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The focus of this essay is academic and employability skills. Skills is the capability to carry out a task which is done frequently to achieve a goal in given amount of time (Your Dictionary, 2019).  Employability skills are transferable knowledge and the ability to show that you are competent and relevant on a job in your organisation. Such skills are important to getting employed, developing a career and having a successful level of employment (Sulphey, 2015). Furthermore, Doyle (2019), suggests that employability skill is an important skill to getting a job and allow you to be successful in the workplace. Employability skills are also known as soft skills that are needed to work and communicate effectively with others. Moreover, there is academic skills which is also known as hard skills. Hard skills are capabilities that are learnt, obtained and further improved through education, reading books and apprentice programme then putting what you have gained from schooling or training into practice (Kogan, 2019). This report will explore employable skills and academic skills in more detail; I will be analysing academic and employability skills with references to in class exercises and literature. Also, this essay will include scanned copies of in class exercises and feedback received as an appendix.
Employability skills, also known as soft skills are collection of interpersonal skills which involves persons skills, communication skills, charisma, characters, career qualities, the capability of  individual’s to recognise their own emotions and that of others, and lastly to perceive between different feeling and label them appropriately (Rao, 2010). Furthermore, there are also social skills which are any skill that make people know their environment and communication easily with others. The pattern of learning this skill is called socialization whereby rules and regulations are created and converted into verbal and non-verbal methods (Rao, 2010). 
Furthermore, Doyle (2019), mentions that soft skills or interpersonal (people skills) are also known as transferable skill. These are personal qualities needed to be successful on a job, and this includes Communication skills such as writing, speaking, reading and the capability to understand and give instructions. Also, how a person has relationships with people; active listening skills; time management; working with a team; thinking in a practical way; resolving dispute; decision making and problem solving. Soft skills are vital to the success of most employers because of the individual’s ability to interact well with other people therefore, it is very essential to any job. Any individual with soft skills is an adaptable employee.  In addition to this, Doyle (2019), suggests that soft skills are obtained over a period therefore, people with soft skills stand out and this help the workplace to be run in a very efficient way. Employees with soft skills can listen to service users and run a useful and respectful service. 
There are various types of employability skills, one of these skills are communication skills such as effective writing, verbal, non-verbal, active listening and posturing (Maund, Schriek, and Tinkler 2017). According to Maund, Schriek, and Tinkler (2017), Communication is the ability to pass information or ideas effectively to two or more persons. Verbal communication is the most frequent methods in which people communicate with each other. Secondly, Non-verbal is a process of communicating without words, using non- verbal clues like smiling, eye contact, facial expression, body language, nodding of the head, hand gestures and vocal tone. Thirdly, there is active listening within communication which is when one is attentive and concentrating on what someone is saying. With listening skills an employee should be able to understand what another person is saying, understand the questions and concerns of the service users and be able to listen to the directions or instruction of the employers. Lastly, Posturing is important within communication because people aim to be respected and understood. Good posturing has an influence on opinion, perception and approval of others and increases one’s status within a team. Posturing includes the following: physical appearance for instance, the way people dress and well groomed, body posture, behaviour and manner (Maund, Schriek, and Tinkler 2017).
Also, time management is an employability skill. Time management is the capability to manage our time in such a way that we can plan and cope with what we do without unnecessary stress or tension (Morgan, 2017). Good time management is important because it will make a person reliable, punctual and consequently people will want to work with someone with good time management skills which leads to good examples for peers and in turn this will help to gain a leadership role in future. According to Moss (2012), good time management happens with experience and it is a skill that you should establish individually for instance a quick telephone call to a workplace to say one is running late.  This courtesy will help to reassure fellow colleagues and keep them informed as to why lateness has occurred. Other examples of good time management include planning for the days you are entitled for your holidays and how to take it, making use of diary’s for meetings, appraisals and special occasions. Give time for travelling, especially when you are travelling somewhere for the first time.
Moreover, teamwork has been suggested to be an employability skill. Teamwork is a group of individuals working together to execute a certain goal which should be collectively carried out (Morgan,2017). In addition, working as a team can be a very profitable experience when people in a team understands and assist one another as they progress in the job until the tasks are completed. 
Furthermore, according to Cottrell (2013), as well as time management, team work and communication being employability skills (soft skills), these qualities are also under academic skills (hard skills) because whilst at university, one is required to work as a team, for example I have worked as part of a team to perform a group presentation, and communication is important while working as team thus, communication is also a hard skill. Time management is utilised as an academic skill through the completion of assignments within a given time. 
Moreover Doyle (2019), says that hard skills are teachable, capable knowledge that are not difficult to measure. I can learn hard skills from my workplace, mandatory training, books and other example of this skills are when you are good in foreign language, obtaining a degree or higher certificate through education, efficient in operating a machine, good IT skills and finally the rate at which you type increases. Also, Doyle (2019), added that these skills are put in cover letters and CVs. Furthermore, Rao (2010), implies that hard skills are known as technical skills that are connected to a task or circumstances. These skills are easily assessable, and measures have been taken to check and it may involve some professional, technical, or academic qualification.
[image: ]SWOT ANALYSIS is a means of taking the measurement of my strengths, weakness, opportunities and threats. With the utilisation of a swot analysis, it assists my knowledge of knowing what is working well for me, where to go and way to improve on the barriers against my success in life (Mindtools, 2019). 

