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1. ABSTRACT

This is a report in related of the module, after the firsts ten weeks we went through the
Module Academic and Employability Skills | am going to demonstrate and analyse the
advance from my understandings and skills learned. Besides in this report | will include
my own taken notes from the lectures, in-class exercises, further and not less important
will be included three articles related to the progress of my future qualifications to reach
my goals.



2. INTRODUCCION

From the module ACADEMIC AND EMPLOYABILITY SKILLS in this report, the aim is to
check my improvement after ten weeks of working in which we have worked to improve
paraphrasing, referencing and summarising.

In addition, I am going to explain and describe the different skills which are needed
academic as employability sector

And to finalized | am going to include three articles which will be analyse by myself
about Management in hospitality industry as is the industry which | am currently
working on and my experience.

| hope after ending this report | will be convinced and direct better my course in my time
at the University that will help me improve my qualifications to better prepare in
Business Management.



3. METHODOLOGY

The Methodology of this report, structure methods, which | used to write this report it
had been mainly from the week by week module.

In this point | am going to include exercises and homework which the teacher gave us to
improve ourselves after explanation on each one every week.

Starting the SWOT (appendix 1) been the first exercise where we describing and
analysing of the personality based on our, Strengths (What do you do well?), Weakness
(where do you need to improve?), Opportunities (What are your goals?) and
Threats(What obstacles do you face?) this analysis is very helpful for a person and for
any small business according the qualities to get better our weaknesses.

The Eisenhower Method (also known as Eisenhower Matrix or Eisenhower Box)
(appendix 2) is a method which help and support yourself to organise your tasks from
the most important to the less important and very urgent to not urgent, need to be
done now as it is critical, what you can still decide with time, what you can delegate s it
not important but urgent, or the last what you can delete because is not important or
urgent.

Then you have To Do list (appendix 3), is very similar as a timetable which help to
organise myself and compromised to try to follow as much | can, because there is always
changes, but with this way | know the most important points or reduce time wastage.

Paraphrasing (appendix 4), with the use of different words, changing the order of the
words in the text and changing the word class (from noun to adverb, from verb to
adjective...) we can translate ant text to our own words with the same meaning but
maybe easy for us to understand after all the changes.

Referencing (appendix 5), we learn how to make a correct reference properly which it
helps to recognise the support of the writer or researchers in your work. We practice in
class how to reference a book, chapter in an edited book, journal articles, newspapers
articles and web pages

Summarising (appendix 6), the same way as we practise paraphrasing in class we did
summarising, we got a text and we had to make another text with own words and taking
the main idea of the text.



4. TYPE OF SKILLS

Skills is something what you can do or you are talent which is needed to do a certain
activity, job or task. There are different types | am going to mention:

4.1 Academic Skills

There are very important skills for a student which are helpful to catch the main
idea not only to will get you for the next level, term ... Also, will support you to
achieve at the current level. Some academic skills are: reading, accountability,
organization, etc.

4.2 Adaptive Skills

This skill helps you in day to day, life skills we using and need it all the time, certain
them we learn it when we independence and we are self-reliant. Examples for the
skills are cleaning, making bed, driving (as you can see is something what everyone
know how to do it).

4.3 Job related Skills

For each different kind of job is different and very often we learn them with the
experience or after someone had explain it. Here we having skills like motivation,
decision making, conflict resolution, etc. (management skills); honestly, Maturity,
Self- confidence (professionalism skills); time management, scheduling, strategic
planning (organizational skills); communication, participation, respect (team skills);
reporting, research, data analysis (analytical skills);



Appendix 1

STRENGTS

-Patient.

-Good and easy to learn.

-Do not regret (anything what i have
done).

-Well organised.

WEAKNESSES

-Get more confidence to meet people
who | am not meeting frequently.
-Lack of knowledge of IT (new
services).

-Lack of education.

OPPORTUNITIES

-Better social life after college.
-Working in business, getting
experience as General Manager.
-Open doors to reach my goal
(Marketing).

-Increase my knowledge (this course).

THREATS

-Stack in routine.

-Do not get my main goal.

-Rising the opportunity of better job.
-Time Limit (compatible to work and
study).




Appendix 2:

IMPORTANT

Pay rent (dead line).

Do course for new license
(work).

Interview new staff (work)
Revision of BOH and FOH
(NFS/CMI soon)

Start gym.

Organise rota for next two
weeks (work).

Schedule network check at
home

Take Appointment with
doctor.

NOT IMPORTANT

Book flights.

Organise the cleaning with my
boyfriend at home.

Organise the bills at home.
Reply e-mails.

Plan meeting with head office.

Check Social Media.

Sleep free time.

Got to restaurants to often.
Buy Christmas gifts.

Do my nails.




