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Skills 
According to Dubrin “hard skills, also called technical skills, are any skills relating to a specific task or situation. It involves both understanding and proficiency in such specific activity that involves methods, processes, procedures, or techniques.” (2008, p. 16). Soft skills include social skills, communication skills, attributes of character, personalities, job characteristics, and the understanding of the emotion.
1. self-evaluation:
Self-evaluation is a helpful and thorough process that allows you to think objectively about yourself and your work.  It has to comprise deep reflective questions of the self, using other sourcing such as plans; targets/ goals, and use information from several sources to advise and help the self-assessment. Reflective questions are very useful starting points; however it is not an exhaustive list, although three types of goals can be defined such as short- term, mid- term, long- term. 
Short- term is a serious plan what you want to achieve in the near future. The near future can be a few days, a few months. It can facilitate big changes, but also help with time management. Completing small goals does not does not mean they are insignificant. They may assist in achieving a bigger goal. For example apply for a job. 
Mid- term goals can be achieved within a three to five years period. Usually people forget about their mid- term goals, because it takes long to achieve and be honest people do not pay attention on it. To avoid this problem people need to make notices or memos to make them much easier to track besides everyday life. Therefore, it is not enough to create mid- term goals you need to think further, create long- term goals as well. For example graduate from university, have a baby.  Personally I believe one mid- term goal can change a life. You need to chase it, work hard to achieve it and at the end you will see how big changes went through and appreciate it, because it is something you deserved. 
Long- term goals can be achieved within 10 years or more. This takes multiple steps to complete . These smaller steps are the short-, or mid- term goals. It is important for the career, because it last for your whole working life.
For example to graduate from university takes four years. During the four year you will face to many tasks and challenges.
2. Problem solving and critical thinking
Problem is something hard to understand or deal with. Effective solution of problems usually includes working over several steps or steps.
First of all we need to identify the problem. We create questions such as “Is it a real problem?, What is the source of the problem?, How can the problem being defined?” By questioning ourselves we create an image about the problem, it makes to understand helping us understand it and helping share the information we have already clarified. Continuously trying to identify the problem from different points of view, getting more and more information about it. If we have enough information we can start looking for possible solutions. An activity called brain-storming. This is when a group of people with different minds, experiences and backgrounds who look into and analyse the problem. Main rule is that there is no wrong question, answer or idea. It has to be clarified with the people who are in charge and very considered according to the image of the company or business. Finally we need to make sure the solution was successful. This can be achieved by a simple feedback. 
Critical thinking is the ability to understand the logical connection between concepts clearly and rationally. Critical thinkers identify, analyse and solve the problem in the most logical way. This knowledge can be achieved by practise. According to Elkins “during the process of critical thinking, ideas should be reasoned, well thought out, and judged.” (no date). 
3. Communication
As Calhoun and Craig said “communication studies or communication sciences is an academic discipline that deals with processes of human communication and behaviour, patterns of communication in interpersonal relationships, social interactions and communication in different cultures.” ( 2011).
The process from the sender to the receiver of a message in an understandable way combined with gestures, tones, eye contacts and body language. The message may be verbal or non- verbal. Verbal communication is a one way message for people who talk face to face.  Non- verbal communication is also important, because it gives an impression for the message. For example if the teacher raises his voice and strictly looks at you it means you should stop disturbing the lesson. The teacher generates verbal communication, but he gives an effect on his voice and face which highlight the meaning.
4. Leadership
Leadership is a kind of responsibility. The leader has to have creativity to show the direction where the company goes, has to motivate and look after the employees, train them to be more effective and develop more leaders. Good leadership is responsible for the employee’s willingness to work.



Time management, organising space and source
Organization skills interrelated to producing structure and order, enhancing productivity, and
arranging tasks that must complete instantly, versus those that can postpone, surrogate to another person, or eradicate altogether (Dess, and Miller, 2018).
Time management is how  to spend time on specific activities is organised and managed strategically, in order to improve efficiency and productivity. It is very important in our personal life and in our workplace as well. Time efficiently allows a person to make a choice about their own time. During tasks is necessary to keep track and control the time and requires a high level on mental energy. Sometimes people who work constantly without any break may lead low inspiration, stuck in a task and it is not healthy for the physically and mental body. It is important to take breaks.  It helps to refresh the mind, the body and break away from the workplace. 
As is the case in our private lives, in the workplace we have to define and organize well the priority tasks. For example a morning meeting, where the leaders draw up the main goals for the month, week or that day. It is important to plan in advance, because in a company may occur unexpected events, which might be considered as a most important task. It requires some creativity and a fast ability to solve the problem.
 According to my experience in my workplace we organise our contacts, reports from jobs in alphabetical or date order. Whenever we need to find a contact number we do not have to read every pages, which saves a lot of time. Or if we have some free time at work instead of sitting and doing nothing we tidy up our office. For example we put the different screws in different box.


