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SUMMARY
This report analyses my development and skills gained or improved related to my Academic and Employability Skills module throughout the first 10 weeks of my course. In addition, the method used when collecting the data for this report includes  in-class exercises, as well as note-taking from my lessons. Additionally, I used articles related to my future career plan which is the human resources management field.



1.0 INTRODUCTION

The purpose of this report is to review my progress throughout my module “Academic and Employability Skills” as well as my in-class exercises which includes paraphrasing and summarising. Additionally on this report I am going to analyse some research that I have carried out on human resources management as is the field I would be interested to study and develop in the future. Furthermore, I am going to talk about the different types of skills required in both the academic and employability sector. I feel that by completing this research, I will be more certain about what I want to do with my studies in the future. Thus, avoiding any doubts or disappointments that might come later on and consequence, retard me from my professional goal.











1.1 TYPES OF SKILLS
There are many different types of skills including:
1. Adaptive Skills
2. Academic Skills
3. Transferable Skills
4. Job-related Skills

1.1.2 Adaptive Skills
These skills are usually described as practical skills, those which help us dealing with everyday situations, as well as controlling our interpersonal interactions and the way we handle ourselves. For example, communication skills, decision-making, 
1.1.3 Academic Skills
These are the skills can be develop throughout our academic life and are used for studying purposes. These skills include: time management, paraphrasing, summarising, etc.
1.1.4 Transferable skills
These skills may be used in different situations. A example of this is good communication and teamworking. Additionally, other examples could be technology literacy, dependability, etc.
1.1.5 Job-related skills
These skills are specific for the type of job. This type of skill is normally acquired depending on the situation. These skills include teamworking, ability to work under pressure, leadership, adaptability.





2.0 METHODOLOGY 

The methodology used in order to write this report was based on reviewing the week by week module, as well as workshops, in-class exercises and homework. These in-class exercises include  (2.1) paraphrasing (appendix 1). Additionally, (2.2) summarising (appendix 2). Moreover, I have included my homework and workshops done in class, such as my (2.3) SWOT analysis (appendix 3), my (2.4) Eisenhower Method (appendix 4) and my (2.5) To-do weekly list (appendix 5). Furthermore, I have added some journal articles and a book chapter related to my future professional field, which is the Human Resources management.
2.1 Paraphrasing consist in re-writing a text by using different techniques such as synonyms, changing word class and changing word order. 
2.2 Summarising consist in expressing the most important ideas in a shorter way
2.3 SWOT Analysis which analyses my personal strengths and weaknesses as well as my opportunities and threats in different fields of my life, academically, professionally and such.
2.4 Eisenhower Method, this table helps organising and managing our time better by classifying urgent and important; urgent but not important; not urgent but important and not urgent and not important, the last one, help us to get rid of unnecessary tasks, and as a result, will help us to save time and effort
2.5 To-do weekly list, this list organise my week for hour, from the morning (7:00 am) until the evening (19:00 pm)
 







3.0 FINDINGS 

My findings includes the Eisenhower table, I found interesting completing this table as it helped me to realise that often we waste time procrastinating our duties or leaving them for the last minute I have attached my Eisenhower table in the appendices (appendix 4). Additionally, I have completed my SWOT analysis. Moreover, I did some research on the professional field that interest me which is the Human Resources. I have also included my To-do weekly list, which help me to better organise my week by time. My first research was a Journal of management on Theoretical perspectives for strategic human resource management (Wright and McMahan, 1992). Secondly, I did some research on The impact of human resource management practices on perceptions of organizational performance (Delaney and Huselid, 1996). Finally, my third research is about Globalizing Human Resources Management (Sparrow, P. Brewster, C. and Chung, C., 2016)
3.1 Eisenhower Table (SEE 2.4; appendix 4)
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3.2 SWOT analysis (SEE 2.3; appendix 3) 



