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[bookmark: _Hlk6704315]Introduction

Before starting University, I didn’t know how to identify my skills and how to start developing my skills for the future. In the first semester of the university, I learned to understand what skill and why it is essential always to learn. During the first semester, I was learning about different methods for developing skills. The skills also included some soft skills that I didn’t know that I have it. It was a very favorable option for me that I was also learning about team working. Also, I understood the fact that reading is one of the essential keys for developing our self. 




1.1 Time management 
For a long time, I was considering that time management is one of my strength, but after the first semester of the university, I realised that I could develop more. Even that I was, and I can manage my time in a very systematic way.
“There is two possible way to bring some order into our lives: either to control our lives or to control what places demands on our lives. As we have already noted, controlling time is not really possible-it continues to move regardless of what we might like-so the only other possibility is that we control our lives. To do this requires that we know what our lives really consist of-and this requires that we develop some kind of job description. (Peter Morgan, 2017, p 53).”
Thanks to the university I was learning about the Eisenhower Method and the Pareto 80-20 rule. After learning about the Eisenhower Method, I was able to understand and implement in my workplace. One of the situations where I was using the Eisenhower Method. It was when the patients needed help at the same time. One of the patients hit himself by falling, and the other one was needing some pain killer for a headache. I did have to analyse the situations and find which of the two patients’ situation is more urgent and important. By using an imaginary table, I was prioritising the patient whit the falling down situation informing the nurse and helping tile the nurse was requesting. After the patient one it was treated, I was requesting a second nurse for pain killers’ tablets for the second patient.  
 
	
	Urgent 
	Not Urgent

	Important
	
Patient 1
Falling, Hitting himself,
Bleeding Wound
	
Patient 2
Head ached 




By learning more about time management, I can also organise my time for studying, working, training and relax. I am using a To-Do List to have a clear vision about the thing what I must do in that day and to be sure that I will have the productivity at the end using the traditional pen and paper To-Do List.
Because English is not my tong language, I was finding very difficult to writhe in English. I managed to extend my vocabulary and learned the sentence structure and paragraphs. 

 1.2 Employability skills
“The skills and talents of employees are very important to businesses as they can add value to the organisation. This means that they can make the organisation even better or more efficient if full use is made of them. Humans, like other resources such as finance or buildings, need to be used efficiently and usefully. Like other resources, they also need to pay and planned for, especially if the skills that are required are hard to find. (Business Level 3 BTEC National, p 13)”
In my opinion, the skills required for being successful in studying and those required for a workplace there is a significant overlap between the two. Even if I have different skills, the university will develop the skills what the workplace requires. 
“For many people today, a career for life is no longer an option. Most people will hold jobs with a variety of employers and move across different employment sectors through their working life.
We, therefore, all need to be flexible in our working patterns and be prepared to change jobs and sectors if we believe there are better opportunities elsewhere. ( www.skillsyouneed.com 2019)
It is essential to understand the fact that a lot of skills are transferable, and these skills are not specific to any career. At every workplace, the employers are willing to teach job-specific skills such as how to operate pieces of machinery. But the employers will want to see the other soft skills before hiring. 
The most important employability skills are:
· Getting along with and working well with other people, such as communication skills and other interpersonal skills;
· Being reliable and dependable: doing what you say you will by the deadline you have agreed, and turning up when you are meant to be there; and
· A willingness to learn new skills, whether those are job-specific or more general.

To be able to work well with other people I will have to have a good communication skill which includes verbal communication, non-verbal communication and listening. These communication skills are very important because this is the way how we transmit and receive messages and information from our environment in a face to face situation. Whit the non-verbal communication we must be careful because it is a communication based on body language, tone of voice or emotions. 