Appendix 3

To do list
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Appendix 5
Referencing
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5. FINDINGS

In this section of my report | am going to include the in-class exercises as Swot as |
explain a little bit earlier help us mainly to give a consideration about ourselves in
sectors of our life as strengths, weaknesses, opportunities and threats. Also here | am
including Eisenhower table (you can see in the appendix 2) this table give you a support
for you to organise depending the importance of the things to be done, and urgency
what is needed as we trying slowly to avoid until we get rid of not necessary or
important tasks, with this we can use our time efficiently and do not waste waiting until
the last moment to get them done if we do have time and do not be rushing.

Additionally I am going to include my own research about the articles direct with my
currently job and | hope to get the right qualification and little bit more support for mu
experience in this articles | am trying to explain about Management in hospitality sector
| choose this topic because as i mention before at the moment | am working in this
sector in which | have been growing little by little, ascending little by little and learning
to develop in the business gaining more experience, but still lacking a bit of
qualifications as you learn with the experience even though i think certain qualification
in needed to develop the job in a better way, in this article explain Why do we put up
with so many bad managers? (bbc, 2018), Furthermore, in adding also an article 5
examples of bad boss behaviour (HRGrapevine, 2017) and ending with my last research
80% of employees have experienced bad management (Muller-Heyndyk, 2018).



6. DISCUSSION

At this point after ten weeks of module and analysing all the exercises | can explain how
important is organize yourself and how all of the in-class exercises can support you as |
did not have all this information before, maybe | had integrated with my experience that
is the way how | had to learn it without any explanation.

My own point of view regarding to the time management, the organization of your time,
| can understand the importance of this as is going to help me in my future and career
also same as the exercises paraphrasing and summarising which will be very helpful to
understand for a later explanation for example in my workplace when Marketing is
transferring us some information and we need to inform the servers | cannot do it the
same way, | need to simply and explain the simplest way for the understand surely.

After my research which | mention before this is from a newspaper Why do put up so
many bad managers? (Green,2018) In this article the author is mentioning how is been
working everywhere some people was getting a promotion from just been good at work
even though there are some jobs which are needed certain qualifications and
preparation. However, There are people who can do their job very well in this manner
they getting promoted to be manage another people on their field but they did not have
the preparation for it what is need it, develop the skills academic or employability as |
can see here we need to use some of the skills which | mention before such as delegate,
communication, strategic planning, managing people, etc. No one has the skills or is
prepare without being before taught from someone else or somewhere, that is the
reason why some people who is in charge, manager, they need to go to get prepare
because all of these are not coming from the nothing, exist some people who does not
receive nothing at all and they just improvising then we having as result so many
mistakes no only on them also we can see in the staff so after all of this is going to affect
harder. Exist some managers who does not have the skill of communication and if
something is going wrong with any employee, they can let it go. | think if the people
would have with the right preparation, we can avoid this problem it is the organization
job to put their own staff who is representing the company is the right level and
preparation to develop as much as is possible. This preparation requires time and
support for the company but later the company will success easily, most of the time the
same problem was present but not because someone had the promotion for how good
is doing something that means | can already step up, all of this problems the company
needs to supervise so in someone is good we can send them for a preparation or get the
right qualification and after that.

In my second research from 5 Examples of bad boss behaviour (HRGrapevine, 2017) In
this article we having the most common behaviour of a bad management, exist many
different ways of being a bad boss as HR it is essential the know as soon as possible all
the problems what a manager can be causing and they can evaluate or help in case is
need it. This are some forms of a bad management for example we can give
independence to the employees but always keep an eye on them as they could need
support or we can also give some authority to people who is not ready. Try to be
professional at work no matter if you working with friends or there exists any



relationship because we can get conflicts at workplace be neutral is the best way to
work, so we will not be focusing only on that persons and everyone from the staff
member will feel in the same position. If we giving to someone a responsibility, we need
to provide support and will get a good result as they will be direct correctly. Another
main point as manager we can not only be asking because some people deserve to have
their own life apart from work, and the last but not less important work together with
your team is the best way, if a manager is asking for comments or what do they think
can be wrong the staff will feel more important and can get motivated.

And my last research is 80% of employees have experiences bad management (Muller-
Heyndyk, 2018) there are many people who left their job because of the bad
management, the managers did not have the right skills and knowledge to lead a team.
This bas management it had a different reason, a teacher of psychology mention that
the budget can be and important reason. In this magazine they mention that they not
surprised as there are good managers even though they having some skills missing. May
take time to hire someone to be in charge and ensure that the organisation will be the
correct one. From a teacher the staff need to support the management also, at the
beginning any one is going to be bad after certain time we can consider as they will
change, also the expectation of the managers can be too high but we need to focus in
provide a good training, educate them and develop themselves to make a good
manager.



/. CONCLUSION

In conclusion of my report after having investigated the classes received by our reader, it
helped me to understand and prove myself to understand the skills that | have learned
based on my experience that | have as well as it is different, after this report | can check
the importance of qualifications | feel prepared to be able to continue with my career as
it is my main focus at the moment. Another important point which help me is the
articles as they are cases which are happening in real life and is not only affecting me.
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