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[bookmark: _Toc39502845]INTRODUCCTION

In this report I am going to speak about what I learned in this module, and how I apply this new knowledge to my day to day, with the purpose of improve my image to be more employable and can reach my goals thanks to the new skills and tools that I could learn.
In order to be the most clear possible I will provide in this report my own vision and definition of the facts of this module, supported and referencing some publisher literature, articles or other reports and essays, but as well I will  go through my own use of this facts and how they have change my routines and life style to a better way.

1. [bookmark: _Toc39502846]EMPLOYABILITY, SKILLS

The employability is the ability to obtain, maintain or change an employment if is necessary, this ability is a plus of some points such as: the skills that the employee has; the attitudes; experience; how he uses this characteristics; and of course the context in which he is using this skills for the determinate employment.
Is important to have a good employability in order to have a better employment offer and more possibilities of grow up, for this you need to train yourself and always be learning, improving and gain news skills, this ones are the  capacity to do an action that usually you had previously train or learn.
There are many kinds of skills, from many kinds of activities, and this one is concentrating in types like the ones I am going to explain now.

1.1 [bookmark: _Toc39502847]TYPES OF SKILLS

1.1.1 [bookmark: _Toc39502848]Adaptative skills (Ad)
 Adaptative skills or functional skills, come from where the individuals have done and lived in her own lives, these skills are always in train, in your home and community and are really influenced from the parents in the first periods.
The skills that can have a connection with this area are the self-care; problem solving; social skills; communication skills; the ability of protected yourself; leisure skills, and more skills as well important. As we can see the adaptive skills are necessaries in almost all the Laboral environment due to is mandatory for the Teamwork.
1.1.2 [bookmark: _Toc39502849]Academic skills (Ac)
This skill are gained by learning, this can be at the school, high-school, university, master… or self-taught, and this ones provides you a knowledge that can give you the abilities for become a more efficient learner.
Some of these skills are academic, discourse; academic text strategy; academic strategy; composition and comprehension.

1.1.3 [bookmark: _Toc39502850]Transferable skills (T)
Are all the skills that you have that are good for other sectors and useful for different ambits, for example if you have a good communication skills, this one can be used for employers in different environments like in education for can speak with the students, or in marketing for doing pacts or be in human recourses.
Some more examples of transferal skills or “portable skills” the teamwork, necessary in all most all the workplace; organization; adaptability; dependability; leadership; technology literacy… 

1.1.4 [bookmark: _Toc39502851]EMPLOYABILIY SKILLS
These skills are related directly with the job and change depending of the employment that you are applying for this ones can be learned in or out of the education, and have it this skills do it more employable the person.
The sounder skills of this kind are the communication; the problem solving; initiative; working under pressure; negotiation skills… and all this can be primordial to some employments.

1.2 [bookmark: _Toc39502852]SKILLS

Now I now some types of skills, and I can see that there are some skills that can be in different types, maybe used from different ways but the ground is the same, also having one strong skill help to other one to improve like communication help to have better teamwork. Some of this are:
COMMUNICATION SKILLS: These skills are almost common in all the types of skills, and speaking about the employability is one of the most important and generalize due to is necessary either for speak whit he team or for speak to do a pact with other enterprise or to make an advertising campaign.
PROBLEM SOLVING: this skill is the capacity that you have to face a problem and how you fixed, you can do it understanding the problem or dividing it in smaller parts to identify the issues this skill is as well in different types like in the academic for research assignments or in the employability for solve the complains or in the adaptability fixing thinks in your home using tutorial of YouTube.
INITIATIVE AND ENTERPRISE: this skill helps you to get ahead of the facts and do it before you will be asked for this one you need to be creative and think ahead to the future. Some examples are given solutions for issues that can be but not are yet, do plan for your business and present this ones to the employers without be ask, only for change the way of the business inside of the possibilities, or start to clean in your house without being asked.
TEAMWORK: this is the ability of working with a team that can have different disciplines and do that all the gears fit for achieve a goal this can be apply to the sports, group assignment, a communal work like do a videogame where one can do the programming other the animation, physics, the sounds… but they need work together for that when these parts are together fit perfectly and do a better project.
TECHNOLOGY: is the skill that, means that you are able to use the new software’s and hardware’s that all the time invade all the employment positions and help to do the lightest workload. This skill can be improving via shorts curses, studying looking for internet, with practice… and is necessary for everywhere like in the tills in a supermarket in the photographic studios in the cameras, the business of trading architecture in the tools for the students…
These are some of the skills that we can train but there are more and as well important depends of the requirements of the employment such as: Learning; self-management; organization; numeracy; negotiation; working under pressure and much more.

1.3 [bookmark: _Toc39502853]MY OWN SKILLS

In this part I am going to speak about the skills that I have and the skills that I want to have, one of the skills I am proudest of is my teamwork due to the experience that I had in all my years as a worker and the time that I pass studying, the sector that I more work is in hostelry, there I learned how to work under pressure and how to use the team for that have the best results with the minimum stress,  trying always to leave a good feeling.
My problem now due to speak another language  is that my skills of communication decrease but I’m always keep working and now  I’m improving my academic skills and inside of these ones the ability to research information and knowledge that give me the tools for still improving day to day. 
Another skill that I can use is my knowledge of the technology thanks to this one it’s been always a hobby that I had, also I like to stay always informed about the new software’s and hardware’s that it’s released, doing for me easier the learn and train of the technologic and informatic part of a work or assignment.
2. [bookmark: _Toc39502854]TOOLS

In this section I will speak about the tools that I learned in this term, how I used it some of these methods and my results. 

