 Term 1



COURSE TITLE: 		ACADEMIC AND EMPLOYABILITY SKILLS 1
COURSE CODE:		BMSW4001
NAME OF LECTURER:  Lloyd Bharry
STUDENTS NAME:	 Aissatu djalo
STUDENT ID NR:	1908378



















CONTENT:

Academic skills
· Time management skill
· Summarising skill
· Paraphrasing skill
Employability skills
· COMMUNICATION SKILL
· PROBLEM SOLVING SKILL
· TEAMWORKING SKILL
· CONCLUSION
· REFERENCES











Introduction 

This report is used to discuss 6 skills which are divided into 2 sets 3 academic 3 employability skills. The goal is to enhance its importance and how it can be used in day to day life. This report reflects on how effective and helpful these skills are, taking into consideration that they highlight my strength and weakness, it also highlights my experience, competence, and abilities as well as recommendation. This report also reflects in class exercises. For instance, Time management. Personally, during these classes, it highlighted the importance of Time management and as group we were able to identify where we were lacking in this subject. During the program we gain improvement in organising and prioritising course works before deadlines. Just as in paraphrasing also. Prior to starting this course, I had no idea about paraphrasing. I did not have a clue no about its importance and impact in the academic world as well as in the professional world. but with some practice and I have gained some knowledge and understanding on the subject. with this report I can reflection and analysis on my views, if I look back to prior to having this experience I have achieved greater understanding and balance of what I have learned in the past two terms. It represents my personal reflection and not the reflection of others. It concludes my recommendation of where I have deemed improvement necessary.

 Academic Skills
Time management:
According to mindtools.com (online). “Time management” is the process of organizing and planning how to divide your time between specific activities”.
Time management is vital in having control over your time and activities. it is also the ability of managing your time among activities. In today’s world where it seems like we are running out of time on a daily basis due to the fact that everything is on the go, especially the way technology is playing a big part on everything being recorded to an unspecific time slot,  prioritising activities and task according to their importance is vital. Having a good time management allows you to accomplish much more in a shorter space of time, thereby have more or extra time for other activities. It is necessary to have dominion over your time it reduces stress and gain focus and satisfactory results. Time management is the key to effectiveness and success of any business. I have always known how efficient time management prior to learning this particular subject, since starting this program I started familiarising with the subject, it has helped me to prioritise or learn how to organise my activities by their importance and urgency.
I believe it is a skill that I have taken on, but I still need to work and improve on it.
Paraphrasing: 
According to Patricia Vineski study.com (online) “paraphrasing is using your own words to express someone else's message or ideas. In a paraphrase, the ideas and meaning of the original source must be maintained; the main ideas need to come through, but the wording has to be your own”. To understand how to use sources effectively can pose great challenges for undergraduate students for whom English is a second or third language like myself. In this program I have learned to take paraphrasing seriously since it’s a skill that is expected from all student in my program in order to deliver excellent assignment and course work as required. It is vital to paraphrase. It shows evidence of your understanding the information and material used. Paraphrasing is reading as well as interpretation to describe the original words of the writer in your own words. 
Summarising:
Summarising is an important skill in academic writing. It enables you to flaw out the most relevant points from a text or a piece of work then reword them in your own words. This skill is of extreme use academically and as you progress through studies you will find areas where it is applicable both professionally and academically. Possessing this skill, will enable you make good summary and demonstrates that you have good understanding in what you read. According to twinkl.co.uk, “summarising is a brief recollection or account of the main points of a piece of writing, action or event. It typically excludes needless details, remaining short and to the point”.
Before the beginning of this course I used to do weekly report as part of work as a manager during the course of this report I have to summarise by making the most of my time as well as writing main point from the whole week activities. I would say I am familiar with this skill but only learned in dept and recognise it importance during this program because we learned it impact in passing messages across and to the point. It has made my summarising more professional and strait forward. It has also given me confidence in my choice of words when summarising. My greatest desire is to be perfect through this program.

