in a relatively same length of wording with the same meaning but written differently (Keck, 2014). Summarising is similar to paraphrasing but it is can be a lot shorter than the initially provided text, all the while the key idea behind the text is kept the same. 
Paraphrasing can be a challenging skill to master as in my personal experience. In the context of any education but especially higher one, it may not be quite enough to mention what you consider the concept of a text to be of – individuals in higher educational settings including myself ought to be ready to give proof from the text itself. This is one of the most basic academic skills which I have had the opportunity to acquire so far in my learning cycle at university. 
There were several techniques which have helped me to become more efficient and effective simultaneously in rewriting texts and pieces of information. Throughout category reading activities, I had to set and get into the habit of underlining or collect specific informative elements of the text which are assumed to support answers to questions, and discuss them throughout the feedback session when the activity take. There is an aspect of self-managed learning where I have learned to individually encourage myself them to not highlight giant elements of text, however instead, offer them a word limit. By reducing the number of underlined words, learners ought to browse the content rigorously to essentially determine the key words and phrases – this has been proven many times (Fowlie, 2015).
Firstly, whenever presented with a topic I would go ahead in reorganising the text and as well as that paraphrasing it. Once this has been achieved, I would analyse the various parts that create it coherent where by mentioned these, I will always write my own coherent arguments on a variety of topics that take my interest. Finally, those arguments are always recited – perhaps to a lecturer, a tutor or a peer, and supply feedback on however logical their arguments are.
Time management was an essential skill that was mastered and has since become one of my biggest strengths thanks to its universal application to both routine and changing circumstances which I may face daily. Time management carries the advantage of knowing that you are never in waste of your time – a process which cannot otherwise be reversed in any way. The organisation and mobilisation of an individual is a reflection of their own disciplinary learning and self-management and the better the timing is, the more disciplined a person appears (Grissom, Loeb and Mitani, 2015). In turn, with highly disciplined individuals it is a well-known fact that they will also be a lot more likely to be reliable and dependable when the occasion calls. 
The biggest motivation for me in fixing my timing and being more organised was the awareness of the beneficial nature of time management done right. Furthermore, I discovered that there is not an actual present technique which will ensure that a given person becomes better in their management of timing as this is in reality all about personal discipline. Although challenging, time management remains as essential as any academic skill and it is an arguable point to state that it is an employability skill as well. 







	


	
HELPFUL
	
HARMFUL

	
	Strengths
	Weaknesses

	

INTERNAL ORIGIN


	· Enhanced time management skills.
· Enhanced organisational skills and quick flexibility in changing environments.
· Enhanced verbal and written communication.
	· Difficulty in paraphrasing texts with the aim of keeping the meaning as similar to the original as possible.
· Consideration of many angles of an argument and a problem to solve but unable to come up with a solid conclusion.

	

EXTERNAL ORIGIN

	Opportunities
	Threats

	
	· Potential for development of leadership skills due to enhanced communication and perceptive attitude tributes.
· Ability to look at every angle in an argument which can serve well in development of collaboration and team working skills.
	· Due to more required time for paraphrasing texts, the progress is generally a lot slower which can hinder progress to be made on time. 
· Lack of problem solving skills or average ones will mean that perhaps leadership roles in a group work will remain unattainable.



Personal Employability Skills
Employability skills are definitely different than the academic ones and arguably a lot more challenging to acquire and work into to develop. I have experienced many more setbacks in my progress to learn skills which are necessary for the workplace rather than the university. The two set of skills to describe in this section are called communication skills and problem solving/ critical thinking skill. Communication is an ability to share a piece of information in a verbal or nonverbal way depending on the way the information is being transmitted (Duszak, 1994). It always occurs between two or more parties and is never single handed. Problem solving skills are the intellectual powers of a person to put two compatible ideas together effectively in order to resolve a given problem fully (Simon, 1975).
The proper communication skills permit you to participate effectively as a member of a team, satisfy customers’ and clients’ expectations, negotiate, build selections and solve issues with others, and usually work effectively with alternative workers (Wickramasinghe and Perera, 2010). This is why I vegan focusing on my collaboration with others through verbal communication that was a difficult area to work into due to the fact it involves more parties. As a person who prefers to work alone on a given task, the fact that a lot more communication was required as a competency was a challenging notion to embrace. 
Well-honed social skills permit individuals to sympathise and build rapport with colleagues and purchasers, resulting in an improved and fewer nerve-racking operating surroundings which are something a single handed individual will not be able to achieve in their time completing a task. This was, perhaps, my most impactful push towards a more sociable and collaborative stance. In additionally meant that I will develop some teamwork and leadership skills in the meantime. 
There are some significant benefits and additional employability skills which are gained as a part of my personal experience such as:
· Emotional intelligence – or the flexibility to recognise, perceive and manage your own and others’ emotions, and use them absolutely to realize the specified outcomes.
· Team-working – the flexibility to figure with others in teams and groups, each formal and informal. Not most are needed to figure during a closely knit team—despite the language employed in several organisations—but the flexibility to perform well in a cluster may be a important talent in most jobs.
· Negotiation, persuasion and influencing skills – these skills all relate to finding reciprocally agreeable solutions to issues or things, whether or not by persuading others that your resolution is best, or finding an improved various by sharing concepts.
· Conflict resolution and mediation – or the abilities needed to resolve disagreements during a positive approach, whether or not your own disagreements or those involving others. These skills are typically underrated till there's a retardant.
· Problem-solving and decision-making – or the abilities required to figure effectively with others to spot, outline and solve issues, together with creating selections concerning the simplest course of action. Of course, it's conjointly potential to form selections and solve issues on your own, however being needed to try to thus with others adds an additional dimension to true.

