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INTRODUCTION 
In my report I will be discussing about employability skills; hard skills, soft skills, academic skills, specific skills and technical skills, and the essentials skills I need to do a job. I will be doing a mind tools analysis of my own skills, SWOT analysis and a personal development plan. 
 To do this report I will refer to in-class exercises, textbook, online resources and published literature.
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What is Skills? - Skills are define as the ability to do something well. Skills can form into two categories, Employability Skills and Academic Skills.
 Employability Skills 
  Hard skills- according to Doyle, A. (2019) these are the technical skills I need to do a job. E.g. I would like to do nursing at the end of my studies in university after 3 years. Technical skill is important as I must be able to tell the difference between medications, e.g. antibiotic and aspirin.
 Soft skills- these are also described as transferable skills. They are transferable because they are the important skills that I will use in any job. These are the same transferable soft skills I will take with me from job to job, Whichever career path I may change in the future. And such skills include communication, time management, team working and planning and organisation.
Communication- how is communication important to me in my workplace?
In general, communication is important to me because I must be able to understand instructions and be able to give instructions Doyle, A. (2019). As I am currently working in a care home, it is critical to have effective communication. Especially when handing over to the next staff taking over from me, to let them know exactly where they are in terms of the patients care.
However, communication is also essential in my academic life. It is important to me in order to complete this course. Written skills are important, as I need to be able to write essay’s or reports. to be able to identify formal or informal languages.
Communication is also important for me as an academic skill, because I must be able to present information to a group of people. Verbal communication is important because I must be able to speak with confidence when doing a presentation or working with a group. I had the chance to test my verbal communication skill for a group presentation for my Digital Skills assignment on 19 December of this year, I thought I did well, however, there is always room for improvement.
  Time management- Peter Morgan. (2017) time management is important in the workplace, because when an employer, employs you for a certain number of hours, they expect you to do the job within those hours. We should arrive on time, work our full hours, and produce efficiently. 
In order to do this, I must learn how to manage other aspects of life, my home life, my private life, my hobbies and my academic life. If we can’t manage our time, somethings will have to suffer and eventually you will lose your job.
Time management is very important in my academic life, I must get to class on time and meet deadlines. An e.g. of time management and meeting deadlines is on the 
2nd of January 2020 before 23:59 I will have to submit this assignment. Therefore, I must be able to manage my time well in order to meet deadlines.
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Team working- I need to work as a team in whatever job I do, in order to get the job done. E.g.in my care job, I depend on the chief to cook the meals for me to serve the 

residents with their lunch. Same for my academic life, I need to work as a team to produce group works, to get along with others, to accept each other’s and respect their point of views. Working within a team, for me I find I draw strength from their talent and skills.
  Listening – Maund, Schriek, Tinkler, (2017). Listening is a fundamental and complex part of communication process. In order to understand each other clearly, we need to effectively. When you talk to your boss, your colleague’s, your friends and family, they are likely to retain less than half of the conversation. Poor memories are not to blame; rather, most of us simply do not listen well. To add to add to that diversity, environments and ethnic background makes listening more difficult. In the workplace poor listening can result’s in making mistake, where sometimes cause catastrophe, which can cause you your job. It is important to practice and develop effective listening skills in your personal and professional life.
  Reading – according to Gavin, A and Susan, A Fairbairn. (2001) there are plenty of different types of reading material at your disposal, the internet, newspaper, magazines, novels and textbooks, just to name a few. We will need to access a variety of these sources to fulfil the requirements of our degree. Although we are not necessarily expected to read everything on our reading list, nonetheless we will have to read a great deal of material, and so we may need to improve our proficiency. The material we choose will depend on the purpose we are reading it for. For example; I may read in order to find a piece of information, or to get an insight of the subject to write a literature review, or to find out how to do something. Different reading techniques will be useful at different. Being clear about the purpose for reading will determine which reading technique you choose. Preparation is very important and involves being selective about what you read and the material you find. You need to make plan and determine what you already know, and you need to find out. If you find reading hard at first, try breaking it up into small manageable chunks and gradually increase these as you become more efficient. Rowntree (1976) talk about a systematic reading strategy called SQ3R (Survey, Question, Read, Recall, and Review) which combines the use of these techniques. This strategy is particularly useful when revising and making notes.
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Swot analysis 
	Strengths 

· Verbal Communication



· Communication Skills



· Team Working 




· Planning and organising 




	Weaknesses 

· Written Communication is my weakness I need to strength this up.