3.3 To-do weekly list (SEE 2.5; appendix 5)
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4.0 DISCUSSION

After reviewing all the evidence provided, I am capable of understand time management and its value in both the academic as well as in the employability field. The aspects studied during this module, such as paraphrasing and summarising and the different employability skills learned are going to be useful in my future career as well as in my academic development. 
Also, the evidence I have discovered widened my knowledge into the human resources management field. Including my first research which is about strategic human resources, a new discipline which has been implemented into the strategic management process. This journal article aims to provide a better guide for strategic human resources management (SHRM) and also giving a well-explained definition of its meaning and differentiate it from human resources management (HRM). In order to understand the difference between SHRM and HRM firstly we need to understand what does human resources management mean. Human resources consist on the different techniques used in an organisation to manage people. Organisations have became more and more attracted to the idea of strategic management. According to Schuler and Walker (1990) human resource strategy refers to short-term goals in the business needs. Schuler (in press) claims that SHRM refers to all the activities that have an influence on the individuals and the way they present the strategic needs of the company. After reading and analysing this article, I can tell that I have enhanced my knowledge on the practices of human resources from a strategic perspective. Moreover, this article includes a diagram on the different techniques used in human resources which helped me to have a better view and understanding of them, such as skills, abilities, etc. 
Next, my second research which is about The impact of human resource management practices on perceptions of organizational performance (Delaney and Huselid, 1996). This journal tells that recently, most of the companies have been looking for new techniques in order to enhance their progress into the human resources performance aiming to increase their global competitiveness. Depending on they way an organisation manage their employees, it will have an influence on the organisation performance. In recent years, studying and analysing the impact on HRM has became more and more popular. This research includes evaluating the performance effects of certain HRM techniques, training, for instance. Even though most of the studies have had a positive impact between the HRM practices and perceptual and objective measures of the organisation performance, Levine and Tyson (1990); Wagner (1994) have expressed some concern because the results may not be accurate due to methodological difficulties. However, the theory is mostly classified as optimist due to the potential for progressive HRM practices to improve the performance of the company and its employees. The first hypothesis is about Progressive HRM Practices, including the ones that affect employee skills, employee motivation and the work structure. This hypothesis poses that progressive HRM practices have a positive effect on the business outcomes. Although, these mechanisms may differ from practice to practice. The second hypothesis proposes that complementarities or synergies within progressive HRM procedures will have a positive influence on the business performance. Finally, it has been widely asserted that people is the key to the success of a firm performance, as Peters and Waterman (1982); Pfeffer (1994) state. The evidence obtained in this investigation have suggested that these assertations are reliable. Overall, relying on the first hypothesis and the results obtained, we can tell that progressive HRM practices such as training, staffing and incentive compensation are positively connected to perceptual measures of firm performance. However, the results obtained from their research did not support the second hypothesis about the assertion that synergies between HRM practices increase the organisation performance, as they were not able to measure complementarity among organisation’s strategy and HRM practices. Nonetheless, they cannot prove whether their outcomes were a product of poor measures of this conduct or the lack of presence of its impact in the sample. Additionally, some studies have considered relevant issues related to whether organisations use HRM practices correctly or not. Consequently, the development of measures of HRM techniques is one of the main challenges to those who want to develop this line of research. Personally, after reading and analysing my second research, I am more aware of the importance of the human resources management within an organisation and how not having a good human resources management will have an impact on its performance. Furthermore, this article shows that if the practices are not accurately applied, the firm-level outcomes may not be as expected.
Finally, my third research is about Globalizing human resources management (Sparrow, P. Brewster, C. and Chung, C., 2016). Recently, the role of international human resources has been increasing, due to the new technologies implement. Thus, transforming geographic and organisational structures. As a consequence, organisations have noticed that without international interaction, with foreign businesses and customers, their future progress may be affected. Any business, whether is small or massive, are noticing how fast competitors and customers are increasing, because of the use of new technologies, online shopping, for instance. 
Businesses will have to adapt and change in order to stay in the market and keep their prosperity. Looking ahead to the near future, the highly increasement of online businesses is having an influence on the flow of services provided by businesses. As a result, this causes an impact on the human resources management. In this context, managing employees through the internet is not one of the biggest of the concerns for the company. Alternatively, thinking in an international way is one of the biggest underlying shift for most of the businesses. They are constantly looking towards innovations and inventions in order to remain in the market. Hence, firms have started to change internationally their requirements for new employees. Overall, this article explains how the technology used nowadays and e-commerce have had an impact on the way businesses operates, and therefore, their human resources management has had to be reprofiled in order to remain actively in the market. 
















