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[bookmark: _Toc28898549]Introduction 
 
According to the journal article, several studies have surveyed graduates along with academics for the purpose of social and health care. The other information sources of social and health care such as professional colleges that capabilities list and apply the strong influence over teaching content with respect to many professions. Though, skills help to achieve a job which would be important for a professional career.Moreover, he found that the important requirements frequently published regarding the management of health services, vacancies want interpersonal skills, experience, qualifications, knowledge about the medical system, teamwork, digital skills, financial skills and leadership skills. Their supervisors deal with various types of things, such as flexibility, verbal and written communication, self-awareness, planning and collaborative skills, all of which are so necessary for social and health service purposes.
Understanding of leadership, it also relates to stakeholder groups needs clarification for the purpose of social and health care. Moreover, it deals with various sources such as teamwork, written skills, collaboration and negotiation, computing along with software skills, strategic thinking, and capacity to examine the environment as well as self-awareness. In importance ratings, the most imperative employability skills such as ethical and integrity conduct, teamwork, interpersonal skills, flexibility, written communication talents, collaboration, self-awareness, plan along with learning. In the case of skills level, job-specific skills like the computer along with software skills are the vital employability skills in the present era. 
To develop interpersonal skills, the analysis and evaluation are needed in every student after graduation. To provide effective and inappropriate training will improve and develop individual strengths and skills During the graduation in college or university, students are being joined in such training to acquire their desirable job. Students are learned and taught by professional teachers; moreover, teachers are proving effective training that would be helpful for students. The training centre is the place which is situated inside the college where students are gathered and acquire knowledge in a convenient way. 
[bookmark: _Toc28898550]  Communication Skills 
  
       Communications is the process of transmitting Information, ideas, feelings from one person to another. This can be done using different way of communication between sender and receiver, verbal or non-verbal. This particular skill is very important at workplace and university, where people interact together in vary situation.  
    Communication has been and is treated as a fundamental element of human existence. Communication is essential, for the personal and social life of the individual, without communication we cannot exist in a community as it is within the human being that when they meet to exchange impressions, to communicate. Without communication people lose interest in joint activities. A society is formed and maintained thanks to the numerous processes and communication networks.      
   “Communication is an important face of life as the skills of communication are essential in all spheres of life. Every day in many ways people communicate with others, sometimes verbally and other times through the written word, and even do nonverbally through what we call body language. The book aims at equipping the students with a solid background for effective communication skills that will help them develop communication strategies that they will use for the rest of their life. Human behaviour and social relationships are the result of the process of communication.” (Tabitha W.2015) 
      As a student, must communicate with lectors, colleagues, work in a group, doing presentation. However, at the workplace it is needed to communicate with office staff, workmate and clients, must understand their request, needs and expectation.  
      In the last few years I gain and improve this skill, during my work as a domiciliary carer, in care home, even in different country learned different languages to communicate with people. 






[bookmark: _Toc28898551]Time management 

Time is a resource we all have equally, but the way we manage to organize and set our priorities makes the difference between a regular day and a productive day. To get the best results in an increasingly demanding environment, we need to spend time finding new ways to be more efficient. We can make the best use of the working time and personal time we have if we design our activities in such a way as to obtain maximum productivity. This skill is very important both in the academic environment and in the workplace. 
   For a student, good time management means high marks, less stress, more free time for yourself. 
    However, at the workplace time management help you to rich your goals, improve your career. Organizing each day helps you to finish work in time, give you space to be creative in your tasks, accomplish your goals and move forward in your position. 
     According to Fleming (2011), time management is related to an understanding of the difference between efficiency and effectiveness. Efficiency involves performing the specified tasks in a correct way, and effectiveness refers to identifying the tasks and prioritizing them.
    Carla Crutsinger (1994) in her book, shows us the steps towards a good organization of time: setting goals, prioritizing those goals, deciding how much time to allocate to specific tasks, adjusting plans as they change, revisiting the goals and priorities regular, observing the results. 
 	After years of experience as an employee and as a student, I realized that I needed to improve my skills. I wasted time and missed opportunities because I didn't organize my time well. 
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 	Teamwork is the ability to work together toward a common idea, the ability to bring individual achievements to organizational goals. It is the source that allows a group of ordinary people to reach unusual results.
The team is a means of reaching an end, an approach to reach a goal. Working well with others helps you to be efficient and create a pleasant work environment. 
Good teamwork leads to build rapport with others, create new connection and open new opportunities. To be a good team worker you must have certain qualities: communication, honesty, empathy, responsibility. As a member of a team, any action you take affects the other members. 
In the other hand, this skills is useful in academic life, because you need to work in a team for group presentation, must be open to the opinions and criticism of others, give everything you can for you team to do the best project. 
The more team members work together to establish team rules, the better they will understand each other. 
  “This study investigated the effects of team-skills training on collaborative learning in a university setting. Groups worked under one of three conditions: (1) groups received team-skill training as a group and remained in that group (Trained-Together), (2) groups received team-skills training, but were then reassigned into new groups (Trained-Reassigned), and (3) groups received no training (Untrained). Each group completed a collaborative task and then group members were tested on the material learned. Scores were highest in the Trained-Together and lowest in the Untrained condition. Results are explained in terms of levels of planning, time management, distribution of effort and strategies adopted. “(Jane, S et al ,2006) 
Based on many years of experience, I can say with certainty that I have this ability and over the years I have developed and improved. 
  



