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Summarising
I have included in this report a brief introduction about my skills, the metodology that I have used to analyse my academic and employability skills in this report, a case study with results that I have obtained while using the methods such as in-class exercises, all the academic materials and what I have researched in books and articles reffered to the subject of this report. I have included a disscution and a final conclusion. At the end we have a list with references and all the sources that I have used to finish this report and in appendices I have included all the in-class exercises which I have done during this term.
Introduction
Skills are the abilities of a person who helps at finishing any task or activity which might build the organisation benefited that he or she work for or build him or her benefited. There have to be compelled to sorts of skills and to get one from academy and another from work or employment (Bharathi, 2016). 
The academic skills represents getting organised when I am studying because this is one of the most important step in effective study. Finding time to study is another important skills and Time Management Skills helped me with that. Sources of Information for Study are a hard thing to manage to find because you need to have research skills which I gained during this term by doing both primary and secondary research.Note-Taking is another important one and summarising is a really helpfull skills for that.
Planning an Essay is was a difficult task to do because I have to follow a structure and to finish a report in which I hae analysed myself and my academic and employability skills. That is how I found out that the employability skills can be called transferable skills. These are needed by someone to make them 'employable' for a business. Along with a good understanding and knowledge of a specific subject, employers indicate a set of skills that they want from an employee. Some of them are presenting skills, paraphrasing, summarising, time management, effective communication and all of this I have continuously developed during this term and as well in my experience as an employee at Nesquik.

Metodology
I prepared this report based of what I learned and I have made practical in-class exercises like the Personal Development Plan, how to handle with Time Management: The Eisenhower Method and a SWOT analysis about my skills. According to Stephen Covey from the First Thing First Method for Time Management the Time Management Matrix(Eisenhower Method) helped me a lot with managing my time because I have used it and I observed which activities are important and urgent and which are not a priority. 
[image: ]


The SWOT Analysis is presented bellow and shows my strenghts, weaknesees, opportunites and threats.
[image: ]
Also I have made a Personal Development Plan with short-term, mid-term and long-term goals, skills and knowledge to be learned, I discovered which are the next steps and I start to develop myself succesfully.  I have learned about Paraphrasing and Summarising skills and I have attached all of them bellow in the appendices.
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Paraphrasing means to change the words of somebody else’s work with synonims and to keep the same meaning of the sentences. This is an important academic skill for me because  I learned how to paraphrase some ideas from other people when I was doing this analysis and research of which are my academic and employability skills.

[image: ]
Purpose of the raport
From the opposite purpose, skills may be categorised as personal, inter-personal and skilles that build the individual an additional capability of handling any state of affairs or dealing with challenges. The aim is to create a report about my employability skills and educational skills in their details with the individual examples.
Literature review
During my research I have found a lot of books and publications about the academic and employability skills. From all of those sources I referred two books which are refering to skills concerning my area of analyse. Robinson, J.P. has mentioned concerning about educational and employability skills in his book named ‘What square measure employability skills. The workplace’ in 2000 and he noticed 3 major class and people square measure: basic academic skills, higher-order thinking skills, personal qualities. 
[bookmark: _Toc17668889]Saterfiel, T.H. and McLarty, J.R have  mentioned concerning  some ways and assessing the employability skills in their work about ‘Assessing employability skills’ in 1995 and that they said about employability skills that they are required in order of having any specific job. It is additionally mentioned that  the abilities needs to be transferable , competent and worn out the context of its purpose along with the career goals and professional development.
Reflective report on first week to last 
From the primary week to the last one  I have learned heaps from my space of educational and employability skills and first I assumed regarding  some ancient skills like calculation, speaking, communication skills, learning skills, convincing skills, understanding skills etc. however step by step found that there have tons additional skills that are needed to induce employment  during this competitive age of career (Bharathi, 2016). 
Then I focused on those skills and I have  tried to induce those skills for creating a far better position in the Nesquik business mostly. I additionally understood that regarding the ways for self- management in a high way goes effective with the strengths of confidence. My researches changed my thoughts from initial week until the last week of this term and made me additional interested and determined to  increase my employability skills one by one (Saterfiel, and McLarty, 1995).
Practical exercise
This report is prepared to show my experience at Nesquik and that is informing more about my academic and employability skills. These skills are exceedingly required if a person wants to work in any multinational company therefore  Ihave made a list of the abilities which can be requested for the business.Nesquik is a multinational company which has to deal with diverse sorts of  individuals from distinctive nations which have been developed up through  distinctive societies and cultures and the worker may confront diverse  modern situations  with whom he or she isn't familiar with. Communication is one of the primary required skill in a multinational company and I have gained experience in communicating with different types of individuals.I can make an effective communication with people I just met effortlessly and I can make them feel comfortable in a few moments as I am familiar in 2 dialects: English and Romanian. I am moreover talented in  written communication as I write a few commerce letters. I have summarising and paraphrasing skills gained during this term and which helped me to improve more the way which I am delivering any kind of information for the business.
Presentation skill is another necessity if you are working in a multinational company work and I have been expertise on this since I have completed a lot of presentations on different subjects and concepts in time of my academic life. (Miller, Biggart and Newton, 2013). 
In order to get presentation and leadership skills, I needed to stay really well with time management, to find out what are my priorities, what is urgent to do and what is important, what is less urgent and less important and which one of the activities I am planning to finish and in which order. Speaking of planning, I thing that the Personal Development Plan helped me to reach my short-term goals and by gaining all these academic and employability skills now I can reach with middle and long-term goals.
I have a few of those abilities like authority, communication, quick-learning, understanding, presentation and there are  some of other abilities which I planned to develop when I have made my Personal Development Plan in order to expand my abilities. 