5.0 CONCLUSION 
Once analysed and interpret the journal articles previously reviewed along my own work completed I am able to conclude that the best way of know what I want to become in the future, requires previous research which allows me to corroborate if Human Resources is really what I want to do.
 On the other hand, this module has given me the opportunity to recognise my own academic and employability skills in order to confirm that I am in the right path towards my professional future.
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7.0 APENDICES
7.1 Appendix 1 (in-class exercise 1: paraphrasing) 
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Appendix 1 (in-class exercise 1: paraphrasing) continued
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7.2 Appendix 2 (in-class exercise 2: summarising)
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Appendix 2 (in-class exercise 2: summarising) continued 
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7.3 Appendix 3 (SWOT Analysis) 
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7.4 Appendix 4 (Eisenhower Method)
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7.5 Appendix 5 (To-do weekly list)
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SWOT




STRENGTHS
1. Well-organised
2. Enthusiastic 
3. Customer service experience
4. 2 Languages: Spanish and English




WEAKNESSES
1. Low self-confidence 
2. Lack of experience in my professional field.
3. Lack of education/
knowledge


OPPORTUNITIES
1. Working and dealing with different experiences everyday 
2. I am enhancing my education everyday by completing my course.





THREATS
1. Competition: English as a second language.
2. I am a weaker candidate in the business market.
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Name: Veronica Monroy





image4.jpeg
F v

i YOl sk % :aanyeudis 5,494n997

« ypeeniatr - ;
T Uwvn Ay ASSA EZRLY \\c v
R Y S v Uiy JACY T iswawwod sJaingdl

BN NG s &= =y A0V ek

DOy /o™ S O Ko e\ SR o N IO
SOED \SHo oS COURg OISR O S0 SSeSe==y
e G I VUGN SR i VAN T
IES) — SRS (. © OO S S SRNP S o
FEe >0 shane SES XX S ONRSONGERRE

OOy SO>S o N SO SO SNXoOANET TS
SN == é/bAOO/N/IUC(z (ZCA&/W/,O\W‘/ =) WQJ(YJO/V/Y/‘U
INRRISSO_ AN BRSSPI e e S
MX/ny/rvdZwO S IO Srooso e ST e\ D
S SURROSY eete, SITA SR SC SRo%s Sxom

B == =5 St of oRy YOO\ S Sees
Ao NS N, oonsD S //V»/J//k\uﬂwe@ XX %Oj
e e N ek dted S e N ST ooy

o) e\ SoN ‘MAU/OJDCAU %O/y? PER SIS

1noy 5130Npoid 218|020 SAI8 pInoMm 1ey3 [000104d [euOiEUIRUL UE O} paa.e Ansnpur a1ejosoys
Syl 234 INOqE|-3AE[S,, 212|020 1Y} [2GE| 03 IN0GE| P10} InoyIMm padnpo.d sem 3e1030ya Jiayy
~ 1ey3 an0ud pinod oyMm saiuedwod Huwuad 0} paieald 2q spaepuels 1eys uinepuew uonesisa) passeq
SN AUL e SjUBWILISAOS PUB SIBWNSUOD ‘sajuedwod 93e|0204d wmv_uo:m Aidaap unoge) aneys pjiys
OAUI 15200 AIOA| Ul BO20D 30 uononpoud 3Y3 1By} suone|aA] ‘TO0T Ul 210J213Y] “SuoReiqgajas
uewos yum pajenosse ‘Anxn| 3l ajqeployje Ue paIapIsuod u9aq sAeme sey iejosoy-
e -agessed Suimo||o} 3Y3 Jo asesydesed e Aum X3

