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Introduction
Possessing a skill can be defined as having the capability to carry out something well. In order to acquire a skillset, it is required to make a consistent and deliberate effort so that you are able to perform it to the best of your ability. An example of a skill is time management; the ability to manage time in an efficient manner. Such skills are needed in any aspect of life, be it in the field of work or academia. This report aims to discuss and analyse my own academic and employability skills that I have acquired whilst studying. 

Time management
Time management allows employees/students to use your/their time in an efficient manner. Time management is important as this helps you prioritise your daily activities and it ensures that you get through your work on time. 
As Morgan (2017, p. 52) says “being good at time management is vital, crucial, important”. For example, being a mother that attends university means that I have a dual responsibility of taking care of home duties as well as university work. On the days that I have lectures, I must ensure that I wake up earlier than usual in order to get through all my responsibilities at home, such as getting my children ready for school, so that I can leave early to be on time for my lectures. Being late for my lectures means that I miss out on important and key information therefore, I must make sure I am always on time.
Research by George et al. (2008) has shown that there is a correlation between managing time and a student’s success. To develop time management skills as a student for me means I will have to focus more on how and when to finish my assignments that have been set for me, in order to complete them before the deadline. Using Covey’s (1989) ‘Time Management Matrix’, I can use the tool he provides to prioritise assignments by using the two categories he labels as ‘importance’ and ‘urgency’. By fitting my tasks further into his four categories he lists as ‘crises’, ‘planning’, ‘unscheduled interruptions’ and ‘escapes and routines’, means that I can use my time in the most efficient manner. I can also improve my time management skills by using a diary and setting targets for myself in my daily life and then analyse how I have been and can use my time and work towards using it efficiently.

Organisation skills
Organisation skills goes hand in hand with time management, it is how you organise your workload, manage time and resources and prioritise the projects and assignments that have been set. It also requires being able to create and keep deadlines, set goals and meet the goals, decision making and managing appointments.
Being organised is important as it means you will have to be up to date with everything you do, it also helps you meet the target that has been set for you. You will manage time better if all your tasks and responsibilities relating to both academic and personal life are organised and planned. It also means that you well be less inclined to feel overwhelmed and stressed in dealing with the two. 
Starting university has helped me to develop and improve my organisation skills. I have learnt that being organised and planning ahead has ensured that I keep up to date with my work and helps me to stay focused on different tasks without feeling any stress or anxiety. Being organised also means that I can use the time that I have left after carrying out my university work, on myself and do other things for myself. 
In terms of employability, organisation will help me to manage my workload effectively. This will allow me to complete tasks in the order of urgency, whereas previously I would have aimlessly done tasks without paying too much attention on what needs completing. The class exercise has changed my way of thinking when it comes to organising. It has given me a new way of setting out tasks to ensure that my work, whether practical or electronic, are assigned in. It also helps me delegate my time to tasks much more competently. For example, I have now learnt to set my tasks on a timely manner by not restricting my time to just one task and instead doing a little bit of every task so that I can complete all tasks on time and before deadlines.
To accomplish effective multitasking, I can organise my tasks and set priorities in advance as having a clear idea of which task is more important, and when I should complete it, can help in getting multiple things done at once. In addition, I should also aim to group tasks that are similar to one another which can be completed together.
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Communication skills
As Maund et al. (2017, p. 45) states, “tasks are accomplished and relationships are managed through interpersonal interaction”. Being able to communicate effectively means being able to understand each other, work together as a team and have the ability to communicate verbally and non-verbally.It also involves listening to each other, speaking well, observe and empathise. Communication is a very good skill to have as it is “foundational for individual, team, and organizational success” (Kinnick & Parton, 2005 cited by Maund et al., 2017, p. 47). It helps you to communicate with others by letting them know what is happening, whether it be at work or at university. Both forms of verbal and non-verbal communication are important and must be presented in a certain way in order to communicate a message well.
Having good communication skills also requires the ability to listen well. Maund et al. (2017, p. 52) says “active listening is the key to accurately understanding what another person is saying”. Additionally, showing assertiveness is also key so that you are able to express your message directly and this is done by presenting your ideas in a “confident and comprehensive way” (Maund et al., 2017, p. 51). I have learnt that communication is very important as sometimes you may not be understood therefore it is imperative that you speak clearly or it could be that you do not understand what a person in your team is saying to you but you will have to get them to repeat the question several times in a reassuring manner in order to understand what they were trying to say in the first place so as not to create any tension. 
My communication skills were good, but I have improved since attending university as it has forced me to engage in group work and class projects. I still need to be confident when trying to ask a question because if I do not communicate with my lecturers or classmates, I will miss valuable information or may not be able to fully understand or grasp a task and this will affect my work. However, I also feel like the workshops have given me a newfound confidence in dealing with people at a workplace. As I have not been working for a long period of time, I had the fear of struggling to communicate with various people. However, having spoken to people of diverse backgrounds and personalities at university, I am confident in approaching and engaging with people at a work environment. 