· How to respond sensitively and appropriately to the needs of others.

· Need to be more open minded when dealing with changes within a group.

· Taking the initiative to be self-directive in task

	Opportunities  

· I will attend class regular and concentrate more. 

· Learn how to read, present, and communicate in ways others will understand.

· Learn how to build a rapport with everyone

· Learn how to identify and define problems and how to find solutions.



	Threats

· Family, illness or loss of job.


· I may hold back my real thought and feelings in order not to upset others.

· Members may think I am prejudice.


· Taking risk and providing direction for the team.


Table drawn by me
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Personal Development Plan
	
	Short-term goals
What I want to accomplish in the next three to six months
	Mid-term goals
What I want to accomplish in the next six months to one year
	Long-term goals
What I want to accomplish in the next one to two years

	My goals

	To gain new skills to improve my writing.
	Completing and passing my course
	Studying access to adult nursing at Southbank University

	Skills and knowledge acquired
	 Be able to write with confidence.

 Know how to paraphrase and summarise well 
 
	Gaining a level 4 grade in Certificate in Higher Education
	Gain my BSc (Hons) 

	Next steps 

	Doing a lot of research and reading.
	Apply to Southbank university to study access to nursing
	Studying Adult Nursing 

Doing Work placement

	Resources 

	Using my free time to practice.
Talking to my lecturers.
	Continue to get funding from Student Finance
	Family support

Funding from student finance


Table drawn by me
  Research and note taking 
A great way to develop your knowledge is to research and take notes from different sources. That includes using research and note taking techniques. Insufficient or too much information can be irrelevant leaving you feel overwhelm. These situations can be avoided by using the right methods. Rowntree (1976) mention that taking notes and researching will expand your attention. Therefore, it is important to be able to take note efficiently as possible, although few people may have an audio-graphic memory instead of a photographic memory, research has shown that writing things down will help you understand and store information better in your memory.
During your academic path, not every piece of note you receive is worth saving into your long-term memory, as an individual you must decide which one is relevant or not. If the information you gather is going be of use to you in the next 6-12 months, then it is worth practicing it until it is stored in your long-term memory until you need to access them later. If the information is for use in over a longer period, then you might consider just learning it for the time being in your short-term memory without paying too much attention to how you will remember it in the future. This method is 
mention in Rowntree (1976) as “SQ3R”. it stands for Survey, Question and 3R which are Read, Recall and Review.
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  Academic writing-Essays-Reports-using formal language
   Essays are used to assess your understanding of specify ideas and your ability to explain these in your own words. Essays are usually written in a discursive style, bringing together ideas, evidence and arguments to address a specific problem or question. They follow a structure: you will set out your argument in the introduction, build and present your argument in the main body, and should end with your overall key message or argument in the conclusion. Essay take time to complete. You will need to set aside time for the following stage of writing. Thinking about the question, gathering information and ideas, organising your ideas, getting something on paper, writing a first draft, reviewing in the light of feedback or reflection and producing a final draft. University of Leeds (GB)
  Reports- what is a report and how does it differ from writing an essay? Reports are concise and have a formal structure. They are often used to communicate the results or finding of a project. Before you write a report, you need to be clear about who you are writing the report for and why the report has been commissioned. Keep the audience in mind as you write your report, think about what they need to know. For example, the report could be for the general public, academic staff, senior management, a customer/client. Report are usually assessed on content, structure, layout, language and referencing. You should consider the focus of your report, for examples are you reporting on an experiment? Is the purpose to provide background information? Should you be making recommendations for action? When writing a report use clear and concise language, which can differ considerable from essay writing. They are often broken down into sections, which each have their own headings and sub-headings. Both essays and reports are examples of academic writing. You are expected to use grammatically correct sentences structure, vocabulary and punctuation. Academic writing is formal so you should avoid using apostrophes and contractions such as “it’s” and “couldn’t” instead, use “it is” and “could not”. Report structures include a Title page, an Abstract, table of contents, introduction, results/findings, discussion, conclusion and a layout. University of Leeds (GB)
 Academic Skills
   Communication- According to Doyle, A. (2019).
 is apparent in the academic field because you must be able to read, presents and communicate complex knowledge in a way in which comprehensible and relevant to the need of others.
   Team working- we need to be able to engage with our peers, society and individuals, acknowledging their worth without preconception or been prejudice.
  Time management- time management is important in our academic as we must get to lessons on time, we must meet deadlines, complete and submit our assignment on time. in order to do this, we must learn how to manage our time well. Doyle, A. (2019).
6