[bookmark: _Toc28898553]   Paraphrasing and Summarizing  

Paraphrase is a reformulation of the meaning of a text using other words. It explains in a simpler and easier way to understand what another text says. It implies a lexical and syntactic restructuring of the source text, so must change the words, position in sentences until are no longer like the original text. You must keep its original meaning and approximate length.  
For a good paraphrase you must follow a few steps: read original text and make notes, use synonym words, change passive expression with active ones.  
Summarizing is a brief description of the essential ideas in a text. It should contain the keywords, but avoid the details, appreciations and comments about the text. The technique consists of retaining the main ideas, take notes, eliminating the unimportant information and reformulating the enunciation from the original text.  
 ” Summarizing is an important skill in academic writing. It enables you to extract the most important points from a text and rewriting them in your own words, in a shortened form. Being able to write a good summary also demonstrated that you have fully understood the text you are reading” (Cooper, J. 2008).  
Learning how to paraphrase and summarize is a very important and practical skills for many workplaces, is important to be able “get to the point” and present de key facts and ideas.  
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Digital skills refer to a set of skills related to digital technology, computers, computer applications, tablets and smartphones, websites and other online platforms.
 Digital skills for University include Microsoft Word, Excel, and PowerPoint, Microsoft Office365.  
The computer has become indispensable in the modern society, education and school, being used by teachers in the teaching process. The use of information systems has gained ground due to the very attractive attributes for the students, the accessibility for them and the ease of presenting information.
Teachers can be the ones who make multimedia presentations and design them within the classroom, presenting different contents to the students, a fact that is very often used today in schools. On the other hand, students can be the ones who build their own multimedia presentations as projects in different disciplines, supporting them in front of the teacher and the students in the classroom.   
The computer has become a component of our daily activity, has been introduced in all fields of activity, from office work to factories, production lines and laboratories. In office work, in corporations, computers offer the possibility of easier communication between employees. The data can be transmitted over the internet in seconds, even when the employees are not in the same building, city or even in the same country. Some of the most common digital skills are:  Analytics, Social media, Graphic design, Microsoft Office, Email communication, Data visualization. These skills I developed over time, with the technology implemented in the workplace, and also within the university.  
“Technologies do influence your world, and this influence is especially evident when it comes to relationships. However, a question arises as to whether technologies are affecting humans or humans are affecting technologies. If you ask us-and we are certainly glad that you did-the answer is both. Three primary views are associated with the impact of technology. “(Duck, S., McMahan D. T.,2019)



[bookmark: _Toc28898555]Conclusion  

We can conclude that skills, both academic and employability skills, are based on native skills that in the educational and work environment develop and improve over time. They help us in our integration as individuals in certain communities. The academic environment is very beneficial in developing skills that we will use later in the workplace. Also, with experience in the workplace, over the years, we accumulate skills through which we will have access to higher positions in the company. 
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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 exercise 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

but those often crumble due to the demands —and
time and energy to self-leadership, says consultant
ehand, we have all these rosy visions of how
/Il sidestep the mistakes that we see other
at reality doesn’t match our expectations
e. Then, he held
and the

to top positions with good intentions,
succeed, devote some
little like being a parent; befor
going to be, and how we'
we find th
e would ace his first leadership rol
t the company’s email signature,

Most people go in
perks — of the job. If you want to
Lars Sudmann. Being a leader is @
we're goingto doit, how incredible we're
people make. But when it's our turn to assume the role,
or imaginations. Sudmann, for example, believed that h:
his first major staff meeting, an employee asked a question abou
prnceeﬂings — and his command of them — completely fell apart.
ertain entrenched factors that keep all leaders

