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Introduction , SWOT ,PDP 
In  this report I will write what I learned and how I improved my academic and employability skills. My opinion is that everyone, including me, must have strict skills in order to be successful in the workplace. For me personally, knowledge helps me to be effective in my work and life. Employment skills in particular give me the opportunity for time management strategies, and this helps me achieve my goals. Motivation is the highest level for achieving goals, because through it I use different methods of communication and techniques, so I communicate with other people better.
According to Harper ( Harper , et.al.,2010 )  ,each organization has different roles, each is effectively managed, so problems in the workplace are successfully solved.
I also think that everyone is responsible for fulfilling their responsibilities well and self-government is the best helper. It shows skills, knowledge and abilities. They all help a person use opportunities through their strengths and overcome their weaknesses. This is what I learned in the first semester of my academic  and employability skills, because I did my SWOT analysis and there I identified and described my strengths and weaknesses. This SWOT  analysis helped me to get to know myself, to change my behavior, my body language , to develop my strengths through my university studies and to avoid my weaknesses. In the previous semester I also created a PDP, which I started to follow and at this moment I confirm that it is very useful for future success. It showed me what my desire is to develop my goals , knowledge , resources and few steps more . 

Employability Skills 

Both in the first and in my second term I learned and developed at a higher level my employability skills. Because for me, a lifetime career is not an opportunity , because I can move into different employment sectors through my life. So I have to be flexible in the workplace and ready to change my priority at any time. For such an occasion I need to have employability ability. 
Problem Solving 
Problem Solving are that gets me hired: goal analysis ,planning project decision making , work calmly .This module focuses on the behavior, language and structure required for action solution. It also enhances efficiency, innovation and success.  

Professional Skills 

            If I can communicate not only in the workplace, but also in the life this will be one of the most important skills that I will have. If I want to be a communicator I must be successful in all communication processes. In additional if I would like to advance in their careers, also and people working in higher level jobs we should have professional skills and leadership. With career development I must learn new skills and take on different projects, serve on work with little supervision , alight my work goals with the mission and vision of my employer and understand the different roles of coworkers.
With leadership I must be willing to take risks, I have to be able to negotiate, also to be motivate and direct people as they work and I have to demonstrate efficiency. 

CV  writing 
The most useful thing I learned in my education is how and why I need CV. Now I understand that the CV is a very important part of my life, it represents me when applying for a job. It is a way to show all my skills, experience, knowledge. In fact, my opinion is that with a good resume I can get an interview, and otherwise if it is not written at a level I may not get the job I would like.
If someone asked me, "What is a resume?", I would say that ,  this is a written version of our skills, experience, knowledge.
We studied that a well-written CV should include information about our personal details - name, address, telephone number; our strong skills, work experience, education, qualifications, interests. Depending on the direction in which we want to develop, there are several types of resumes to choose from: creative cv - if we show skills in marketing and design, technical - for IT positions, teaching cv  - for teachers positions, academic -  for lectures or skills- base cv - for people with short work experience . 

Cover letter 
When applying for a job, future employers often require a cover letter. This is the next step I learned at my university and I can apply it successfully.
For me personally, the cover letter is as important as the resume. When I started writing my cover letter, I was sure what job I was applying for. Because my opinion is that before we decide where we will develop professionally, it is very important to make sure that this is a successful professional path. Many career experts think that a cover letter is even more important than a resume to find a job.
According to Laurent Nelson, the cover letter shows ethics and details. It shows a person's personality and his successes. Every person in his life, at some point, changes his career. This is necessary, because life and career have many aspects. But the letter is the first signal ,  through which the candidate gets his dream job.
If someone asks me, "Why is it important to have a cover letter?", I will answer, because through it we show our professional experience between 200-400 words and if it is convincing, an HR team or a team manager will be interested in reviewing our CV. Many times we think that when we create a high level resume and cover letter we will get the job we want. But this is wrong, because every employer wants a personal meeting and this is an interview. In fact, along with this motivational presentation and interview, we get our work done.

Analytical and Critical Thinking 

In week 6 of my study, I learned that critical thinking will help me with quality research. And over time, I realized that I could use this challenge in different situations.
According to Cottrell ( Cottrel,2017 ) , to acquire these skills can be used as a topic for critical reflection. That's why I started thinking about his three-step approach.
With the question, "What?", we determine why it happened, with "And what?" we see a concern and that it is important. "Now what?" we use the expression that things will end well in a different way. Any decisions we make can be successful if we don’t leave them in the background. In most cases, looking at an element from a different perspective will show us potential dangers in decision making. For example , moving our business to a new territory may improve our potential output, but this change may lose successful workers .In making such a decision we must first consider reducing the risk (2011-2010 Skills You Need).

Public Speaking 
Public speaking is a soft abilities and it requires communication skills and good communication in front of an audience. A public speaker means a presenter in front of people. Presentations can be in front of a few and in front of many groups. But both require strong communication skills. Such candidates are looking for many professions, because anyone who does not worry to communicate in public will do a better job. Effective speakers are in a position to present their messages publicly in the workplace. Most professions require a public interview to present proposals, training and more. It is very important for us to know that in a job interview, we must also emphasize our public speaking skills. The right way to present is our timbre, body language, facial expression. In order to have a successful conversation, we must choose the best style of presentation. When a public appearance is needed, we need to win the audience's attention at the beginning of the presentation and have control over speaking anxiety. For example, when I apply for a job, I write down my presentation skills as a key, and then use my cover letter and resume. Also in an interview I share my abilities that I have written.
Summarizing and Paraphrasing 
In my report I will also write about summarizing and paraphrasing. Both are constantly used in writing and in conversation. The summary is an explanation of an idea in a short form, and the paraphrasing is with an explanation in many own words, without changing the original meaning.
For both the summary and the paraphrasing, the most important thing is to know where the text we are processing comes from and to present it in detail in the list of references. When we write in our own words, we help each other learn and present our own understanding of the information. Summarizing and paraphrasing are much better known than quoting, because through them we show that we understand the material. Each of us needs time to successfully paraphrase. This is because this method is the utterance of our own words. In this way we give a detailed description, rather than a simple summary. The first step in paraphrasing is to know and understand the text. Even if we need to read it several times, we need to learn the keywords. When we understand each part, then we can start paraphrasing. And finally, if necessary, we can make an edit. Learning to summarizing is similar to paraphrasing, but when we read a text we need to think about what the main motive is. Then we have to focus on details and examples.
Referencing 
When we create a text, an essay, a report, we use references to show the person reading where we got the information from. This is how the reader understands our presentation. There are several types of references: Oxford style, Harvard style and Chicago style. They are different and each college and university uses a different style. Through the references we present evidence of where we read the information.

Conclusion 
The conclusion of my report is the most important, as it is my last step to convince the reader of my views and my impressions of my education so far. This ending creates the feeling that the summary is complete and the topics are closed. With the implementation of my learning tasks, the creation of SWOT analysis and PDP, I have successfully developed strong communication skills, discovered in myself my strengths and weaknesses and set goals to succeed successfully in the future.
In conclusion, all this is important to increase intelligence and performance.
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