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The objective of this structured academic report is to analyse academic and employability skills. These skills will be defined, their importance will be studied and then argued if I possess them or not. This report will focus on seven different skills; Time Management, Team Working, Effective Communication, Presentation Skills, Problem solving, Paraphrasing and Summarising. 
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 “Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people” (Maund, Schriek and Tinkler, 2017, p.47), but understanding what communication is, is not enough, we also need to understand what effective communication skills are. 
According to MTD Training (2012, p.9), “communication skills are the tools that we use to remove the barriers to effective communication”. 
Effective communication is wildly important because people must communicate at a daily basis, and poor communication skills make both the academic and the professional life more difficult.  It cuts off opportunities such as career growth or even getting the job one dreams having. In addition, communication is what influences our day to day interactions with people we know such as family and friends, but also the ease with which new relations are developed.
	At the workplace, communication is, most of the times, what determines if the company is successful or not, that is why the communication must be efficient. The efficiency of communication inside organization impacts the culture, internal conflicts, workplace relationships and employees’ happiness. (Chesebro, 2014).
	I have always been a good listener, although I am not a quiet person, I usually listen more than I speak and I try to understand what the other people are trying to say and how they feel while communicating, but that is a quality that, as far as I am aware, I have been born with. Having live in 3 different countries for long periods of time also helped.
	At the age of 12, I first moved from my country of origin, Romania, to Spain, this meant that I had to learn and efficiently communicate in a different language with people from a different cultural background, while keeping up with my studies. After five years of living in Spain I returned to Romania and tried to learn grammar, vocabulary and get used to get instant feedback from people while speaking, to see if I am making my point efficiently. Last I came to the United Kingdom and had to improve my communication in a language that I wasn’t fully familiarized with. All these experiences helped me to improve my communication skills.
I have also developed this skill attending the Academic and employability skills, and Effective team working and communication modules, thanks to in class exercises.
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Presentation skills are the skills one needs in order to deliver captivating presentations in an effective way to a diverse public. These skills are composed by a big range of abilities, such as an effective verbal and non-verbal communication, appearance of the slides, and a structure that makes it easy for the audience to understand the message, while keeping the interest for the whole duration. (Garbis, 2016)
For students, presentation skills are important in order in order make sure that they transmit to lecturers the message in a way they want to, using both verbal and body language in order maximize efficiency. 
	In the workplace, presentation skills play and even greater role, since it is a must for all leaders, a lack of presentation skills having the ability to lead to unclear goals, and a lack of understanding and motivation for the employees. It is also important for people that want to get be promoted. Not having this skill could make one unsuited for a management role. 
	I have acquired this skill in school and in volunteering projects in which I have been involved years ago and had to deliver presentations, those presentations made me realize that the person speaking has the knowledge of what he or she wants to say, and as far as the information is correct things cannot really go wrong, and if they do, people usually understand and encourage. 
	This skill have been further developed for me in the Digital skills and research methods module, where everybody got a chance to give a short presentation from time to time in order to get used to it, and also from the Academic and employability skills modules, where we have been told strategies to make presentation more efficient, both visually and in terms of behaviour.
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Summarising is the ability of making shorter a large piece of information created by others, while maintaining its essential meaning. Redundancy must be avoided, and unimportant information excluded. For it to be efficient, must be ensured that the receiver is able to understand the whole meaning even without having any contact with the information source. 
	This skill is essential for students, considering that it is useful for in class exercises, assignments and most importantly to “expand and reinforce ideas” (Pavich, 2018). Additionally, it is also a tool for measuring the understanding of the student. If one cannot summarise a topic, it usually means that he or she does not fully understand it, therefore more time must be allocated to comprehend the idea.
	I have first developed this skill as a result of the Academic and employability skills module and practiced it both in class and for my assignments.
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Paraphrasing is the capacity to take information from other people and put it one’s own words, helping to support one’s own point of view regarding a subject. Paraphrasing is achieved by modifying grammar and the structure of text, length of sentences from long to short or vice-versa but maintaining the specialized terminology. Although paraphrasing is sometimes confused with summarising, the differences are that in its case the reader is not required to judge what is and what is not relevant information, nor identify a topic sentence or eliminate redundancy. (Kletzien, 2009)   
	Paraphrasing is important because it is an efficient way of tracking the understanding of a topic but also helps supporting one’s own point of view.
	I acquired this skill at the University and practiced it for both in-class practice and assessments.
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Problem solving