Specific Academic Skills
For me to complete this course, I need specific academic skills, I need to understand plagiarism, how to reference, how to make notes, how to research and how to avoid plagiarism. 
  Plagiarism- according to University of Oxford study guidance, plagiarism is when you present someone else work or idea as your own, with or without their consent, by passing it off as your own work without giving them full acknowledgement. This rule applies to published or unpublished material, manuscript, printed or electronic form. Plagiarism is a disciplinary offence whether it was done intentional or unintentionally.
Therefore, to avoid plagiarism we must learn how to intext citation and referencing. Other ways to avoid plagiarism is by, paraphrasing. Paraphrasing is writing the idea of another person in your own word. Three techniques we use when paraphrasing is, synonyms where we change word Claus, by restructuring sentences and by summarising where you shorten a passage or a piece of text while keeping the essential meaning.
  Communicating and presenting information- communication and presenting are different, while you can communicate using body language, presenting is formal skill. Presentation skills are the skills we need to acquire if one day you want to become a businessperson. Where in the business world you must sell yourself, be convincing, show confidence, be clear, in order to grab your audience attention and interest. These are some of the presenting skills you need to sell your idea or products.  
  




 Conclusion 
The purpose of this report is to give the reader an insight of my take on the skills I possessed, and the one’s I need to acquire in order to be employed, and through my academic studies. Whit the help of research, in class exercise, analysis of my own set of skills, has empowered me to continue to develop my academic skills as well as acknowledging their importance in today’s competitive work environment.
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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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2. Find three linking devices from the following list to match each of the

headings
below:
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3. Now combine the following sentences using suitable linking words and
8§ expressions

from the list above.

Ao
i) Peter’s going to have to leave early. He wants to get to the bank &**
before it closes.

ii) I've got a huge overdraft. | had all that work done on the roof last e ces
month.

iii) You've already had three warnings. Your work hasn't improved.
iv) We put out all the picnic things. It began to pour with rain. as seon 9
v) The new 600 model looks fantastic. It drives like a dream.

vi) | prefer classical music. My husband loves modern jazz. Cervasy

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repetition.
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Writing paragraphs (from Uefap)

Identifying and supporting topic sentences
Exercise 5
Put the following sentences in the correct order in produce well organised paragraphs.

Paragraph 1

2 a F"?(" a lightweight poster or sign, you can use either offset book stock or cover
stock.

e & b. You'll probably have to take your publication to a commercial printer, however,
since bristol won't feed through most desktop printers or copy machines.

| c. The type of paper you choose for a poster or a sign depends on how it will be
reproduced and how it is going to be used.

% d.‘If you need to create a more durable poster or sign, or create packaging,
5% bristol stock is your best choice.

