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In October of 2019 I started my studies in University of Wales in London campus. Have gone three months and I have learned a lot of things during this time. In this report I am going to talk about things that I have been taught in Moodle ‘Academic and Employability Skills’. During this time, I have been taught things as communication, employability skills, soft skills, hard skills, time management, team working, plagiarism, summarising. I will analyse more on the next pages.
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The procedure people use to exchange ideas, thoughts, believing etc is called communication. We need at least two people to have communication. We have two types of communication. Verbal communication which is the way we communicate by talking or writing and the non-verbal communication, which is the body language, what we wear, how we walk, eye contact etc. Any action people do to give a message except talking or writing is body language (Griffiths, 2015).
To be clearly understood by sending a message communication skill is very important. 




[bookmark: _Toc28216528][bookmark: _Toc28216573][bookmark: _Toc28216693][bookmark: _Toc28348945]Employability skills 



To do a job right we must have some have some necessary skills to do it. They are categorised in three categories. Basic Academic Skills as reading, writing, listening, maths, science, oral communication etc. Higher-Order thinking skills are skills as learning, reasoning, thinking, creatively, decision making, problem solving. Also, the third category is Personal Qualities. Are skills as a team spirit, punctual and efficient, self-directed, good work attitude, well groomed, cooperative, self-motivated and self-management (Dr Jacquelyn, Robinson, 2000). Employability skills help as a lot during whole life. When I came first in London, I did not know English. The house I was renting was not in good condition, so I wanted to make a complain to the agent. My English was terrible but also, I did not know how to write a right e-mail. He did not respond. I gave him a call and a friend of mine was talking for me to explain how the situation was. Later when I went to the college, I learnt how to write an e-mail. I feel still shame for myself when I think how I use to write an e-mail. 
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According Schulz some of the communication skills are the soft skills. Skills as Critical and structured thinking, problem solving skills, creativity, team working capability, negotiating skills, self-management, time-management, conflict management, cultural awareness, common knowledge, responsibility, etiquette and good manners, courtesy, self-esteem, sociability, integrity, honesty, empathy, work ethic, project management, business management are called soft skills.
Soft skills are important on how to communicate with others, how to manage the time you have available, how to decide about things that might change, or you were not expected.  
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According Doyle hard skills can be taught with books, in the classroom, at work or in course. Some of the hard skills are proficiency in a foreign language, a degree or certificate, typing speed, machine operation, computer programming etc. To have hard skills knowledges gives you an opportunity to have good job and better future.  
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Time management is important in our life such for our studies as for the workplace. People will not want to work with someone who arrive always late on meetings without letting someone know. By knowing our priorities and focus on real goals we can control how to spend essentially our time. Also using a diary is very helpful to manage effectively our time, because we can keep notices what we can do during the day (Morgan, 2017). Being good on time management helps to control the time. Knowing what you must do during the day and how long does each thing take to be done makes you to avoid the stress and pressure.  
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Team is a total of people or animal which have a common goals or targets. Team working is important in the workplace because each person has different abilities. If we create a team with different individuals on the right post, than we can make things happen better and quicker, find solution to problems, find ways when things changing in our workplace, find solution when any member is absence, increase alter to find new demands. The creation of teams in the workplace is to be more effective on selling, to aggregate things, solving problems, to manage projects, to manage companies etc (Ford, 2002).
From my experience in workplace to be a team working efficient must to have a team leader. I am a construction worker. Most of the time we are shared in groups to do a job. Our supervisor announces the teams and the job we must to do. To be the job on time and right, without any accident, as a team we must have a good combination. Good communication and effective team working brings the success at the workplace.
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Plagiarism is the action of using someone else ideas or work as one is own. It is an infraction using someone else ideas or work as ours, first for moral, ethical or technical reason and second because is considered as an academic crime (Blum, 2009). We can do paraphrasing or citation to avoid plagiarism. According Ober writers can avoid plagiarism if they do not copy. Even if you use someone else ideas you must change the words. To achieve this the source, you are using must to be paraphrased. Of using common words or phrases you do not need to use quotation marks or to do any citation. Make sure you stay clear of doing self-plagiarism with copy-paste from one work to another. Before using someone else figure, data or something else and this is not published, before you do this ask always for permission.  
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Swot Analysis 