00 much to do and not enough time to do it;
of power causes them

After some months, sudmann realized he was fighting against ¢
from improving. Like many in the working world, leaders have t
they don’t clearly think through their priorities and strategies; and beingina position
to assume that the people beneath them will take care of a lot of problems.
<" in Marcus Aurelius, the Roman
learn to rally and guide others,
If-leadership. Sudmann has found
to self-leadership.

ential solution to these aclassic leadership problem
her. Rather than spending his time trying to
f his energy on mastering se
e breaks down three actions that go in

sudmann found a pot
emperor and Stoic philosopl
Marcus Aurelius focused a surprising amount of

this orientation tremendously helpful. Below h
ed to know all of their biases, predilections
ou've recently

First of all, you need to be aware of your shortcomings; leaders ne
think about the challenges Y
ing, Sudmann

and weaknesses. Another idea is to take 5- 10 minutes every day to
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the eveni
likes doing this over morning coffee. Questions to pose include: “How did my leadership g0 ‘/esterdav? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and Jearn from them.

elings; no matter how much preparation and reflection you put in, there will be
clients and associates who anger, frustrate or annoy you. That’s where the practice
stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
ment to think: “How would the leader | aspire to be handle this situation?”

Also, regulate your fel
employees, colleagues,
of “reframing” comes in;
right now? Then, give yourself a mo!
The answer will come to you.
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Re-read the text ‘To be o great leader, you need to start b,
Summarise main ideas from ext in your own words. \

ing yourself” on the previous page.
about 175 words.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you ot the next session. You will need to include o 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 Iabour 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.

” .
/74/(/7///’” 7 it . o dSwbo? o7 poiprce
lec/ Kebrohon , 1oy Fhd chocolple ; fecouse
a w.fhé/f wlle . A JAhoctes ,uewf ot 1y
Joo/ j cod Pl v =5 d Juce vs g wlrp mien Z
when & u_,u//wwy red 2l Loy MLW,—[J/ it plrers
»wéu Ty P yd A LT %'a‘n,jw«( ér@‘-
!/jfgzﬁ Lav Loy L,&/l,bf/or//l VS Aoed én,

gﬂég 7 :
uﬂ{;w;{ Me.z [l D;/‘O%{ZOC///‘YLW //g 5/2(;?—‘% e
jég}o«n Ll Vmaﬁ’,ozaﬂ(;/ o e, %
g oo
o s A T

§T@}p,r fheis Y w 7%

T il
Lect;&lj\i;om;fnls: LS N(iuh’ia &J&MW‘% Qﬂ\f

Qjﬂ—/ oate: __Jul1[ 2019

Lecturer’s signature:

1]Page




image2.jfif
A Tinity Saint David Academic and Employability Skills - BMSW4001
Tonbon Term1
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 WI|| be a few changes around in the office. (announce)

The boss I/L( oramed oboat goune Maﬂﬂej in the office. X
v

2) He diez twn e to me asfreque tly as | wanted. %/eu y

1 wish

3) We were concerned about her heslth.

We had some Im’)ru/!&f - v heo %\aa,éf/ﬁbﬂ’f./. X

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

If \/KQU /10((/ L QP cm”?/,[élj /\/W p&dﬂfc/&somanymlstakes X

5) The council cut funding so we could not provide free parking. ‘\(’ ’
Because of cUFA’M(j‘ w[,ﬁ,zj IVWW cQuncdd é/‘//ffe/pcll///li( gy
@@87

6) His proposal was a failure as it was too theorencal (re

eliey
Hlsproposal_ﬁf(r/ a 4/0#‘/14,{ c/?lz’f AL wad /fo&ueoh(

7) It was Mary

who stole money. , W— .
He accused (?j ov J,gég/(ﬂ/’l //I/ I g ® X

/ R e
8) He seems well-educat wever, he s not very bright. (although) %
#{ /';N?VF gv o very Javoted, Lot TAE ,/{9@&/&/‘? o
’ eclucodec] ,ergon.
9) Universities place the burden of understanding plagiarism and attribution conventions on
students.

The responsibility for //f/‘][]_ﬁxzt/(\lf J“f O%Wd‘f”"éf X

10) 33% of adolescents who have one baby, have a second baby within two years of the first
ba!ys birth. (third)
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