'saa130e1d SAISNGER Wi 03 s1eak





image5.jpeg
:31eQ \/K\J :ainjeusis s,494n3997

/

Pi O Al oy

:SjUaWIWOI S,494N3397

. ¢ S Sore v 2wk e ey

f}N»vr/.Q/ =IN /)Oﬂ\bn./ 200 OV ourn N ﬂr/(/«ﬁ
(p21y2) "yig s,Aqeq

15114 BU3 JO SIEaA OMY UIYIM Ageq puodas e ey ‘Aqeq aU0 dABY OYM SJUBISBIOPE. JO %EE (0T

u© Gy < - i = \

B o= o oa e 4

B e XE SN SCOOET X SN <aNYSXeN SRR Aol
KR ‘sjuapnis

pun jo uaping ay3 dde|d sanisiaAILN (6

Al or

T =3
w/v,vu/ V\ WJ/ / Em:o.‘_u_mv ysuq AJan 10U S,2Y USAIMOH "PIIEINPS-|[aM mfcu.V\.wM WI (8 \J
% - =

NN~ e ~oON. 5O ONO\N Ppasnade ay

“Asuow 8]03s oym Asepy sem 3y (£
S ~2doRE 3 e
: E = ARG |esodoud
./O/v ﬂ =~ \NXDJ\VV %m__m: 4_muWMEw£ 001 Sem 1l Se E:_Mu e sem jesodoud m_ImM“\ﬂ
3y xod @4y © ok v,ﬁ.ﬂ
z j0 wm:wumm\\u

RO X (o =) o
-gupysed 9314 apiaoud Jou p|n0d aM 0 Suipuny 1n2 j1DUNOY 3yl (s

UO SUOIIUSAUOD UoIINGLI1Ie pue wsieiSe|d Suipuelsia

E 1w Auew 05\ 32 o w NOA 0s ‘|nyad ua1am n, ‘

saxels! DR ‘. (peu) “Saxeasiw Auew os dpew noA os ‘Inja.1@3 3,uas OA aw_ G
\\I\I\\Tl

: 3 ¥ ¥ 5 NGNS NN RSO Swos pey M

e S S
Ya(eay 12y INOGE PILIIIU0D 3uam apy

SO e TR Sy

| se Apuanbayy se aw 03 Etz.rg &

N

G o

“pajuem





image6.jpeg
:aanjeusis s,194n3297

‘NOA 01 BWOI ||IM JOMSUE BY |
,£UOIeNYIS S1y3 S|puBY 3¢ 01 1dSE | J9Pes] 3y} PINOM MOH,, HUIl3 0} Juawow e 43510 a8 ‘Uay | ¢mou JySu
3nss sy} st Juepodwi Moy ‘T 01 T WOy 3|eds e uo ™ J1asinoA Bupyse pue 3uiddois ‘us saW0d Suiweyal, jo
~ 3opoead ayy a1aym s aey] ‘noA Aouue 1o jelisniy 125U oYM SI)BIDOSSE pUe SISl ‘sanealjod ‘saakojdwa

3q |im 319Y3 ‘Ul Ind NOA uoNd3|RI pue uoijesedaid yonw moy Janew ou sguljady inoA a1en8as ‘os|y

“WaY} WOJ} UIe3| PUB WY 01 ydeq J2}31 ued nok os syysnoyl InoA umop M ,cA[3us134ip Op | pIN03
28y ¢Aepoy saBusjieyd Aw Inoge Jeypn ¢padey | saduajieyd ay3 padey aAey a4 03 Y p.l 13pe3| ay3 pjnom
MOH ¢Aepia1saA o8 diysiapea) Aw pip moH,, :9pnjaut 2s50d 0) SUONSANY "934409 SuUILIOW JIAO SIY] Suiop s3]
UURWIPNS ‘BUIUBAS BY1 Ul SUND3|SR. JO PUOY SBM SNIINY SNIBI B|IYA 9983 UOOS 11,n0A sauo 3y} pue pajpuey
Aj1ua331 A noA s38u3]|BY2 3Y3 IN0GE Yulyl 0} Aep Asana sainuiw OT -G el 03 S| e3Pl JsYIouy *SaSSaUNEaM pue
suoia|IPaad ‘SaSeIq JI3Y1 JO ||e MOWY 0} PAsU SIaPes| ‘s3uIWo2110ys In0A o d1eME 3q 03 Pa3U NOA [ Jo 15l