2.1 [bookmark: _Toc39502855]SWOT

SWOT is a tool that helps you to understand in a realistic way in what position you are, making you think in all the aspects of open a new business whether they are good or bad, you need to be honest in order to be able to see what you need to improve or ask for help or for where you can attack, if you do this being honest is a way to avoid failure.
The different aspects that this tool has it’s within the name itself:
Strengths here you need to ask yourself where your strongest points are and what the others see in that points
Weakness, what should you improve and where are you less than your competitors?
Opportunities, what opportunities you have that your competitors do not, how to use your strengths for improving the business, and how you can take advantage of these ones.
Threats that could harm you or where the competitor can take advantage and what your weaknesses show to the others.


2.2 [bookmark: _Toc39502856]PDP (My use)

Personal Development Plan, is a tool that for me is close to the SWOT but for myself, as well I need to be honest and realistic and I need to put myself some deadlines and objectives to improve my motivations, in this method you need to find your weaknesses and do a plan to turn it in advantages and opportunities.
	
	To Be Developed 
	Goals
	Position Now
	What To Do
	Time Frame
	Evidence of Successful

	Communication
	English language and oral
	Have a good speak and writing 
	Basic-medium level
	increase and improve my learning
	Medium term, 3 years
	Can do a presentation understandable

	Academic Skills
	My academic knowledge
	Finish the university and specifics courses
	First year of university
	Pass successful and take the knowledge 
	Medium term, 3 years
	Have a certificate

	Job Position
	My position in the job
	Manager
	Team worker
	demonstrate my hard work and desire to improve
	Medium term, 6 months
	Upgrade to manager

	Physical and Health
	My body and health
	Be healthy
	disaster
	Start routines and eat better
	Medium term, 1 year 6 months
	Increase my resistance and condition

	Job
	My current job
	Change the sector
	Hostelry
	Finish my studies and have a good cv
	Long term 4 years
	Can live properly with my salary and be happy in it 


 As I was looking when I was reading about de PDP this one is a personal letter for you that need to help you to focus in the problem, then I did a table that adjust to me and do it more easy to look what to do and how.
2.3 [bookmark: _Toc39502857]TIME MANAGEMENT (My use)

This tools helps you to have a routine that you would be more efficient and give you more time to do your task and don’t waste your time  thinking what to do, this ones are really important and necessaries in order to achieve your goals.
In my case during this period I was being ( inspired for a Spanish blogger, development of video games that I follow, that in one of his blogs he starts to speak to how be more productive) looking and control myself in the reference of the time, in first instance I have been timing the time that I dedicate to every action that I do along the day, since being looking for courses or reading the subtitles looking films or cooking, and when I put all together never goes to more than 20 hours, counting as well the sleep time.
And this was because I lost too many time looking to nothing or zooning out in other place or in the social media, and these ones are actions that brings me nothing because it is  better that is stay looking a film or playing video games due to that for me is leisure and it relax me.
Taking out all this extra time I did a routine in where, despite at that I thought, my best moment to start to work or studying is the morning when I wake up because know that the labour that I go to do in the mornings helps me to develop myself and stay closer to my goals is the best way to be able to get up early, is true as well  that I put in practice all this during quarantine time but I will doing the same in a future. 

3. [bookmark: _Toc39502858]CONCLUSION

Then in an overview of all this term I can said that I have improved in the way that I faced the problem, because now I understand that I can do a planning to solve this problem, that go direct to him without study it is a step to the failure, and that stop, look, analyse and understand how I can deal with it taking into account my realistic and honest situation of my advantages and disadvantages is a step to the triumph.
In this term I could as well improve my writing and oral and learn some new tools as a paraphrasing, referencing and summarising, also I could practice some of that ones, like now, in order to be a person more employable thanks to this employability and academic skills.
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Paraphrasing Exercises
‘adapted from Nttp:// web.jay.cuny.edu/esi/paraphrasingLhtm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby WA two years of the s baby's bith

\ /A& 25%of babies are bor to mothers who ae adolescents.
(B One out of four adolescent mothers has another baby befor th first baby reaches i second

bithday.
Acquarter of adolescent mothers gves birth when their st born s two.
. 25% of adolescent mothers become pregnant agan when thei st babies are two years ol

2. 1thas been reported thatthe ichest onepercent of Americans own 40% o the county's wealth.

3. The rchest 1% are 40 times as wealthy as th st of Americans

b, the gap between rch and poor continues o grow a the current at, the rchestone percent wil
500n 0Wn 40% ofthe county's welth.

40% f the county's wealth s i the hands of only 1% of Americans.
199% of Americans own 40% a5 much as the rchest 1%

3. e e vas el when ey was sl ey e s verde.
When the jury announced s e the g was e
5 The udge sk th ry o e verdict.
Th udge wekcomed th prospect f nmminent vrdet.
The oy welcomed he g’ e
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Write your own paraphrase or the folowing sentences:

1 Alocal newspaper clims that 75% of all homeless people donot ke Romeessshlters and prefe o e
a5 they do now.
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