(Organised You, 2019)


My Strength
· I communicate well with my service users and colleagues and have the impression that everyone is clear of what I am saying.
· I am a good team player because I work effectively and encourages other people.
· I have a basic knowledge of using the computer, can send emails, use goggle to search for information on the website, shop online, transfer money and pay my bill online.
My Weakness
· I do not often understand other people’s emotions.
· I am not self-assured using the computer therefore, I keep away from it.
· The need to get my tasks done gives me stress especially when I have a lot to complete.
· I am often anxious when performing a presentation Infront of an audience and this often takes away the love for presentation.
Opportunities
· Attending university and learning more about the importance of effective communication, presentations and to have a degree in nursing.
· To be competent in digital skills.
· Having regular training at work.
Threats
· As a result of shortage of staff in my workplace, I am overworked and stressed and therefore my home front suffers.
· The recent global economy caused my workplace to reduce my contracted hours from 36 to 33hours, I also lessen my hour working because of my education at the university and this resulted to low wages.
There are specific academic skills that I have learnt while in my first semester of university. The specific skills are: 
Research – For my academic study there are various technique of researching a topic, but it depends on the task and the extent of study such as reading, note taking strategies and gaining the materials from reliable resources. Thus, finding out information which will be used to produce my assignment. As I move forward with my study, I will gain good research skills, and get more advanced in searching, reading, gathering useful materials, and using information to get ideas and construct useful points in my essays (Cottrell, 2013).
Note-Taking - This is a skill of writing down important information before typing everything together. It is a very vital aspect of the research process (Nordquist (2019). Taking notes in the classroom, from books, article or website will help to support my study. Moreover Cottrell (2013), suggest that when making notes do not type your notes as you read, when you are reading put your pen down, so you are not enticed to write out of the source; write in your own words to summarise and in addition; do not copy from research materials; note where the information is from and the actual names and quote correctly; finally, leave space for additional information.
Plagiarism – This is an action of prepossessing and utilizing somebody’s ideas and putting them down as your own. Brotherton and Parker (2013), says that it is considered stealing in an academic’s point of view. Moreover, Cottrell (2013), implies that plagiarism is making use of the work of others without confirming the origin of the information. An example, of this is using words like they have been utilised in articles, books, and website, using other people’s concept without telling who owns the ideas and lastly, paraphrasing without putting where your reading came from. Overall, plagiarism should be avoided by writing notes in your words, write down where you got the study information, quote the origin of the ideas and on conclusion of your work write a complete list of references (Cottrell, 2013). Furthermore, Australian College of Applied Psychology (2019), suggest that plagiarism is when someone deliberately or incidentally use someone else’s word, point of view, notion or statement and making it your own work. In conclusion, plagiarism in academic is looked at as cheating.
Referencing – This is a bracketed information that is put together to inform the reader where you found the supporting statements used in academic writing (Unilearning, 2019).
Summarising – This is a method of describing a concept in a short way. It is the best form to display your view and get the reader to see what you are talking about (Australian College of Applied Psychology, 2019).
Paraphrasing is a way of describing an elaborated notion in your own words, using nearly all the details from the main source without changing the meaning of the words as in the original text (Australian College of Applied Psychology, 2019). In conclusion, Australian College of Applied Psychology (2019), mentions that in both summarising and paraphrasing you should specify where you get the information from with an intext reference and give well detailed source of information in your reference list.
Personal development plan (PDP) has also being used in my first semester. This is a written description of a daily meditation of myself and then creating an action plan to develop and improve myself during the contexts of my university education and my career. It is normally produced in the workplace or while studying with support from the manager at work and my tutor at the university. It will enable me know my weakness and the need to improve on them; area I would like to improve on and then get support  in a way they can  make be happy with my career choice (Rolfe, 2019).Also, it is a good way to monitor my achievements; progress in my career or changing my career by getting into further education.
In conclusion, there are two types of skills which includes employability (soft skills) and Academic (hard skills). Employability skills is also known as transferable skills. Both skills are important because they are needed by an individual to make them employable and enable you communicate effectively, work well with people and manage your time. Academic skills are strategies applied when learning for instance avoiding plagiarism; referencing; summarising and paraphrasing; research and note-taking. Using swot analysis for personal development plan is beneficial for my success and career development.
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3. Now combine the following sentences using suitable linking words and
expressions
from the list above.
S sl
i) Peter’s going to have to leave early,\He wants to get to the bank
before it closes. | P
ii) I've got a huge overdraftkl had all that work done on the roof last
month.
iii) You've already had three warnings.?zﬁr work hasn’t improved.
iv) We put out all the picnic things. It began to pour with rain.
v) The new 600 model looks fantastic:Tt drives like a dream.
vi) | prefer classical musicmy husband loves modern jazz.