Employability Skills
PROBLEM SOLVING SKILLS:
To have a good problem-solving skill can make a great difference in your career and everyday life. Its fundamental on every professional role, especial to all managerial responsibilities. It plays a great part on finding solution to solve a problem. So, having a confidence in problem solving. A great deal of confidence comes from having the ability to process with the right technique when solving problem, being capable. It comes with great facility to solve problems quickly and effectively. When you lack this skill to find solutions to problems, you will encounter great difficulties.
According to William S. (Cert H. E. 2017). P 180 “Important decision can shape our lives, and our decision quality is improved if we critically and creatively analyse the problem facing us by considering new and different options”. Problems are at the heart of many at work every day. It can be in different shapes or forms. Solving problem such as for a client could be external as well as internal. Problem are crucial because they disrupt a good working environment. 
 According to Oxford dictionary, (May 2019) problem solving is “the act of finding ways of dealing with problems”. This involves researching and proposing suitable solutions to the problem diagnosed. Problem-solving is essential in both terms individually and to an organization.  It enables you to have control over your territory and surrounding. Problem-solving is a matter of identifying the problem then work out the solutions to it best ability. According to OECD, Paris (2013), “problem solving is the basis of many scholastic learning processes and is therefore regarded as a fundamental goal of education”. One of the main reasons of education is to enable the individual with the key to solve problems both at school and in the workplace. Without a sound knowledge on how to tackle problems and come up with suitable solutions, education will have no value.
I have this skill because I can always identify unpleasant situation especially at workplace as part of my role I have to deal with staffs and consumers in this type of environment I am required to be ready and strategic in finding and solution to eliminate any problem surrounding our work place before it affects internal and external environment. 
Communication skills
According to Griffiths B. A. and Dunham E. B. (2017). “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people”. It is part of daily live. We exchange feelings, emotions, and actions daily through verbal and non-verbal means. These are all means of communication. 
· Verbal communication is the greatest form of communication used to get a message across effectively. Verbal communication is the use of words to pass to pass on information. These can be done either by speaking or writing. The content of this form are the words, how they are used and interpreted.
·  Non-verbal communication which involves body languages, mimics, posture, and facial expressions. This method communication shows the importance of communicating or transmitting information without the use of words or sounds. According to Businesstopia. (2019). 80% of communication we do is nonverbal, reviewing and send nonverbal signs such as happiness, anger, sadness, nods, hurts, embarrassment, hope etc.
it is crucial that a good communication skill is maintained at a consistent pace of our lives either formal or informal, good communication skill can be main element to success in both professional and personal life. therefore this skill is vital and can be handy in solving misunderstanding or if one feeling misunderstood in regards to any type of altercation if you possess good communication skills it can be extremely useful as it can resolve the situation by having good argument to calm and solve the problem.
Though I am a communicative person, however working as a customer representative in the last ten years in retail as well as being a university student, I have made communication more active in my everyday live. As for the classes it improves knowledge and understanding where you can communicate with different people of different background and history without being misunderstood or come across disrespectful to others. it is important to differentiate ways of communicating. I have gained most experience and influence in carrying specific communication when making agreements and professional recommendation.
 
Teamwork
According to atlassian.com (2019). "Now more than ever teamwork is what we need to be successful – and these scientific studies prove it”. Teamwork is vital in an existence of an organization and its success, there are numerous tasks within jobs that require to or more individuals to deliver outstanding results. There are great benefits in affiliation of individuals as it can be as beneficial to team members as to the corporation, when people come together to share their skills and knowledge in working with the same objective they can find solution to any problem that is practical and useful for the team subject in matter. others as it increases in chances of gaining skills  ​and productivity when an amount of work is divided accordingly to individuals strengths and skills within the group, it reduces excess  of workloads and it can be delivered with efficiency and within time record. teamwork According to Hoffman (2016), “No matter how brilliant your mind or strategy, if you’re playing a solo game, you'll always lose out to a team”. Either way it can be beneficial for the group members to overall in enhancing their talents by bring together individual experiences, interpersonal skills by creating solid corporation within the group it encourages on a very important aspect of teamwork which is communication. To achieve their mutual objective by encouraging and pushing each other’s. ​Skills and Knowledge in the process of group working, sharing of information is vital. For the group to achieve the greatest result it is important to have everybody’s contribution, skills, and knowledge.”. ​
Working as floor manager I have to work constantly with group of people from different background and age group which have helped in developing this particular skill to the level where I believe I am partial and good listener because it is crucial that as a team members we listen and take in to consideration individual thought and ideas in order to progress together and achieving group objectives and goals. I believe that I have great understanding the importance of teamwork professionally and in my day to day life as a single mother I rely a lot on my family members to help with my daughter when am busy at work or studying. I strongly believe that we can only move forward in every walk of life by working together.