	Strengths: 

I get acquainted very fast with new things

I do not get stress easy
 
I am not afraid to do changes in my life
 
Good on time management

Interesting to learn new things

Correct on appointments

I never let people down

Good communication with other people

Do not get angry with people fast when they do something which is not likeable to me
 
	Weaknesses:

Pure vocabulary in English language

Difficulty on expressing myself
 
I do not feel confident when I speak English because I do spell mistakes

Must to improve my writing

I feel unconfutable when people around me talk for something and I do not have idea about this

During working with a team to avoid make unhappy my colleagues very often I agree with things that are not looking right to me

Sometimes I repeat the same mistakes 





	Opportunities:

In London are many opportunities of different jobs whatever the country you come from or the origin you have

University is also an opportunity to change my life, the government gives to every single person the chance to change his life by giving student loans

Hard working is rewarded in United Kingdom, something that I have not seen in Greece I use to live 
	Threats: 

Is not easy to me to find a job which gives me the flexibility to study in university

During the studies the incoming every month is almost the half compared with my wage before

With Brexit things may change. Unemployment may increase. Things with universities may change, the few may be higher and the government may not cover any more the students with students loan 
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My personal development plan (PDP)


	What are my big goals?

	Which goals need to happen first?
	When do I want to achieve this goal?
	How can I improve my chases of meeting my goals?

	To finish the university
	To have a certificate of level 4 on October
	In 2023
	I must to pass all my assignments, so I can continue with the level 5, level 6 and level 7

	To change my job
	I must to have a qualification which will help me achieve it
	Hopefully before I finish university or at least when I will have a degree from university 
	I have got to work hard to improve my knowledges, skills so I can feel competent to do it

	To buy a property in London
	I must take a mortgage from the bank
	Within 2020
	I must to improve more my credit score, to have good incoming so the bank can trust me to give me the mortgage 

	To have my own business
	I must learn how to open and manage it
	Up to 2025
	Researching on what is most need to people so I can cover their needs


                                           Table made from student Marigklen Chotza
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Summarising 

Summarising is a short version of longer text. When we do research or present information is important to do it. During reading or listening the notice we keep for the main points (BBC,2011).
Summarising is something that everyone does it. During a presentation, before we give an exam, during reading a newspaper we do summarising to keep the main topic for that we have read or see.
[bookmark: _GoBack]
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Conclusion 

Forgetting things to do was frequency occurrence on me. This course has helped me till now on how to manage my time. I am using diary to note things that I must do during the day. I put them on them on order accordingly on the priority the must be done. On this way I do not get stress as before, most important things always are getting done. Also, this course has help me to be focused on the most important goal I expect in my life. One more thing is that this course has help me to find the way to work on this assignment. 
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In class exercise on summarising with feedback from the lecture attached as pdf.






























In class exercise on paraphrasing with feedback from the lecture attached with pictures.
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In-class exercise 1: Paraphrasing (Oct 291,9[

x.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
e original sentence as possible, using the word in brackets where given. Pay attention to
rammar and make sure what you wr\te matches what is already given.

) There will be a ‘%O?an es around i mounc
he boss_gnno ore U)l% 1 Cj/\o(v\q és O(VOW/J in the office.

) Hekdoesn‘t write to me asfrequently as Iranted \/
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3) We were concerned about her health.

We had some _\reetoriay et (O OIS o(lgo(,d’ l’\e\’ l’\&{@”\

4) You weren't careful, so you made so many jtakes (had) @
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5) The council cut funding so we cop vide,free parking. , ;
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7) It was Mary who stole money. (0\>
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8) He seems well-educated. However, he's not very bright. (although) \g/
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9) Universities place the burden of understanding plagiarism and attribution conventions on

students.
The responsibility for

10) 33% of adolescents who have one baby, have a second baby within two years of the first
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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).

Ex.1 Write a paraphrase of the following passage.

LChocolate has always been considered an affordable little luxury, associated with romance and
celebratnonsjfhereforeﬁ\m/oﬂ revelations that the production |of cocoa in Ivori Coast)involved
child slave labour deeply shocjgectchocolat&cwrs and governments ahkﬂThe USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The

chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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