s sam—

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repetition.
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expressions
from the list above.

i) Peter’s going to have to leave early. He wants to get to the bank
before it closes.

ii) I've got a huge overdraft. | had all that work done on the roof last
month.

iii)) You've already had three warnings. Your work hasn't improved.
iv) We put out all the picnic things. It began to pour with rain.

V) The new 600 model looks fantastic. It drives like a dream.

vi) | prefer classical music. My husband loves modern jazz.

4. Rewrite Text A using reference words and linking devices to link the
sentences more successfully and avoid unnecessary repetition.
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth
a.  25% of babies are born to mothers who are adolescents.
@ One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
. Aquarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
@ 40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
@ The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
®‘.Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
¢. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
@ Martha feels that writing about adolescent problems is worthwhile.
¢ Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now.
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3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water. Y “\ r\am‘_( <\c.§c.rt {Q ca
[ Qﬂ,\lbﬂb"—‘[&{‘“ s AL »ch\ e —
144 Sl of echra ok . Jd o

[
4. Ofthe138 r!\ilhon acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932.

5. Awoman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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The growth of the car industry parallels the development of SN 2Ty s

modenn capitalism. It began in France and Germany, but took

offin the United States. There Henry Ford adapted the moving Stwv a7 pe - (4= lISFH+
production line from the Chicago meat industry to motor "
manufacturing, thus inventing mass production. In the 1920s ' (faken from Study Skills for Academic Writing: Trzaciak &Mackay)

Alfred Sloan's management theories hefped General Motors to

become the world’s dominant car company. After the Second

World War the car makers focused on the styling of their

products, to encourage more frequent model changes.

From the 19705 there was criticism of the industry due to the :
inefficiency of most venices, which used petrol wastefully. ‘summaries.
Atthe same time, trades unions became increasingly militant able?

in defence of their members' jobs. Today the industry owns i ;

some of the most famous brands in the world. However, many

car makers are currently threatened by increased competition

and saturated markets.

Salaries rise in line with fees

Students are borrowing more money to finance college education compared
with 10 years ago but, when they graduate, their loan payments are taking up
a smaller percentage of their salaries.

One-half of all graduates borrow some money, according to figures from the
US Department of Education, up from 34 per cent in 1977. The average debt
for recent graduates is $4,800, up from $2,000 in 1977.

The government has been deliberately shifting the emphasis from grants to
loans, and more students have been forced to take out loans because of
rising fees.

‘College students are borrowing more than they did 10 years ago to pay for
rising college tuition,” said Acting Secretary of Education Ted Sanders. ‘But
when you take earnings into account, debt should not be a hardship for most
graduates.’
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a) Students are borrowing more money to finance college education
compared with 10 years ago but, when they graduate, their loan payments
are taking up a smaller percentage of their salaries.

A half of all graduates borrow some money, according to figures from the
US Dept. of Education, up from 34% in 1977.

