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[bookmark: _Toc28186021]1.INTRODUCTION

In this report my discussion will show why skills are so important in life and what is effective way to use these skills in daily life and work. 
What are Employability skills and what is impact of using these skills effectively at workplace.
SWOT analysis and Personal development plan (PDP).
Referencing, avoidance of plagiarism, paraphrasing and summarising.
[bookmark: _Toc27317330][bookmark: _Toc27684831][bookmark: _Toc28186022]2. SKILLS – DEFINITION AND IMPORTANCE

Skills are ability to do something well, using education, strengths, and well organised time.
 Skills are important part, both in daily life and work.
Life skills are ability to deal with daily challenges like well organising home and family responsibilities.
Work skills are ability to manage time, to communicate effectively, to solve problems and make decisions, digital skills, effective team working and much more needed for the workflow.
[bookmark: _Toc27317331][bookmark: _Toc27684832][bookmark: _Toc28186023]3. EMPLOYABILITY SKILS

There are two types employability skills – hard and soft. Using them together lead to successful achievement of aims in work and career growth.
[bookmark: _Toc27317332][bookmark: _Toc27684833][bookmark: _Toc28186024]3.1. HARD SKILLS

Hard skills include technical skills and some specific abilities which are standard for a high level of training. 
Example of hard skills are typing, digital skills, and some specific professions which require profiled education degree or certificate, like surgeon, accountant, optician, computer hardware and software and much more. (Rouse, 2018)

[bookmark: _Toc27317333][bookmark: _Toc27684834][bookmark: _Toc28186025]3.2. SOFT SKILLS

Soft skills are mixture of personal skills that needed employees to do their work effective and to deal with others.
Soft skills include time management, communication, problem solving, decision making, listening, writing, give orders receive orders, manners, flexibility, integrity, interpersonal skills, attitude, responsibility, teamworking, under pressure working, confidence, reliability, adaptability.
Soft skills are individual abilities which matter how certain person reacted in workflow, and what results achieves using these skills. (Whitehead, 2016)

[bookmark: _Toc27684835][bookmark: _Toc28186026]4. ACADEMIC SKILLS
[bookmark: _Toc27317334][bookmark: _Toc27684836][bookmark: _Toc28186027]4.1. TIME MANAGEMENT

Time management is ability to use time effectively, to plan and organize process of activities, so that in less time more work to be done by putting less effort into it. Good time management helps with confidence, success in the career and any aspect of life. (Mind tools, 1996-2019)
Good time management requires some skills like:
Prioritizing – what is the most important and urgent to get done first
 Planning – the time it takes to complete a task
 Organization – what it takes to complete a task (human resources, tools)
 Delegation – who will be authorized to do the task
 Problem solving – if some problem occurs during the task 
 Good time management avoids stress, gives extra time bonus and productivity, leads to career growth opportunities and ability to achieve goals.
Poor time management leads to poor reputation, poor ability of planning ahead,
 poor quality of work, wasting of time, high level of stress – which leads to many healthy issues.
[bookmark: _Toc27317335][bookmark: _Toc27684837][bookmark: _Toc28186028]4.2 COMMUNICATION

Communication is a process of exchanging information, using speech or writing, ability to listen, process and interpret information and follow instructions.  
Communication cycle include ability like writing, speaking, listening, reading, ability to understand, to receive, to give, to follow and to write instructions.
To be able to give instructions need to deliver understandable, clear and specific message; to give time frame; to give alternatives, examples and simple explanations.
To be able to understand instructions need attention, to take notes, to ask questions.
Ability to receive instruction include taking instruction personally, asking for more information, asking for your role in process, if you are unable to do your gob for some reason be clear. (Morgan, 2017)
Ability to write instructions is connected to knowing the audience, use short sentences, put first important and main points, specific and clear instructions with briefly explanations, give examples, avoid jargon, avoid technical terminology, use simply understandable words.
Communication is a basic factor for successful management in organizations and business. It helps employers to manage the process of work, to rule, socialize and motivate employees. Using words, body language, tone of voice or written communication – emails, letters. reports, presentations. helps employers and employees to communicate effectively and to achieve the organizational goals. 
[bookmark: _Toc27317336] 
[bookmark: _Toc27684838][bookmark: _Toc28186029]4.3.  TEAM WORKING 

Team working skills are ability to work in collaboration with others during workflow.
Effective team working includes good communication and listening skills, responsibility, reliability and honesty. 
Teamwork is associated with maintaining good relationships with colleagues, harmony in the team, involvement in problems, awareness of tasks, trust, support and respect others. (Indeed Career Guide, 2019)
Examples of good team working skills are organizing and planning, communication and listening skills, problem solving, decision making, giving and receiving feedback, influencing and conviction skills, reliability and self-confidence, empathy and trust, awareness and collaboration, commitment, motivating and creativeness, acceptance and respect other members, ability to listen and learn (Skillsyouneed, 2011-2019)
The most effective team workers are those who are able to find powerful skills in the team members and use their own to maintain that power.