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2
AA. It's rare, but not unheard of, for mail to go astray.
~b. And many corporate mail servers have had growing pains, too, experiencing
holdups and the odd deletion.
# ¢. On the whole though, you can assume email will arrive.

~ d. However during 1997, AOL and Microsoft Network - to name just the big
players - had severe mail outages resulting in the delay, and in some cases loss,

of email.
# €. In general Internet email is considerably more reliable than the postal service.

(The Internet and world wide web: The rough guide, (1997), p. 15)

Paragraph 3
» a. Time may indicate the importance of the occasion as well as on what level an
interaction between persons is to take place.

% b. The same applies for calls after 11:00 P.M.
¢ c. Different parts of the day, for example, are highly significant in certain
contexts.
¢ d. Our realisation that time talks is even reflected in such common expressions
as, "What time does the clock say?"

United States if you telephone someone very early in the morning, while

{ e.Inthe
the call usually signals a matter of

he is shaving or having breakfast, the time of
utmost importance and extreme urgency.
D:\Morning Mats & admin 2013\Academic Writing\Paragraphs\Writing paragraphs.doc
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Trinity Saint David
LONDON Term 1
In-class exercise 1: Paraphrasing (Oct 2019)

student Name: Nicoretre RoHom  studentin: 19100 S6

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 you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an 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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\/®One out of four adolescent mothers has another bal
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paraphrasing Exercises
adapted from http. //W&‘b.//'uy4cuny.edu/'t;l/purwphrasing,l‘htm

eaning to the five sentences below?

25% of adolescents who have one baby have a second baby within two years of the first baby's birth

25% of babies are born to mothers who are adolescents.

by before the first baby reaches his second

a

birth when their first born is two
ain when their first babies

of the country's wealth.

c. Aquarter of adolescent mothers gives
d. 25% of adolescent mothers become pregnant ag

are two years old

It has been reported that the richest one percent of Americans own 40%

a2 The richest 1% are 40 times as wealthy as the rest of Americans
b. Ifthe gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth

20% of the country's wealth is in the hands of only 1% of Americans

3. 99% of Americans own 40% as much as the richest 1%.

The judge was relieved when the jury was finally ready to announce its verdict
a. When the jury announced its verdict, the judge was relieved.

The judge asked the jury to arrive at a verdict.
3l The judge welcomed the prospect of an imminent verdict

a

The jury welcomed the judge's relief.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than

girls who did not.
ns are more likely to become abusive adults

_ Women who witnessed the abuse of their mother as tee
Women who observed the abuse of their mothers when they were young are more likely to endure

)
s’

abuse themselves.
ere abused as children are more likely to abuse their own children

c. Women who w
ts more readily

d. Girls who testify about maternal abuse tolerate abuse as adull
Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.

write something important

\/@ Martha feels that writing about adolescent problems is worthwhile.
G

Martha believes that the dream of most adolescents is to
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1.
7

\w

N

A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live

astheydonow. DA GrUCAL 0 e local Nerosfapes reforted Hhat
homeless fecpies (GO lve. 8 o ur Curend sevalion than W q Sheitt
Ronny told his aunt that a bear had attacked him, which she found difficult to believe.
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Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of

erawater. Tk 1S QdVisable U one is o\\*\\n'ngJ Hougn the MoV
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Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away

by whites by 1932.

A woman who was nominated by the president to head the department was quickly approved by the
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Student Name: M@L@,{M@m student ID/Group: |A100 S

Time allocated: 1 hour. Please return your paper to the lecturer upon c
to you at the next session. You will need to include a scanned copy of this exar

appendix together with your Task 1 (part of the Assignment for this module)

ompletion. It will be returned
cise in the form of an

Ex.1
Read the following text and make notes on the main ideas. Yo
of paper which you do not have to hand in.

u can do thison a separate piece

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

umble due to the demands — and

Most people go into top positions with good intentions, but those often cr
ultant

perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says cons!
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

reality doesn’t match our expectations

people make. But when it’s our turn to assume the role, we find that
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
o much to do and not enough time to do it;

from improving. Like many in the working world, leaders have to
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 I 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 I aspire to be handle this situation?”