-diysIapea)|-}|9s 01ul 08 1By} SUOIOR 31y} UMOP S$§ealq Y MO[3g ‘)nydjay AjsnopuswaJ3 UOIEIUSLIO SIYY
- punoj sey uuewpns ‘diysiapes|-4jas Bunaisew uo A313ua sty Jo Junowe Buisiidins e pasnd0y SnIjaIny SNJJeN
‘s19y30 3pin3 pue Ajjes o1 uies| o) SuiAsy swn sty Buipuads ueyy Jayiey -1aydosojiyd 21015 pue Josadwa
UBWOY 3y} ‘SNIj3inYy SNAJB Ul swalqoid diysiapes] Isse|d,, 353y 03 UOHN|OS | uajod e punoj uuewpns

“swa|qoud J0 10] € 4O 3183 el [|IM WY} Y1eauaq 9jdoad 3y3 1ey3 Swnsse o3
wiayy sasned Jamod Jo uonisod e ut Buiaq pue ‘saigajens pue sanuond 212y3 ysnoaya yuiys Ajea)d 3,uop Asys
31 op 01 Wi YSNOU? 10U pue Op 0} Yanw 003 aney s1apea| ‘poMm Sunjiom ay3 ur Auew 1 ‘Suinosdwit wosy
s1apea ||e daay 18y} S1010e) PAYIUIIUD UIeLdd Isutede Buny3yy sem ay pazijeal UUBLIPNS ‘SYIUOW JLOS JAYY

‘pede ||24 A|219]dW0d — WY} JO PUBLULIOD Sy pue — sSuipaadrosd
2 3y} Inoge uoisanb e payse 2aAojdwa ue ‘Sunaaw yeis Jolew s1y sy
sy 998 pjNOM 3Y 1By} PaAdI[R] ‘3jdwexa 10} ‘UuBIPNS ‘suoneuifew: 10
SuOI3e1PRXS N YI1eW 3,USIOP AM[E3] 18U} Pulj 3M 30J 3] SWNSSE 0F UIN3 INO St uaym ing “ayew sydoad
19410 335 aM 1Y) SfEISIW 34Y da1s3pIs ||, @M Moy pue ‘aq 0} Su108 81,9M 3|qIpaJdul Moy ‘U Op 03 Suiod a1,am
MOY JO SUOISIA ASO1 353y} ||B dAeY aM ‘pueya1043q “uaied e Sujaq ji| S| € st Jope3| & Sulag ‘uuewpns siel
~ jueynsuod shes d_;&mﬂmmgwm 03 ABISUS pUE JWI} A0S SJ0A3P/PIAIINS 03 JUEM noA yi ‘qof 3y3 jo — syd
i PpUE — spuewap a3 0} anp SqWINI> U330 350U ING ‘SUOHUIUHOOS Yum suonisod doy oaul o8 ajdoad 150N
1 colal araaad 7 % J{o.l\

3y} pue ‘ainjeusis [lewd s,Auedwo:
play 3y ‘uay) "3]0s diysiaped) Isi

i -uj puey 03 aAey jou op noA yoiym saded jo
e 3x33 BuIMo]||04 243 Py

3991d @)e18d3S B UO SIY} OP UEI NOA "SEIP! UIEW 343 U0 sajou jew pu

“(ajnpows siy} 103 JudWuBissy 3yl Jo ied) T yseL JNOA yam. i
Y3 Ul 3S1D49XD SIY3 4O Adod pauueds e apn|au) 01 padu IIm NOA ,y. X3U-
g [1m 3] “uona|dwod uodn 1a1n323] 3yl 03 Jaded 1noA uin}al sedjc 1

5T0Z 190) SUISHEWWNS 1 9512193 SSE




image7.jpeg
:aanjeusis 4313037

x|

A /
0oy I 4\%@ XQD.& 14

e

:SJUBWIIOD §434N3237

CRSNERT TR NSzl el

B > > R\©°T ~rWse o SERORN | Tw o
OSSO\ _fr.WLJ( s X)X/Vrv3 SoS5L SYuw oY ® = vo&;ﬁ.
frrerNsVroD/I RSO ON. S 9oy ERT C g
S ool Louwao > \)\Mv/é/m& v@M«u(rAd K(//JO//./V ~Cﬂ¥6«b S ooy