[bookmark: _Toc27317337][bookmark: _Toc27684839][bookmark: _Toc28186030]4.4. CONCLUSION

In conclusion Academic and Employability skills are significant part of working process and preferred by employers.
Using good hard and soft skills – communication, team-working, time managing at workplace lead to harmony, trust and commitment in the team, which is key factor for successful achievement of organizational goals.
That itself helps in career growth, improving leaving standard and better lifestyle. 
[bookmark: _Toc27317338][bookmark: _Toc27684840][bookmark: _Toc28186031]5. SWOT ANALISIS
[bookmark: _Toc27317339][bookmark: _Toc27684841][bookmark: _Toc28186032]5.1. INTRODUCTION

SWOT analysis is a strategical forecast which helps in defining strengths, weaknesses, opportunities and threats. It useful in person or in organization to find out and use these results in the business strategy. 
SWOT analysis assist in good forecasting in organizations and is a bonus in personal plan for futured development.
[bookmark: _Toc27317340][bookmark: _Toc27684842][bookmark: _Toc28186033]5.2. SWOT ANALYSIS STRUCTURE

SWOT analysis contain four sections – Strengths, Weaknesses, Opportunities and Threats.
Strengths are positive internal sides subordinate to control. In organizations, strengths are advantage for business development and success. Personally strengths are advantage that can be appreciated by employers.
Weaknesses are negative side, that can be changed and improved. They are emptiness in teamwork so that is disadvantage but it is possibly to be changed.
[bookmark: _Toc27317343]Opportunities are external side in personal development and that can be beneficial factor for success in some cases. 
[bookmark: _Toc27317344]Threats are external uncontrollable sides which cause some anxiety and worries. (Parsons, 2018)

[bookmark: _Toc27317345][bookmark: _Toc27684843][bookmark: _Toc28186034]5.3. PERSONAL S.W.O.T ANALYSIS

	STRENGTHS
	WEAKNESSES

	· Confidence
· Sensibility
· Sociability
· Independence
· Reliability 
· Hard-working 
	· Low self-esteem
· Irritability
· Sensibility 
· Shyness 



	OPPORTUNITIES
	THREATS

	· Going to university
· Getting better job
· Getting good salary
· Getting knowledge
· Learning a lot of new things
· Meeting new people



	· Loosing job
· Having autocratic boss
· Having bad-tempered colleagues
· Being betrayed
  


[bookmark: _Toc27317348][bookmark: _Toc27684844]6. RESEARCH, NOTE-TAKING AND GATHERING RELEVANT INFORMATION

[bookmark: _Toc27317349][bookmark: _Toc27684845][bookmark: _Toc28186035]6.1. RESEARCH is a specific source and materials exploration in order to find relevant information on a particular topic.
It is important part of study assessments , academic works, reports, and provides security and reliability of the used data. 
There are four main types of research:
Observational data – this data is based regarding human behaviour and acts through using video cameras and recording information in real time.
Experimental data – this study addresses the measurement of change and its variations in larger population.
Simulation data – this research is about weather forecasting, seismic activity, chemical reactions and economic models.
Derived data – is about research based on using different sources data to create new ones using generalization. (Research Guides, 2019)

[bookmark: _Toc27317350][bookmark: _Toc27684846][bookmark: _Toc28186036]6.2. NOTE-TAKING is an integral part of any study or search for a specific type of information. Effective notetaking involves finding correct information fast, searching for keywords, reading only important information and facts, writing down bullets, using short words and symbols.

[bookmark: _Toc27317351][bookmark: _Toc27684847][bookmark: _Toc28186037]6.3. GATHERING INFORMATION is collecting of information that supports search workflow.
According to Schmitz, T. (2016) the process of gathering information is mach easy if asking right questions , finding the correct answers, finding the specific information by using chapters or table of contents only, using more than one source and concentrating all that information to conclude. (Schmitz, (2016)

[bookmark: _Toc27317352][bookmark: _Toc27684848][bookmark: _Toc28186038]7. PARAPHRASING AND SUMMARISING
[bookmark: _Toc27317353][bookmark: _Toc27684849][bookmark: _Toc28186039]7.1. PARAPHRASING is transmitting the read or heard information in their own words which shows the understanding of the text meaning. It is useful in preparing some kind of academic work – essay, report or relevant document. As text written and published already cannot be used directly it is necessary to be retold, using synonyms and changing the structure of the sentences to avoid plagiarism.
Good paraphrasing includes carefully reading of information, clarifying unfamiliar words meaning, understanding what exactly information shows, using own words  to build sentences similar to original meaning.#
If something in the text cannot be said in other words can be used as a citation and it must be added to a reference list,

