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· Introduction
In the university life I wish to develop my ability for a better position for the workplace and in my lifestyle. I am looking to improve my employability skills. I planning to set up my good goals. What I want to achieve in the next 5 years? Or in the next year …in the next month…in next week or specially today? What exactly goals do I want to achieve? How sure I am if I can achieve the plans? How do I manage achieve the goals? Do I have plenty of time to complete? The key of success is time management.

· Time Management
“The Importance of Time Management is the ability to control our time in different ways and what we do without stress or tensions”. Being in control of time is important in many ways. (in workplace, university, family life etc.) Controlling time is not possible, however we are responsible for the value of time. Before the university I had difficulties to manage my time, not organized at all. So far I learn at the university some tips: Making a list of all the activities for the next day and I will complete by the end of the day, this process must be repeated daily. I start this process and it works very well , now I wake up one hour early and I make a list of all the thinks and problems which I will face.(wake up 6:00 , get ready 6:30 , catch train 7:00, arrive at the university 8:30 , attend the class 9:00 , finish the class 13:15, catch the train 13:55 , arrive home 15:30 , rest 16:30 , search online for more information , play football 17:00 , have diner 18:00 , do some more research 19:00 , go sleep 20:30 etc)Every day  By doing this I trained myself how to be in control of time .Every day is a new challenge an  opportunity to grow up to discover myself . We are all different human beings and we have special gift given, but we must discover what strengths and opportunities we have. Prioritise what is important to you in life, make your life count, save time on thinks that really matter. Invest in friends and family. so don’t have your head buried in your work. Money is not the most ideal think in our lives, ”Better 100 friends than 100 pounds”. The more you have the more you want, I realise that money run away from us.                                
 
                                                                                                                                                                    
· Swot Analysis 
My strengths are: motivated, honest person, reflective thinker, positive, responsible, patient friendly, flexible, calm under pressure. This are the strengths which I am proud.
Motivated: I always improving in me, finding only good in people.
Honest person: I know, to be an honest person is very hard, it takes years and years to build honesty but can be ruin in a second.
Reflective thinker: I am a person who think twice making sure I act smart.
Positive: Always, no matter if the weather is bad.
Responsible: I must complete the task and promises or obligations.
Patient: one of the most effective strength I have, always looking forward by finding solutions and never giving up.
Friendly: I interact easy with colleagues, and teammates. 
Opportunities:  Improving academic and employability skills by study at the university, investing in educations, support financial for professional carrier, gain experience of dealing with people.
I want to take advantage of the opportunities offered to me at the university and to invest in my future career. So far I have not had chance to study and I realized that is never too late to get what you proposed. I wish to gain experience of becoming a good example for other people and encouraging them to do what they like in life. Do not forget about weaknesses I have.
Weaknesses: Not organized, messy with time, unreliable in myself, unrealistic some time, not self-confident.
I look forward to improve my weaknesses by being more careful with time to organize myself well.  also be realistic and learn from mistakes, by asking what can be done better? How do I change it? Mistake is an error that we come to regret. Without such a difficult experience, neither person would have the opportunity to discover truths about themselves. Through painful experience there is a chance to learn and grow.” We should empower ourselves and have some courage to face the unknown. As one door closes, another opens. One step behind two steps ahead”. The success people making mistakes, but they never give up.
Threats: People with better skills and knowledges, never enough time to study, life very expensive, you really do need to work hard and study in the same time.
Me as a student I enter at the university unprepared for these academic demands. I finish high school in 2008, 11 years ago. In university requires more work to improve academic and employability skills not only basic knowledges. It is very hard to study and work in the same time . By planning a list of prioritized tasks can help me. My life is very busy now, especially when I have to many thinks going on. Founding a reasonable amount time for all.
· Communication skills
 How my skills can be improved? This is the question I asked myself when I joined this course and by going through all the lessons I understood that Listening is the main part of improving the skills of communication. Pay close attention to what other successful people are saying and focus on how can I avoid the mistakes they have done it, for me can be the key to succeed. The other way of improving the communication skills is Conciseness by convey my message and make it sorter but interesting for me and for the audience can be in advance of avoiding speaking excessively and avoid confusing the audience. Body language, using the body language accordingly can help me to delivery a better meaning of message. Being confident in what you are saying it is another way of improving the communication skills by maintaining the body relaxed and keep on eye to the audience and make sure I understand the audience impression about my message. Having a Open Mindedness, by possessing this skill helps me to understand the other people’s opinions without argue more then this sympathise with their point and somehow try to get my point across by respecting their opinion. By choosing the medium of communication it is also a skill, some messages can be communicated via email or phone but some of them required conversation face by face. I as a lorry driver using the communication skills is the main part of my job from the start of my shift till the end of it. In case something happen on my way I have to communicate that to the people team and inform them in advance if possible.