Teamwork skills
Behaviour is a key element in teamwork. How you engage with other team members will influence the outcome of achieving your goals as a team. The way a team is formed, is the foundation to an effective team. Different people bring in different sets of skills, knowledge and ideas to create a successful group of team members. Each member will understand their expectation within the team and will be expected of providing results within their role. 
Communication is a crucial skill that plays a significant role within team members. Without this, team members will begin to work individually excluding the knowledge of others. This can create a sense of miscommunication and division between a group. As Katzenbach and Smith (2005, p. 3) state, “the essence of a team is shared commitment. Without it, groups perform as individuals; with it, they become a powerful unit of collective performance”. Therefore, communication is vital for members to collaborate in an effective manner in order for them to achieve their fundamental aim.
Academically, team work has been effective for me by working with and along side other peers. This has helped with my social interactions and my personal development. For example, when working in a group for a presentation, I had to make sure we were all organised and communicated so that all team members were aware and kept in the loop. This was achieved by regularly arranging team meetings and engaging through various mediums such as phone, chat groups and emails. 
Team work in a work place is the key source to successful engagement of completing set tasks and goals. Weekly team meetings are a good start on being organised and involving everyone to be fully updated and aware of all matters and issues. It gives team members an opportunity to feel involved and give their input into ideas.
I can improve on working as a team by not being a leader and being a part of the team instead, allowing others to get their points and ideas across, as well as contributing in team discussions. To work successfully as a team, it is important to maintain positive relationships with team members and develop an understanding of the personalities and roles each member holds. Furthermore, ensuring that everyone in the group is comfortable enough to disagree in a respectful manner is also crucial in successfully working together.



Paraphrasing
Paraphrasing is when you are writing something in your own words from an original idea. When paraphrasing you should keep the original meaning so that the main facts about the original idea remains intact. It also allows you to explain important ideas but in your own idea of script, but at the same time focus on the information that is most useful in making your point.
I have done some in class exercises about paraphrasing and have understood what is and how it is done, as before I was not aware of how to do it. I can improve my paraphrasing as I go along and practice how it is done so next time my work will be improved from before.

Summarising 
Summarising is to give a brief statement of the main points of a piece of writing. The process of summarising is to read a text, make notes, bullet points or highlight the main points and then rephrase that text in to your own words. It should be clear and shorter than the original text.
I have learnt how to summarise a piece of text after starting university, before I did not know how to carry out this process. After having to do it in class exercises, I have started to improve in this area and have gotten a better understanding of summarising.

Conclusion
This report has analysed and discussed the numerous skills I possess and have gained by going to university. Skills that I already have such as that of communication and organisation, I have noticed an improvement in through the many enrichening workshops I have attended. I have been forced to come out of my comfort zone by having to engage in practical activities via teamwork. This has taught and enabled me to engage better with those in my course in a manner that is pragmatic, in order to ensure effective communication for the best outcome. The act of paraphrasing which was new to me allowed me to understand the ideas of others and use it to my benefit where suitable. I have also learnt how to read and sift through academic materials and use that which is relevant for my essay. Through this report I have been able to understand where my strengths and weaknesses lie and in which areas it is imperative I make an effort to develop in. 
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Trinity Saint David Academic and Employability Skills (ACE) — term 1

LONDON . . BMSW4001
In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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Student Name: __ SHALaZA Becrimd  (UNO i Student ID: lg / 8 33 |

Time allocated: 1 hour. Please return your paper 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 your Task 1 (part of the Assignment for this module).

Ex.1

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.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper 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).

Student Name: _ SHACECA Rec ud A0 O N Student ID: RULRAFI

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219 \/

Paraphrase 1 - acceptable Ur acceptable
Reason: _ea ploining ;;; 7 oL ectocokipn

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because the:
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling b'mm
educational future. I/

Paraphrase Z@ unacceptable )
Reason: .

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

P
Paraphrase 3@/ unacceptable >

Reason:

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educationalm/stuutions "have no soul, no memory, and no conscience".

Paraphrase 4/~ acCeptabld,/ unacceptable 9
Reason: ¥

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience."

Lecturer’s signature: bl Date: H,IO‘} [ 20!3
21p