Conclusion:
Skill are useful tools for life. We need them in whatever we do in life.  There is no way to go by live without bring into life our skills, skills play important role in our life either professionally or private.  in every aspect we are expected to show case our skills, some of this life skills we are born with them and some we have to learn and develop them those are called basic skills for example we have a young boy that have never been to professional football academy that can play at home with his siblings and friends this are the skills where you don’t need anyone to teach you this skill. 
having right skills and applying them in the right place is important. They are tools we need to be productive in life. No economy will arise or can be built without it. Education is a skill that is acquired. To build a successful economy you need skilful economic technocrats. Some skills you must learn them. This course has enlightened my view over the differences in skills and their impact and importance, their necessity, and their needs in building modern society. Over these eight months of learning and implementing these skills has shown the importance and relevance of learning them. 
The skills reflected on this report (Time management, paraphrasing, problem solving, summarising and communication) are both academic and employability skills. These skills are thought and acquired through learning. Even if an individual possesses any of the above mention skill, they will have to go to school to improve on these skills. It is practically difficult for an unlearned individual to paraphrase, summarise and manage time perfectly without any form of education or training of doing so.
Why are skills necessary? They are a selling point in the job market. For an individual to be marketable, he must possess a given skill in the sector or job he intends to acquire. To acquire a plumbing job, you must be a plumber. No plumber company will employ someone who do not possess this skill. That is why it is necessary and imperative for skill to be acquired. On like in studying. There is the need to be able to read and interpret the meaning of the stuff you read or to organise whatever academic work that is intended to be presented publicly. Also, in research work. The student must possess a certain quality of knowledge to be able to read, extract, quote, and paraphrase. These skills are learned. According to Dr Julian Hermida. (2009). “Success at the university level mainly depends on existing pre-entry college attributes, including the mastery of some fundamental academic skills. These include –reading, writing, critical thinking, oral presentation, and media literacy. The reality is that most first-year students lack academic reading skills, especially because University-level reading greatly differs from High School reading. Thus, most students employ non university strategies to read academic texts, which results in students taking a surface approach to reading”. By my summation Dr Hermida is correct. This course has taught me to understand that though I possess some of these skills my knowledge was not enough in handling critical arguments or making sound judgements in certain issues. Skill are like manuals, when they are rightly applied it accomplishes the purpose for which it is meant serve. 
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Introduction:
This report will be used to show my learning experience in this Module “Academic and Employability Skills”. It reflects on five topics from the previous term and this term.

Communication:
[bookmark: _Hlk39353714][bookmark: _Hlk39353792]According to Griffiths B. A. and Dunham E. B.” Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people”.  Communication is important because it gives deeper understanding to the forms and norms of how we relate to each other. Either Verbal and nonverbal communication plays a great role both in studying and in the workplace environment. Through this I have obtained a wider understanding of the value of Communication in Dealing, Negotiating and Contracting. I have also gained understanding in its usefulness in handling issues in school and at workplace.  A good communication skill are important instruments in achieving aims and objectives when working with other people. In class exercises and practices during this course has helped most people noticed where their struggle in communication is.  It has also given light to the importance of this course and why it is relevant. This makes it less challenging to recognise people struggling with building up simple or well-structured sentences. It has also given recognition to the fact that some people are generally shy, and others are just generally not able to connect during conversation or contribute to a teamwork. According to the entrepreneuhandbook. (Sept 2019). Online. “Communication is the sharing of information between different individuals. It includes the sharing of ideas, concepts, imaginations, behaviours and written content. It is simply defined as the transfer of information from one place to another. This transfer of information can be conducted in different ways”.
 I am a communicative individual. I engage people quite easily in communication and I am skilful in building friendship with people I encounter, be it in my study or in the University or place of work. I am a good communicator, and this course has given me a wider understanding of the various forms of communication that I always neglected. I have learned to build and improve this skill. I can now deal with people confidently at workplace as well as in school. 