Problem solving it the ability to find solutions for problems and to take decisions in a skilled way. It requires creativity and critical thinking but is not limited to that, further skills being required depending on the problem, some of these skills can be communication, team working, but also technical skills such as engineering, programming and many others, depending on the problem.
On one hand, in the day to day life, problem solving is needed when facing decision that we don’t face very often, such as making political choices, choosing what to study, buying a house or car, dieting or deciding where to spend our holidays. (Maund, 2017)
On the other hand, in the work life, problem solving can get more complex due to their wide range, big companies having to deal with problems in different departments, making this ability even more necessary for the middle and top management of the organization.
I need to improve this skill for both my personal and professional goals. I have realized this not because I have bad reactions to problems, but because sometimes I don’t know what to do so I do nothing at all. What I need to do in order solve problems, is to spend more time acknowledging them, finding several solutions for each one of these problems, choosing what I consider to be the best solution and then implement it. If the problem is solved, do the same thing with the other problems, but if not, try to find a different solution. (Morgan, 2017)
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According to Morgan (2017) time management is “our ability to use our time effectively”. Sadly, time cannot be really managed since we have no control over it, what we can manage instead is how we use it. If time is used in a meaningful and productive way, one can consider that he or she has this skill
 	Time management is one of the most important skills one can have, that is because everything we do require time, and a good prioritization is what makes a difference between a mediocre and a good student at the University, and someone that gets promoted at work and someone that doesn’t. People with a bad time management are usually not only considered unreliable on the professional life, but also by family and friends.
	I sometimes find myself struggling with time management, occupying my time with things that are not priorities, and I start working on those priorities when there is little time left before the deadline. If there is no deadline, I sometimes fail in doing important things at all.
	I need to work on this skill because, having it well developed would help me to be a better student, boost my career and learn new things in a shorter amount of time, avoid stress, also have time for hobbies and other activities without having a feeling of guilt for doing that. 
	In order to improve my time management, I can use methods such as RAC (Record, Analyse, Change) to have a better understanding of how my time is used and replace the time wasters with productive activities. Using to do lists is also a good way of having clear what I need to do, and then I can organize the tasks with the Eisenhower method to know on what to focus first and what to completely avoid.
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Team working is the ability to work together with more people to achieve common goals. Although it sounds easy it involves many other skills, that is because a team cannot efficiently function without a good communication, good goal setting, clear sharing of responsibilities. 
As reported by Tuckman (1965), when a new team is developed, it goes through five different stages, forming, storming, norming, performing and adjourning, and each of them affect interaction among team members, but also their performance together. 
It is a necessary skill because a dysfunctional team lead to bad results, which can have a negative impact both for the organization and for its stakeholders, but also to every individual in the organization, since if one does not have a feeling of belonging, on the long run will become unmotivated, which will lead to worse results or abandon. 
	I need to improve this skill because both the workplace and university is formed by teams. Being a good team member could help me integrate with ease, allowing me to perform and keeping me motivated. I also consider that I need to be a good team member if I want to become a good leader one day, and this is one of my long-term goals.

[bookmark: _Toc17894385]Conclusion

This report analysed, defined and studied the importance of seven different skills, argued what are the benefits of having them and the disadvantages of not doing so. To conclude, these seven skills are extremely important in all areas of life and not having them can negatively influence one’s life quality. It is also important to mention that all these skills can be learned and developed if enough time and attention is directed to studying and practicing them.
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Appendix
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% VRTERTYROR Academic and Employability Skills (ACE) — term 1
% . In-class exercise 2: Summarising

Student Name: MM /6(_ HA/\/GA/ Student ID: jz g) 4 ?/0&3%8

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 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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