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Introduction 
 
 
My understanding about academic and employability skills means that we as an individual we can develop skills to be able to perform and be qualified for a job in a workplace and grow inside-out of a business. I am gaining knowledge about what its need to have success to get hired by an employee, or to grow in a workplace by learning skills to assume higher positions in a business place. I am learning also about academic communication most precise in writing and its importance and impact in workplace business. In class exercises I been practicing and learning how to do reference, paraphrasing, built reports, case study by using journals or newspapers and communicating and presenting information. I hope to improve myself personal and professional in this module with the lecture help and is teaching.  
 
 
 
Paraphrasing 
Paraphrasing is a key skill to express my own ideas that I have read in my own writing. Is an ability to write what I have read from the original information or source and comprehend and absorb the message and meaning, and then try to re-write it in my own words from what I memorise by replacing words with different words which could be by using nouns, adjectives, verbs and changing the structure of the original argument by only ​choosing the right elements of the original information ​of what I have read without losing the sense and accurately meaning (message) from the original source that I've read. 
 
 
 
 
 

What is a skill?  
 
Skills is the ability and capacity acquired through deliberate, systematic, and sustained effort to smoothly and adaptively carryout to complex activities or job functions involving ideas (cognitive skills), things (technical skills), and/or people (interpersonal skills). Ability to execute something well; expertise. 
 	 
What are employability skills? 
 
Employability Skills is a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is necessary for an individual to get hired or be successful in the workplace. Employability skills can be defined as the transferable skills needed by a person to make them 'employable'. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. 
 
 
What are soft skills?  
 
Personal attributes that enable someone to interact effectively and harmoniously with other people. 
 
What are hard skills? 
 
Hard skills are teachable abilities or skill sets that are easy to quantify. Typically, you'll learn hard skills in the classroom, through books or other training materials, or on the job. Examples of hard skills include: Proficiency in a foreign language. 
 
 
 
 
 
 
 
 
 
 




My personal and employability skills 
 
 
Soft skills 
	leadership 
	teamwork 
	communication 
	Problem solving skills 
	Work 
ethic 
	Flexibility and adaptability 
	Interpersonal skills 

	 
	good 
	good 
	good 
	good 
	 
	good 

	reasonable 
	 
	 
	 
	 
	reasonable 
	 

	 
	 
	 
	 
	 
	 
	 


 
Hard skills 
	Digital skills 
	Case study 
skills 
	Reflective and creative thinking 
	Research Skills 
	Certifications and habilitations 

	 
	 
	 
	 
	 

	reasonable 
	reasonable 
	reasonable 
	reasonable 
	 

	 
	 
	 
	 
	Not enough 


 
 
Communication skills 
	Writing 
	Speaking 
	Listening 
	Reading 

	 
	 
	good 
	good 

	reasonable 
	reasonable 
	 
	 

	 
	 
	 
	 


 
 
 
 
 
 
 
Working with a team 
	Decision making 
	Problem solving 
	Planning and 
organising 
skills 
	Conflict resolution 
	Feedback 
skills 
	Persuasion and influencing skills 

	 
	 
	 
	 
	good 
	good 

	reasonable 
	reasonable 
	reasonable 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
 
 
Time management - punctuality/ using time efficiently 
	Organization 
	Prioritization 
	Goal setting 
	Planning 
	Stress management 
	Delegation 

	 
	 
	good 
	 
	good 
	 

	reasonable 
	reasonable 
	 
	reasonable 
	 
	 

	 
	 
	 
	 
	 
	Not enough 
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Conclusion 
 
 
With this work that I conclude and have learnt that it is very important for the professional success of an individual (in this case -me) possess academic and employment skills, I understand it's crucial for the professional growth of an individual to be able to get a job (hired) where its essential have academic skills to turn into a potential employee needed by an employer looking for a person to assume the job position which he thinks that he needs and required to execute properly the duties of it. As an individual the increase of knowledge and gain of academic skills a person would have new qualifications and skills of work that would eventually turn into a more qualified or expertise professional which it will translate for a positive projection to higher positions of jobs in a workplace (business). 
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Time allocated: 1 hour. Piease 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 gquality. 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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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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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 we4naw it

Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219 \\\‘J/ 3
Paraphrase 1 - acceptable [unacceptab m/. \S IF

Reason: _ B uncnncteacion O e sl e 00 W,

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 they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

e

Paraphrase 2 - acceptable

Reason: 2 G

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 Z_g objective.

e

{ 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 educational institutions "have no soul, no mem 0 conscience". \J
Paraphrase 4 <acceptable / unacceptable ({
Reason:

gl

- 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.”
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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).
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Ex1
~ 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.