1.3 Team working 
There are different ways to describe the way that we ‘work with others. Universities tend to talk about ‘group working ‘(e.g. Group work assignments) while employers discuss team working. There are some essential differences, and also some significant overlap in terms of human behaviour, hence the use of work(ing)with others which is intended to cover that overlap. We will look at the differences and similarities shortly. (Peter Morgan, 2017, p 202).
The other skill that I will mention is the Team working skill. In my opinion, it is essential to be able to work in a team and groups.
There are two important terms to define here-Groups and teams -and there is no shortage of discussion in the academic literature as to what constitutes each one. In some situations, it might not matter significantly as to whether you think you are working in a group or in a team, but if other people have a different view, then their behaviour will be different. (Peter Morgan, 2017, p203)
 Not all the time I am working as a member of a team, but when I do, I will have to be sure that the communication in the team is smooth and friendly. Also, when I am working in a team, we will find a mutually agreeable solution to problems or situation, and it will be more easier to find better alternative sharing ideas. Working in a team or group its inevitable to have conflicts I think that it is essential to be able to resolve disagreements positively. I also know that the Conflict resolution skill is often underrated until there is a problem. 


1.4 Academic Writing and Harvard Reference 
Before starting the University, I didn’t know exactly how to write an essay what can be a topic and how to create a reference page. When I was studying in the past, it was a different way of how the examination it was made. The most off the time it was a verbal exam and the 80 % of the cases it was instant feedback or a request for restudy the topic.   
“This is particularly hard for some students who come to tote the UK from specific overseas educational backgrounds. In some countries, students can receive marks quickly for giving back to the lecturer the information that the lecturer has given them (i.e. knowledge) without a great deal of that information being processed or thought about.
It can be a shock when a piece of coursework comes back with a mark of 50% when the student has given everything back to the lecturer that was provided in the lectures and expected to receive a mark of 70 %.In the lecturer's mind, the assignment may not have given sufficient evidence to support the arguments being made or may not have added any value to the lecturer’s material by doing any outside reading. Academic work is about demonstrating your own thinking and argument; it is not just about being ‘correct’ or in ‘correct’. (Peter Morgan, 2017, p. 80)”
Today I know that most of the time an essay reference is created in a hardware style and I must read a lot to create a note list. Reading will teach me to incorporate information and ideas from more than one source about the topic. I also learned that it is essential to plan the essay. Planning what to say paragraph by paragraph to develop a logical conclusion. I also learned that I have to avoid plagiarism and always to use reference. The reference what I learned to use is the hardware mode which one I didn’t use before and I did have to learn how to use. When I am referencing from authors, I must acknowledge two times once in the text and once in the reference list. When I am providing the in-text reference, I will use the name, year and the page number from the book used. When creating a reference list is important to:
· [image: ]Identify a source: article, book, journal, webpage
· Find a sample of citing this type of source in the textbook 
· “Mirror” the sample
· Arrange reference list in alphabetical order by the surname of the first author or by title if there is not the author
· References cited within the text must appear in the reference list and vice-versa 
· Hanging indents should be used for the references list entries
“You must show clearly where you have used someone else’s work in your assignments, e.g. when you quote or paraphrase someone else’s work.  The Harvard Referencing System is designed to help you do this.   
Harvard referencing consists of two elements.  You will need to include both of these in your academic work.  These two elements are in-text citations and detailed references.  Both of these elements together are known as referencing.
References:   Full bibliographic details for each work you have used or cited, are given in the reference list at the end of your assignment.  The reference list enables your lecturer to understand what information you have cited and to help them find the original work if they wish to.  The reference list contains details of all the things you have cited in your piece of work arranged alphabetically by author. (www.upce.CZ 2019)

The Harvard Reference tool is included in the Microsoft word, but also there is a lot of different online Harvard reference tool accessible for anyone who doesn’t have included in the Microsoft Word or using a text creator that doesn’t have this feature.  I am using this in every essay what I write, and I am building up the reference list at the time when I type in the reference. 

1.5 Conclusion 
In conclusion, I can say that I already learned a lot of things and, I can analyse the situations around me differently. I file very positive and about the accumulated knowledge accumulated during the first semester. I hope that I will be able to develop my self more professionally. After learning about academic writing, I felt confident in reading and writing the topic required. 
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