The government has been deliberately shifting the emphasis from grants

to loans, and more students have been forced to take out loans because of
rising fees.

b) Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977.
The government has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

c) More money is being borrowed by students to finance college education.
Half borrow some money, compared with 34% in 1977, according to
US Dept. of education figures. The government has emphasised loans
rather than grants and rising fees have forced students to take out the
former. However, when earnings are taken into account, the debts should
not be a hardship for the majority of graduates.

d)/More students (50%) are taking out loans to finance college education
than in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Government policy. However, the proportion of
earnings needed to repay the money is smaller.
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LONDON BMSW4001
In-class exercise 2: Summarising (Oct 2019)

% Trinity Saint David Academic and Employability Skills (ACE) — term 1
W

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.
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In-class exercise 1: Paraphrasing (Oct 2019)

LONDON

% i Cemint David C)\X Academic and Employability Skills - BMSW4001
B

Student Name: Q j A 3}&:‘ 1o Q:.Jﬁ,v Student ID: (=)

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 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 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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Writing paragraphs (from Uefap)
Identifying and supporting topic sentences
Exercise 5

Put the following sentences in the correct order in produce well organised paragraphs.
Paragraph 1

.. a. For a lightweight poster or sign, you can use either offset book stock or cover
stock.

+ b. You'll probably have to take your publication to a commercial printer, however,
since bristol won't feed through most desktop printers or copy machines.

s C. The type of paper you choose for a poster or a sign depends on how it will be
reproduced and how it is going to be used.

2 d. If you need to create a more durable poster or sign, or create packaging,
bristol stock is your best choice.

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2
gyt a It's rare, but not unheard of, for mail to go astray.

4. b. And many corporate mail servers have had growing pains, too, experiencing
holdups and the odd deletion.

§ c. On the whole though, you can assume email will arrive.

» d. However during 1997, AOL and Microsoft Network - to name just the big
b players - had severe mail outages resulting in the delay, and in some cases loss,
of email.

2 & €. In general Internet email is considerably more reliable than the postal service.
(The Internet and world wide web: The rough guide, (1997), p. 15)
Paragraph 3

. Time may indicate the importance of the occasion as well as on what level an
interaction between persons is to take place.

4_ b. The same applies for calls after 11:00 P.M.

3 C Different parts of the day, for example, are highly significant in certain
contexts.

5 d. Our realisation that time talks is even reflected in such common expressions
as, "What time does the clock say?"

2 e. In the United States if you telephone someone very early in the morning, while
he is shaving or having breakfast, the time of the call usually signals a matter of
utmost importance and extreme urgency.
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ACADONIC A D Em e agiuTY Sialks
COHERENCE & COHESION - more exercises (Advanced English: O' Connell)

OLuwaTone  RupFal

COHERENCE: A piece of writing is coherent if it is clearly organised and has
a logical sequence of ideas.

COHESION: A paragraph or section of text is cohesive if the sentences are
well constructed and well linked together, and there is no unnecessary
repetition.

1
Which of these paragraphs has a problem with coherence? Which has a
problem with cohesion?

A Cn HeEs(se

The book | would choose to take to a desert island is a book called ‘Gulliver's
Travels'. It is an amazing book about a man called Gulliver who travelled to
different places. Every place Gulliver went was unusual, unexpected,
unbelievable. In one place horses could talk and think like people. People
lived like primitives. Gulliver lived with horses for a couple of months. He
learned many things from horses. In the horses’ society everyone was equal
to each other. There was justice. No one had any advantages.

B CrHare <&

There are many good bookshops for students in my town. If | was going to live
on a desert island, | would take a book on wildlife. That book gives you advice
about how to survive in a desert place. It is a beautiful island with sandy
beaches and palm trees. You probably have many questions such as where
you could live, what you can eat and how. You will read a real story of 15
children who were lost on a desert island until they finally succeeded in
making a new society for themselves.

Writers use a variety of methods to make a text cohesive. These include the
use of:

e Reference words like the relative pronouns which and that, the
personal pronouns he, it, them, her or expressions like the one, the
person or the company to avoid repeating names.

e Linking devices like and, although, while and however to provide a
logical link between sentences and paragraphs.

Synonyms and parallel expressions e.g. people/human beings

Ellipsis or omission — leaving out part of a sentence to avoid repetition
e.g. John got 98% in the exam but | only got 70. (= | got 70% in the
exam);

| did not want a big wedding, but my parents did. (= my parents did not
want a big wedding)
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