[bookmark: _Toc27317354][bookmark: _Toc27684850][bookmark: _Toc28186040]7.2. SUMMARISING is transforming a long sentence with many explanations into a concise one with the same meaning. All that information must be rewritten as briefly as possible, using own words. 
Summarising is a significant skill in writing essay, report or notes taking and it is indicator of good understanding of the information used.
Summarising and paraphrasing are both an integral part with a significant difference. Summarising is a briefly form of a main idea, while paraphrasing is explanation of the same idea in components, using as much information of the original text as need, without swapping the source’s message.
Good summarising needs excellent knowledge and use of paraphrasing to avoid plagiarism. (Bauer Ramazani, 2006)
[bookmark: _Toc27317355][bookmark: _Toc27684851][bookmark: _Toc28186041]8. PLAGIARISM AND REFERENCING
[bookmark: _Toc27317356][bookmark: _Toc27684852][bookmark: _Toc28186042]8.1. PLAGIARISM is copying someone’s work or idea, without their permission and using it as your own.  
Plagiarism can be avoided by summarising, paraphrasing, citation, referencing and using plagiarism checkers
The main forms of plagiarism are:
Self-plagiarism is copying their own works already used for different assignment or academic work without lecturer’s or verifying institution permission. 
Direct plagiarism is stealing or copying somebody else’s work or idea word by word, without using paraphrasing, summarising, citation and referencing.
Patch writing is using synonyms to change the words, without changing original idea and sentences and avoiding citations marks by using phrases of the original text. 
Plagiarism is criminal offence, punished by law with a fine or imprisonment, depending on the seriousness and the sphere in which it was used.

[bookmark: _Toc27317357][bookmark: _Toc27684853][bookmark: _Toc28186043]8.2. REFERENCING AND THE AVOIDANCE OF PLAGIARISM

Referencing is a confirmation that the books, websites, journals or any other source of information you have been used in your academic work belongs to someone else. It is also admiration to the author which idea you borrow to help your work.
Used information always must be referenced, doesn’t matter if it’s paraphrased or summarised and it must be put in a reference list.
If some information has been used directly from the text without changing, it must be marked and after citation must be put its author’s surname, initials, and year of publication in brackets. That information including its assosiated data must be in a reference list as well.
[bookmark: _Toc27317358]Reasons to reference are avoidance of plagiarism, prove your work and it is evidence for your own research.(UNSW, 2019)

[bookmark: _Toc27684854][bookmark: _Toc28186044]9. CONCLUSION

Research, note-taking, gathering information, paraphrasing, summarising, referencing and avoidance of plagiarism are basic and significant part of academic work. They help in writing essay, reports, or other academic work and their purpose is to avoid the misuse of all used information.

[bookmark: _Toc27317347][bookmark: _Toc27684855][bookmark: _Toc28186045]10. PERSONAL DEVELOPMENT PLAN (PDP)

Personal development plan is employee’s assistant that help in reaching career goals and individual development.

	GOALS
	IMPORTANCE
	DEADLINE
	KNOWLEDGE NEEDED TO ACHIEVE AIMS
	PROGRESS

	To graduate the
university
	To complete tasks and terms
	October 2020
	Visit lessons at school, self-study (using books, websites, articles)
	Completed presentation, completed ETWC task, completed ACE task – 1st term

	To improve my healthy lifestyle
	To eat heathy food, to go to the gym 
	indefinite
	Read books and articles about healthy life, to find and
perform online exercises  
	Stopped eat junk food, stopped smoking, go regularly to the gym

	To get better job
	To pass additional qualification courses 
	January 2020
	Attend course lessons, read added helpful materials
	Booked a course
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LONDON Term 1
In-class exercise 1: Paraphrasing (Oct 2019

StudentName:RQQ&Q\N\'\&Q GQDQO("\\QN(X Student ID: /\9\069 LH/f

Time allocated: 1 hour. Please return your paﬂér 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.

Chocolate has always been considered ah affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The 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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In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
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Student Name: \\JQ\{‘QQ\N\'\Q\Q GQD(\ Q/‘Q/U(X Student ID/Group: /{gogiq ]L,f / GL(\O'%J ﬁ/f»

Time allocated: 1 hour. Please return your papef 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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.
First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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a)

Summaries (taken from Study Skills for Academic Writing: Trzeciak &Mackay)

Read the text and then look at the summaries.
Which of the summaries is acceptable?

Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
rising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,” said Acting Secretary of Education Ted Sanders. ‘But
when you take earnings into account, debt should not be a hardship for most
graduates.’

Students are borrowing more money to finance college education
compared with 10 years ago but, when they graduate, their loan payments
are taking up a smaller percentage of their salaries.

A half of all graduates borrow some money, according to figures from the
US Dept. of Education, up from 34% in 1977.

The government has been deliberately shifting the emphasis from grants
to loans, and more students have been forced to take out loans because of
rising fees.

Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977.
The government has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

More money is being borrowed by students to finance college education.
Half borrow some money, compared with 34% in 1977, according to

US Dept. of education figures. The government has emphasised loans
rather than grants and rising fees have forced students to take out the
former. However, when earnings are taken into account, the debts should
not be a hardship for the majority of graduates.

d) More students (50%) are taking out loans to finance college education
than in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Government policy. However, the proportion of
earnings needed to repay the money is smaller,
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