Sources of information, research
The information source is a person, thing or place where the information comes. Hilbert states “it is estimated that the world's technological capacity to store information grew from 2.6 (optimally compressed) exabytes in 1986 – which is the informational equivalent to less than one 730-MB CD-ROM per person (539 MB per person) – to 295 (optimally compressed) exabytes in 2007.”(2011). There are many places for sources such as library, internet, newspaper, television or radio. The library is the most authentic of the different sources. It is a collection of documents selected in a particular way, which is intended for preservation, reading, exploration, and organization. It was created to preserve the knowledge from old times and gives a place to the people where to go if they wish to study. Thousands of libraries are existing and most of them are free. The most known library in the world are Library of Congress in Washington D.C., USA, Bodleian Library in Oxford, United Kingdom and the Reading Room at the British Museum in London. 
[bookmark: _GoBack]In the 21th century the internet became an everyday service. It has a huge range of information and useful for studying, working or just a simple researching. Nowadays, plenty of information has accumulated on the internet. For that reason we need to research carefully, because the information might not be factual. 
Newspapers, television and radio channels are specialized for daily news. In our in an accelerated world sometimes useful to read them and inform ourselves. 

Communicating and presenting information
Presenting information is a demonstration, introduction to inform, inspire, motivate or present a new idea or product. Clearly and accurately presenting information is a best way of getting the message through. Presentation skills for virtually every area are needed today, and most of us have to give a presentation occasionally. While some people take this in their hands, some consider it far more complicated. 
There are some rules for a good presentation:
1. Be prepared. It does not mean to learn word by word. It means to have enough knowledge according to the presentation to answer unexpected questions for example. Speak clearly and try to attract the attention of your listening audience.
2. A clear message. Better if it is clearly considered the message which needed to convey and how the best to explain to the audience. Additional information can guide the visual aids: design, layout and animation effects. 
3. Time managing. Be short and straightforward. Try not to over explain things.
4. Practice. Before the presentation always make a trial. It will show what need to be fixed and from another side as practice makes perfect.
 Types of presentation:
1. Visual. This style is helpful when it comes to a large audience. It is very spectacular. Visual representation of information to improve productivity by making as clear as possible the elements that are viewed. For example when Steve Jobs introduced iPhone.
2. Freeform style. It shows that while you have a good sense of humour and certain stories in mind that you can say and explain around 2-3 key points, you will do well. This style does not require practise.
3. Instructor style. It provides a convoluted message across using metaphors and figures of speech. Most of this style users are politicians. 
4. Coach style. This is the best for inspiring with full of energy and motivate people. Usually the speaker is louder, straightforward and strict. It has to get the audience attention and not let them to get bored. 

The structure of the writing style
Developing a basic writing system before you begin can save substantial time and avoid meandering the post. The headings and subheading often includes in the text with the names of the main sections. Even if the titles of the paragraph are not needed in the finished piece, it is also allowed to structure the writing in the required way. The written communication should start with the introduction then the body and eventually the conclusion.
Introduction: The introduction usually describes the purpose of the text and includes a brief explanation or overview. It can also clarify certain elements which are essential for the essay if explications do not belong to the main edition. The readers can get an idea of the text before they start to read.
Body: This is the part where everything get explained from the introduction. It is the largest part of the text. Every idea has to be separated with a new paragraph. 
Conclusion: It is the final section of the previous published final ideas and concepts. It has to be short and straightforward.
Harvard referencing
In the Harvard style, references are the author's surname is mentioned at the end of the writing and organized alphabetically. For multiple authors only the first author followed by et al. After the references at the end of the document has to include the reference list. 
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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.

1) There will be a few chan é/s around in the office (announce)
The boss %—‘@—SQW—L\ in the office.
cedl SOw M@MOW /)

2) He doesntwrltet easf quently as | wanted.
1 wish va -ﬂ()v w ol O‘HQ%
T

3) We were concerned about her health.

We had some ;}Lovuiﬁat oot [q,’, Pua ol fl/»

4) You weren't careful, so you made so many mlstakes (had) AR
If q.Ob\ {IRAZ Al (a,a,éw o woul J rw( so many mlstakes
T

5) The council cut funding so we could not provide free parkmg
Because of p%kuss*z_ow of councel e \,w/al&,ouueo( -+ PML
6) His proposal was a failure as it was too theoretical. (relied)
His proposal
/
7

7) It was Mary who stole money.

V‘) /

§He accused H(uz\:\’ fhe ghe ohbed liwm, e \/
N o

He seems well-educated. However he's not very bright. (although)

Lol 8 94/011’,3 onal ,Cl/é\uf\-/o%;j Voo Ty ot ELal Sncletal

students.

e
9) Universities place the burden of understanding plagiarism and attribution conventions on
The responsibility for

10) 33% of adolescents who have oneBaby, have a second baby within two years of the first
baby's birth. (third)
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In-class exercise 2: Summarising ‘Qct 2019)
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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 exarcise 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 toassume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would Aace 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&"v 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 chMes | 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 feelilgj no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you:JThat’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. s
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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. Kﬂ [/@
/|
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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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