Apart from the social and more interpersonal aspect of employability skills, there is other a lot more personal tributes to every individual like the outline below – the problem resolution by employing critical consideration of factors and such.
Critical assuming is that the ability to think clearly and rationally, understanding the logical association between ideas (Burchinal et al., 2002). There are three main points to consider when referring to critical consideration. Unless there is a clear model and a right direction, there will be no credibility in the statements invested into the reports and projects written on a task In order to avoid this risk, having critical arguments in class primarily has helped me immensely to develop the way in which I manage to assimilate information and statistical data.
•	In essence, important thinking needs you to use your ability to reason. This is concerning being an energetic learner instead of a passive recipient of data.
•	Critical thinkers strictly question ideas and assumptions instead of accepted them at face price. Those are definitely going to forever look for to see whether or not the ideas, arguments and findings represent the complete image and are receptive finding that they are doing not.
•	Critical thinkers can determine, analyse and solve issues consistently instead of by intuition or instinct.
Recommendations
The area of weakness which I still encounter on a daily basis at university is sustaining pure focus on a task without drifting away from it. The weakness spurs many disadvantages, one of which hinders the formulation of effective argument in light of a recent discussion or presentation of a topic which is necessary. One of the reasons as to why I appear to be more unable to concentrate on a task from longer is the fact that I consider multiple aspects at ones which may be quite different in terms of sphere to consider. In order to combat this in a more effective manner before my final exams, I will organise a group peer study or attend a session in the library where I will be forced to remain on point for a task for a longer period of time. This will aim to keep me in place even when I begin to feel unproductive. As well as that, I intend on carrying a notebook for noting down additional and not always necessary relatable information to university – this will nonetheless remain as a written piece of evidence and I will not be worried that I will forget the momentary idea.
Conclusion
In conclusion, this report focused on employability and academic skills which have been displayed in a reflective personal manner. I have highlighted my strengths and skills which I have developed over time as a part of my planning system to combat any academic weaknesses. I strongly believe that I have the right idea of where my strengths and weaknesses lie and have displayed as well some recommendations for battling weaknesses such as lack of sustained focus.
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‘Time allocated: 1 hour. ledse retur your paer to the lecturer upon completion. It wil be returmed

10 ou 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).

Read the following text and make notes on the main ideas. You can do this on a separate piece
‘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 nto top postions with good intentions, but those often crumble due o the demands — and
perks — of the job. 1 you want to succeed, devote some time and energy to self-eadership, says consutant
Lars Sudmann. Being  leader is a te ke being a parent; beforehand, we have all these rosy visions of how
welre going 10 do i, how Incredible we're Going to be, and how we'l idestep the mistakes that we see other
people make. But when s our turn to assume the role, we find that reaity doesn't match our expectations
or maginations. Sudmann, for example, believed that he would ace his frst leadersivp role. Then, he held
s first major staff meeting, an employee asked a question about the company's emal sgnature, and the
proceedings — and hs command of them — completely fellapart.

After some months, Sudmann reaized he was fghting againstcertan entrenched factors that keep aleaders
from improving. Lke many n the working world, eaders have to0 much to do and not encugh time to do it
they don't clearl think through thei priorities and strategles; and being in a position of power causes them
0 assume that the people beneath them will take care of a ot of roblems.

Sudmann found a potential olution to these “classc leadership problems” in Marcus Aurebus, the Roman
emperor and Stolc philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurellus focused a surprising amount o his energy on mastering sel-leadership. Sudmann has found
this orientation tremendously helful. Below he breaks down three actions that go nto self-leadership.

Firstofall, you need to be aware of your shortcomings; leaders need 10 know all of their biases, prediections
‘and weaknesses. Another dea s to take 5- 10 minutes every day to think abou the challenges you've recently
handled and the ones you'll s00n face. While Marcus Aurelus was fond of reflecting i the evening, Sudmans
Tikes doing this over morning coffee. Questions to pose nclude: "How did my leadership o yesterday? How
would the F ke 10 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 the.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there wil be
‘employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of *reframing’ comes n; stopping and asking yoursel .. on ascale from 1.t0 10, how important i this ssue
vight now? Then, give yourselfa moment to think: ‘How would th leader | aspire o be handie this stuation?”
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Re-read the text To be o great leader, you need to start by leading yourself’ o the previous page.
‘Summarise main ideas from the text in your own words. Write about 175 words.
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return your paper to the lecturer upon completion. It will be returned
t0 you at the next session. You will need to include a scanned copy of this exercise in the form of an
‘oppendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.
Chocolate has always been considered an affordable litie 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 abel 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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