The answer will come to you.

s
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(Advanced English: O' Connell)

COHERENCE & COHESION — more exercises

COHERENCE: A piece of writing is coherent if it is clearly organised and has
a logical sequence of ideas.

n of text is cohesive if the sentences are

COHESION: A paragraphor sectio
ether, and there is o unnecessary

well constructed and well linked: tog:
repetition.

i 8 g .
. L] "
Which of these paragraphs has.a problem with coherence? Which has a

problem with coh%ion?

A
The book | would choose to take to a desert island is a book called ‘Gulliver's
Travels'. It is an amazing book about a man called Gulliver who travelled to
different places. Every place Gulliver went was unusual, unexpected,
unbelievable. In one place horses could talk and think like people. People
lived like primitives. Gulliver lived with horses for a couple of months. He
Jearned many things from horses. In the horses’ society everyone was equal

to each other. There was justice. No one had any advantages.

B
There are many good bookshops for students in my town. If | was going to live
on a desert island, | would take a book on wildlife. That book gives you advice
about how to survive in a desert place. ltis a beautiful island with sandy
beaches and palm trees. You probably have many questions such as where
you could live, what you can eat and how. You will read a real story of 15
children who were loston a desert island until they finally succeeded in
making a new society for themselves.
Writers use a variety of methods to make a text cohesive. These include the
use of: ) b
« Reference words like the relative pronouns which and that; the
personal pronouns he, it, them, her or expressions like the one, the
person or the company to avoid repeating names.
« Linking devices like and, although, while and howeverto provide a -

logical link between sentences and paragraphs.
Synonyms and parallel expressions e.g. people/human beings

.
. e Ellipsis or omission —

e.g. John got 98% in }he exam but | only got 70. (=1 got 70% in the

leaving out part of a sentence to avpid repetition

Cohnesi™

exam);
but my parents did. (= my parents did not

| did not want a big wedding,
want a big wedding)

s
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LONDON Term 1
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.

ocapo

1) There will be a few chanﬁes around in the office. (announce)
The boss QAN e o b e s ) Ir W be SoME in the office.

2) He doesn't write to me as frequently as | wanted.

Iwish Mo ool M“\‘L\ o me ofden

Yo
3) We were concerned about her hant\‘h. /
ool Ley hoatlin
IA s

ento ‘114""
so many mistakes.

We had some _L20¢ 12 ¢

4) You weren't careful, so you made so many mistakes. (had)

M ave. beea cooxe ¢ o \M,\ WM w2uld ©

5) The councll cut fundlng so we could
Because of y>4a Sl 1o Fuod

y QWS v

ot provnde free parking.
r He Gungii

6) His proposal was a axh); as it was too theoretical. (relied) £
His proposal w40~ Oodoe S e vaned €@ Vo eSO L Q0N -
5 - T oy
pecubs

7) It was Mary who stole money.

He accused Y\ A = +.al
R, 3

Ba~lool, \V/ /

8) He seems well- educated However, he's not very bright. (althcugh)
al th nidin e Sup00 oraytp bhe |An~Died

9) Universities place the burden of understanding plagia nd attribution conventions on

students. < e ot
The responsibility for Sktadiend e 0.0, e Pla ! BSon iy s (R0

a second baby within two years of the first

10) 33% of adolescents who have one baby, ha

baby's birth. (third) ; T , : .

A Twaed QD \-SS‘W\% @ea W nonéd danil oy a
Al RArDY \aa% walhey =

Lecturer’s comments: ‘ﬂ.q‘g ,uy o Ok)._—oh- m&&t

N

| |

Date:

Lecturer’s signature:
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