Student Name: Winfred Nakanjako Diane
Student ID: 1905864

Assignment Title: Analyzing my Academic and Employability Skills
BMSW4001 Academic and Employability Skills
Lecturer name: Anita 
Assessment: 1
Contents

3Introduction


4Discussion on the Academic and Employability Skills


4Academic Skills


7Employability Skills


9Conclusion


References
10
Appendix
11


Introduction

By definition, Skill is the capability of an individual to do undertake efficiently. In the academic perspective, skills are the prerequisites for writing, communication, research, summarizing, and networking in institutions of learning. In the framework of a workplace, skills are needed in the realm of problem-solving and decision making (Turner et al., 2013). It needs no resounding for one to realise the competitive nature of the contemporary world, wherein, these skills positively instil value addition independently and collectively in institutions and workplaces. This composition endeavors to highlight essential elements for attaining academic and employability skills. In academia, relevant skills include; writing, time management, research, writing style and summarizing, presentation and paraphrasing. With respect to employability skills, one has to consider; decision making, teamwork and problem-solving abilities. It is quite evident that the entirety of this process avails a profound understanding of the skills necessary for the academic pursuit and the career in the workplace. 
Discussion on the Academic and Employability Skills

Academic Skills
Academic skills cover a wider perception and discernment of the process that involves analysis, research, writing of the reports, planning and managing the study program of the student and rendering an effective presentation (Johnson, 2016). This particular skill is principally developed to enrich study and applicability thereof, for intent of learning. An independent analysis of academic skills is illustrated here under. 
Note taking Skill
The traditional process deemed appropriate for mastering the art of information gathering entails note taking, reading books and articles as well as using the internet for purposes of research. It is also believed that keeping space on the notes helps one supplement existing information regarding a specific topic (Lynch,2004). Application of acronyms and symbols facilitates the process of note taking and cuts down the amount of time invested toward note taking from a speaker. Through this approach, one can easily muster the ability to take notes most appropriately without making reference to the speaker, verbatim. Additionally, one also learns to collect information from books and articles by grasping the gist of the written pieces and highlighting the key points. 
Time Management 
Time management is a basic precondition for one seeking to attain academic skills (Alessandra, 2015). It is a process that alludes to allocation of study time, objectively managing that schedule and using each allocation to greater effect. One is on a course to success after learning to balance the time allocated to study with other life’s activity. This defines effective usage of time. Time can be managed measuredly as highlighted below. 
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Time management process as part of the academic skill
In addition, it is of greater benefit if one prepares an activity log for the process of time management as to enhance academic skills. Time management is assured if SMART goals are outlined, where goals are specific, measurable, achievable, and relevant and time bound. A further emphasis should be set to prioritize​ {Eisenhower Method} time-bound activities and maintain peak time tasks when productivity is bound to remain high.
Analyzing the Literature and Research, Presentation of Findings 
When undertaking analysis of literature pertinent to academic writing requirements, it is Imperative to consider paragraphing as central to the process (Leech and Svartvik, 2014). In the view of Speer and Zoellick, a paragraph of any written content should be divided into three sections, namely; topic sentence, supporting sentences and concluding sentences. This avails ease to understand and interpret written compositions more appropriately. The topic sentence serves as an introductory note to the intended paragraph. In support of the theme and availing a description of the paragraph, supportive sentences are designed. Finally, a concluding sentence winds the essence of the theme or the paragraph where the writer arrives at a decisive end to the argument. This process clearly leads one to appreciate literature and research compilation in general. 
Subsequent to literature analysis and conducting research, one is believed to have attained the awareness of presenting findings using the appropriate writing style. It is however important to remember sentence structuring as a basic element in presentation of findings from the research and analysis process. In the process of compilation, one clearly establishes that four types of sentences are applied in the writing process. These include; short, overlong, run-on and fragmented sentences. This sentence structuring is constituted by one or more clauses (Leech and Svartvik, 2014). It is a certainty for one to improve upon one’s academic writing abilities after understanding the proper sentence structure of a given composition. 
Writing Style and Summarizing Skill
It is highly essential to identify the appropriate report writing style in development of academic skills. Writing an academic essay connotes entails choosing a particular topic subsequent to engrossing oneself in extensive research and analysis as to put forward objective arguments. In the process of report compilation, it is prudent to perceive the context of the theme before anything else. One has to dedicate adequate attention to the question and the topic, as well as understanding the framework in which to formulate the report. Employing a deep thinking on the topic enables the student to explicitly identify the central point thereof. From the foregoing substantiation, one can objectively learn the procedural confusion of reading and notes taking. In evaluation, we realise that data collection avails more argumentatively on the topic and reflects the report as credible material for academic research. When one engages in academic essay writing, they attain the ability to think methodically, partake argumentatively and articulate most applicably on a given topic. However, it is necessary to analyze the report as to establish errors and omissions. This is referred to as the correction process. One undesirable tendency that corrupts the process of composition is Plagiarism. This should be completely avoided as it is a weakness that derails progress in development of academic skills. 
Paraphrasing 
This is a procedure that broadens one’s capacity to research and write upon a given topic based on the writer’s concept. It is the best corrective recourse to plagiarism. In composition, it is acceptable to incorporate another person’s opinion for the sake of augmenting an argument therein. The paraphrasing process implies altering the sentence structure while maintaining the original inference (Bailey, 2015). However, even in paraphrasing, referencing is a precondition that has to be retained.  There are three ways to undertake the process of paraphrasing, namely;
· application of synonyms
· shifting the order of the words in a sentence
· changing the cataloging of words in a sentence being mindful of the original meaning 