· Setting  goals
1 I want to submit my reports on time.
2 Then I want to complete my course.
3 After this course I want to continue to study Business and Accounting for 2 years. 
1 First of all, this week I will try to finish my reports to avoid late submission, but time is very short. I had a difficult time this past 3 weeks, I was working overtime. Christmas Is the busiest time of the year, there are so many activities to do, but I will not give up and I will succeed.
 2 In the second term I will proceed differently, I will do more research I will read more, I will manage the time carefully by take one day off from work.
3 After all, my dream is to play with numbers and I want to study accounting and business. If you want to succeed you need time and energy to self-leadership. Leaders have too much to do but not enough time to do it. One idea is to take 5-10 minutes every day to think about the challenges and problems you will soon face. “Little things matter; in life there’re many times we feel that we are just doing small things and we always want to achieve BIG think”. Even doing  little thinks you can achieve big. We should start from one point. “NO ONE WAS BORN LEARNED.” Write down your thoughts so you can refer back to them and learn from them. Stop and ask yourself: What are the problems and issues you will approach soon? What could I do differently? I must start this prosses from today and to keep going for the rest of my life. The change I will see day by day. I must take an example from successful leaders, by follow they skills and strengths and value of time management. To climb the ladder you must go step by step, however you have to be strongly confident. A real leader needs to lead by example with humility and kindness, sincerity and honesty. 
 
· Conclusion

       
Through this Moodle Academic and Employability skills I can achieve my purposes by focusing on the hard skills and also deciding my strategy of how can I succeed. This Moodle will have a strong impact to gain my ability in my professional career.  The process of learning should be continuous and should continue throughout the rest of my life. I had so many mistakes some painful, some small but the importance is to learn from those mistakes and being humble enough to recognise when you a making them. I am very lucky to have an opportunity to study in LONDON University. I really like the university life, so far I have seen a great potential in myself and I want to continue to learn as many things as possible and to increase my knowledge, I grew up a lot  and at work place  I express myself  more easy and I communicate a lot with people. I have great confidence and I know I can go further and see a bright future ahead. “Your career is a marathon not a sprint”.
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appendix together with your Task 1 (part of the Assignment for this module).

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.

Vro 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.Ifyou want to sicceed, devote some time and energy to seff-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 t, how incredible we'ze going {o-06, androvewedisdesten the-mistakes that we see sther
peopiesmake.But when It 0ur turm to assume the role, we find that realtty doesi't match ous expectations
or imaginations. Sudmann, or example, believed that he would ace his fist leadership rofe. 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 allleaders
from improving. Like many in the working world, leaders have tao 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 willtake care of a ot 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 lear to rally and guide others,
Marcus Aurellus 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.

Firstof all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
‘and weaknesses. Another idea s to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll s00n face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
Tikes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd ike to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts 50 you can refer back t 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 amoment to think: “How would the leader  aspire to be handle this situation?”
The answer will come to you
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Ex.1 Write a paraphrase of the following passage.
Chocolate has always been considered an affordable ittle 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 companes, 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 Iabour to label their chocolate “slave-labour free.” The
chocalate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.
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