Problem Solving:
[bookmark: _Hlk39353896][bookmark: _Hlk39353841][bookmark: _Hlk39353974]According to asq.org dictionary (2019) “Problem solving is the act of defining a problem; determining the cause of the problem; identifying, prioritizing, and selecting alternatives for a solution; and implementing a solution”. It is the ability to identify unpleasant situation and eliminating them. This is very important to our day to day living. If you are a manager, you will have to make decisions every day to solve problems. According to Williams S. “learning, understanding and applying critical thinking and creative problem-solving skills can improve the quality of the decision that means the most to us”. Thus, every day in our lives we have to make critical decision to solve a problem. We therefore suggest solutions to solve existing problems that comes our way. According to William S. “Important decisions can shape our lives and our decision quality is improved if we critically and creatively analyse the Problem facing us”. When solving a problem, we analyse the problem critically, we weigh the pro and the cons before applying effective solutions.
Teamworking:
[bookmark: _Hlk39354101]Classes gave me the opportunity of engaging into teamworking. Teamworking is the ability of working in a group of two or more people with the aim of achieving a common result.  This topic has given me a broader understanding into the complexity of working with people from different ethnic and religious background. The desire of people putting their knowledge and ability together to achieve a common goal for the benefit of others or a corporation. According to Kozlowski and Bell, (2003) “A team is a group of people who exist to perform organisationally relevant task, share one or more common goals, interact socially, exhibit task interdependencies, maintain and manage boundaries and are embedded in an organisational context that sets and influence exchange with other units in the broader entity.” I understood success and growth can be achieve easily of when people work together with the same mind set and enthusiasm as a team. I understood why teamworking is important and why it is highly in demand in our world today. I have gained a better knowledge and understanding of team structure, its essentials, and relevance. I have also obtained knowledge on why teams are needed in companies and the role they play in production down from manufacturing to distribution of products. I work as a floor manager in a retail sector, it is important to deliver as a team than individuals targets and turn it into a teamwork where we have to deliver within a timeslot which are normally weekly. I coordinate and supervise our employees at work. I believe I am a good team leader.

Time Management:
[bookmark: _Hlk39354159][bookmark: _Hlk39354189]Accomplishing the most you can within a given time frame is important.  Time management is prioritising. Doing what is most important first and the things of lesser importance later. This shows how we intend to manage time.  Live is full of activities and things we intend to do and accomplish but prioritising them and having them done with the specified time frame is most important. According to Peter Morgan, (2017). “Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension”. This module has help me to be more specific in prioritising my activities. I have gained a lot of understanding in evaluating my activities and to deal with those that are of most importance first. This normally depends on its urgency and the time that I have to accomplish it. However, scaling, evaluating and rationing by it importance and preference is of greater importance According to Peter Morgan, (2017). “Prioritisation is the act of deciding which activities to undertake or which goals to aim for at the expense of less important goals and activities”. I have gained a greater understanding on how time is managed appropriately. It allows complicated task to be accomplish within a short space of time.   If time is effectively managed, much can be achieved academically and professionally.

Academic Writing Skill:
[bookmark: _Hlk39354241]Academic writing is a skill used  by lecturers, researchers, and students for journals, academic reports and research accreditations or summaries. According to Sultan (2013). “Academic writing, at least in contemporary Western society, is a distinct style of writing used by those in academia and research communities that is noted for its detached objectivity, its use of critical analysis and its presentation of well-structured, clear arguments based on evidence and reason. (p. 139)”. Academic writing is logical in structure and informative in its nature. It has evidence backed by research reports and results from experiments. Academic writing explores a subject and develop ideas and theories to suggest solution and affirms propositions in its conclusion. It examines a subject from all sides, it proves its implications and give references to sources or database. This module has helped to improved and structure my writing dissertation and academic journal. It has taught me to investigate my primary data and the quality of its research result before publication or submission.
                                                                     


Conclusion:
[bookmark: _Hlk39354404][bookmark: _Hlk39354443]Skills are important. There is no piece of work or task can be accomplished without the individual having a good knowledge on how to go about it. You must have the know how to enable you perform the task. According to Dr. Jacquelyn P. Robinson, (2000). “Employability skills are those basic skills necessary for getting, keeping and doing well on a job”. These skills make the individual employable in the job market. It makes you qualified in the job market. These skills are necessary for a strong and solid economy. Employers will only employ you if you are skilful. They employ only people who bring in solutions to the problems of the organisation. Teamworking, communication and problem solving are very important. It will be difficult to work in a team if you cannot communicate. 
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