= ey ._./U/Y/ﬁ,mauMu V/»/DKI ‘VMA.D/?/O\WV K///;OKVG/X/M»& /

e o, s o o == o0 S om eto WY
e o] mw.v,v,/wu?& EXSS e No= @ ECES Y
.ﬂ\/VIIJQJ\.UV, SES aov

o~
\}gg o2 SO e SN OSSO\~
SSSS (reuS SnAs o S oo N TSP v

i /d{yadth - o
B S o ook SSS0e ok R o0t/
OQ T SRS - T2 /u/y/,yv‘ﬂwdzb = o g
% N, s N
4 = NOSTTY TSsaee o uoeey e oSRSl T weN
R ST Sooe SHL S e oo oSS T (RSER SUSSSE
LSS s o R S O SoevE . so% ®20
= = SouwSx o> o Show SR RS

TN > SNIN0 o DRWSW

S 23X ‘L




image8.jpeg
s Toowa, ateen b Aocamu/yéﬁ 3
L e S g S SR>

—~ no/z, SO WX (IO M

E)O@Q/\AO]% AU _<hi o
G un, So T oyt

[ Pﬂ‘ﬁv/‘ni/“/ AW/{W G wdrwa,rw.y.ﬁu. xo/x.mlx R /./X/ﬂ; 13
SCSRNE N muécmodm_ RS ci./yo? [
SiyadRNL 3 NS F
TRTCTCT IR Ca——
NNOSERRNASS T
TYeeaTeN T e

- PR O
e o o 5
o

M VRN S
; »ww‘,‘,rwmﬁ; V.drca,/: SO Re





image9.jpeg
-z

ol

mg homework due to hand in
plete survey at work before the
- deadline date

* 13. Do driving theory test schedule for next

PLAN/SCHEDULE
1. Finding another _]Ob

2. Application for oyster card
3. Complete project presentation fc

4. Attending the Gym
5. Organise old paperwork

®0vg o

week
6. Take driving lessons
:fbn’t mn}use urgent & s are usually o woste of time
N DELEGAT but peme ack / cf ~ i ELIMINATE, ! ; .
o = J/gm Jome vag elie 4 1. Spending long periods of timé on Sot
T |1. Washing the clothes A6 Jtye Media :
2. Grocery shopping + "";j)’_)) 2. Procrastinating





image10.jpeg
lists - Weekly

= AN | . 7:00 AM - f00 AW R
e e | 5:00 AM ‘u:oo AM ‘_____..P
900 AM | Wakeup 500 am 9:00 AM :
10:00 AM Breakfast §'000 am S o = 152::!4 — “
......... Gat ready :I‘Q -
11:00 AM g-tmR:kady 11:00 AM | Wakeup J11:00 am Wakeup }i100am Lunch Q1100
12:00 PM | Work 12:00 PM Lunch 00 P Lunch 12:00 PM Takethe |72 00 1*‘
TooPM | Work 1:00 PM IFin‘nh off§1:00 Pa Hangout |* 00 om0 G:—%:a 00 93 | Getthe train ‘»
20025 | Work 00 PM |Get ready Buy things " 'L::;n 2 00 7% | Lacture
20024 | Work Eat some-§3.90 P petsrr— 3:00 PM Lecture  §3.00 PM | Lecture g
400 PR | Work v‘\:: 0 PM Homework Lectura §4:00 P¥ | Lecture .
S00 P4 |Work ; Work ) P Homework |+ \Leame 500 #% | Lecture
G00 M |Work Work t friends | me. uni Jo00ew | Finish Uni
o Work bleot triends|” kGo home |7:02 P | Go home g
[
Name: Veronica Monroy ;

By o

a 1//’7\4'/§ /"j /

-

16. ol




image1.png
Prifysgol Cymru
3% Y Drindod Dewi Sant

" University of Wales
Trinity Saint David

%




image2.png
Time Management: The Eisenhower Method
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