Presentation Skill
As in any objective undertaking, preparation is key to presentation of an academic essay. Most people prefer a pre-talk kind of preparation. Usage of different techniques and applications such as PowerPoint facilitate the presentation process. How one embarks on the opening speech, the style of speaking, natural body language, observance of the allocated time and concluding of the speech are learned most adequately (Mike,2006). This particular course is proven to develop individual academic and employability skills. What matters is not being hasty in joining the business world as one employed, but attaining relevant academic skills of writing, data collection, engaging in objective research, adequate reviewing, appropriate presentation as well as establishing positive relations with others. This is the plausible recipe for a prospective team player that can fit any role as assigned in any organization. 
Employability Skills

This skill set is needed to efficiently perform tasks as designed in a work environment. Expressing readiness to put adopted skills to work broadens one’s employment opportunities and empowers one adequately to deliver beyond expectation. One equipped with employability skills is destined to succeed in any area of activity as they will always be self-motivated to aspire more as well as discharging diligently, an attitude much needed in a workplace. 

Teamwork
Teamwork is defined as the performance of tasks by individuals engaging in their activity through a shared framework of views and responsibilities. A spirit of teamwork instills in one a great deal of interpersonal ability to deliver most efficiently. Interpersonal skills facilitate one’s adoption to work in a group at any designated level of action, be it management or at the junior level in any organization. One has to keep in mind that to ensure an effective teamwork environment, there should exist; sharing of views, appropriate communication at the workplace and an unrestricted platform of expression (Belbin,2010). As a team player, one should be able to grant others leeway to express their opinions and to share ideas when deemed necessary. In this regard, it is worthy of deduction to emphasize teamwork as a tenable and integral element in the domain of employability skills. 

Problem Solving Skill
Problem solving skills are paramount in the case of an individual employed in an environment replete with multiplicity of task. It is unavoidable for a workplace to be inundated with a diverse nature of situations that call for creativity and critical reflection in mitigation thereof. Moreover, problem solving is a common workplace proficiency that is much sought by employers in their workforce. With the ability to apply critical thinking one becomes a master in the art of problem solving, no matter how grave the crisis. Therefore, it should always be remember that problem solving skills grant one the ability to reduce uncertainty of performance, to regulate the organization’s brittleness to undesired stress a well as motivating employees toward desired productivity. 
Decision Making Skill
As highlighted earlier, decision making is the utmost quality that a business entity seeks for its employees as a prerequisite for employment. The decision making is most applicable to the senior echelon of an organization. This based upon a known fact that decision making is mainly a privilege of management who are tasked with matters of oversight in a company. 
Communication Skills
Communication is commonly defined as process of sharing information in a manner that enables the listener to grasp the message as intended. It is a skill upon which an objective work environment is ensured as there will exist free flow of information as well exchange of ideas (Baker,2002). As an art, communication transforms individuals to become better managers in an organization which influences growth, and which evidently is also learned as part of the employability skill framework.
Conclusion

This compilation explores the academic and employability skills that the students should adopt and value in their academic and work-related pursuits. Through the span of this entire course, one in a position to make a self-evaluation as to identify own weaknesses and strengths. Furthermore, one develops a necessary tendency which instils an emphasis and awareness of the challenges to be encountered at any given time. From the research angle, one is able to better appreciate the essence of data collection and objective methodology attached thereto. Time management as a skill greatly facilitates one’s capacity to advance and excel at the workplace, as this particular skill teaches the allocation of tasks in an efficient manner. In the course of this discourse, one is bound to attain a deeper appreciation of literature analysis, paragraph reading, sentence structuring, and enhancement of one’s knowledge of grammar as well as clause development. In the same vein, exploration of the academic essay composition as a facet of learning enriches one’s approach to analytical thinking. In brief, the report equips one profoundly in communication and presentation techniques, which are key to realizing the goals and objectives of the course of enhancing academic and employability skills. 
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Cottrell, S. (2003). The Study Skills Handbook (2nd Edition ed.). Palgrave Macmillan.

· Shaun. (2013).                               

https://www.youtube.com/watch?v=eGWO1ldEhtQ Accessed on 31/12/2019.
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How to write a summary. (You tube Video).Available at