[image: ]

Results
I’ve been gained also experience in business research and enjoyed being involved in team-working which helped me to face all the challenges succesfully and to have a  profound see into any specific issues in Nesquik. Without those challenges there have a few of other abilities that were required for making position for the job that I have dreamed in Nesquik and those are like paraphrasing, summarising, presenting, time management, cross-culture skills and  administration skills and I had to develop those skills over time in order to make myself more competent and to bring a big  contribution to the business. As there have flexible individuals in this kind of business and branches of the association in several parts of the world, I learned how to manage my skills in a chaos situation if it is required and how to make my transferable skills to show to this business that I am employable.
Disscution
Along with these points which I underlined alreeady, I think that is recommended to  create and to continue develop my personal and professional skills  for the employees within the  company since developing my aptitudes I will be able to accomplish my professional goals as soon as possible  (Blaxell and Moore, 2012).  
Conclusion
I think that my position in Nesquik helped me in both  personal and professional development in order to reach my short-term, middle-term and long term goals as I always find an opportunity to gain contact with different people which have  diverse cultures and characteristics. During team-working with those kind of individuals I have analysed their employability skills and I learned how to develop mine gradually. Skills are continuously critical in order to have a job and because I proposed myself an advancement in my career I have to make myself more sure  and devoted in order to gather more informations, and aptitudes over a specific range which have been underlined before  and I committed to realize my goals.
[bookmark: _Toc17668902]
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ToNDoN BMSW4001
In-class exercise 2: Summarising (Oct 2019)

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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LONDON Term 1 .
araphrasing {Oct 2019

In-class exercise

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.
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Section 1- My Goals
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LONDON BMSW4001
In-class exercise 2: Summarising {Oct 2019)

Student Name: EOR“E/ 0] fQNUT 6&&‘&( Student ID/Group: Jﬂl?é(g?ﬁ

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 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 soor face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes daing 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.

Lecturer’s signature: Date:

1|Page

Scanned by CamScanner




image1.jpeg
R vrversiry o waves ———
Trinity Saint David
% London




image2.jpeg
Bbbh CoPNELIUFI906079 A

' ﬂ,@ﬁ_mm&mcvfwfmr : ,be,E/Sf/wow.fﬂ.w/.?ilé.meoaf

o | UREENT | noT UReENT
| "iE'(i'LééeL:i&B__m -~ pgventlon
™ = Emepopneps -_#\).L.g.bl[l.\ke,-

5 - e VA PN e
| oeer] | heame]
A — ALE

W " PRopEel merivgs | —Fepsondl cae
N Lng=mlngre. DEMAND | ReparloNsHP aulibiNg
S =D nlneDRiEN PRopE ~WORKIN & Towagd Sokcs

|
|
Nl — T ReyPHon s ~ [ME.  Wasrepa
- ey Wy
M j
el be cimee] ToNT bo |
0 )
® 2| - Ruong ehlLey EMilts |~ ok rgply
T ~Pepopys —WES =Braypsing
= onsge. ﬁzonE%’jm
N Nbs
i i
e

Scanned by CamScanner




