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INTRODUCTION


All that I dreamed that maybe I will be able to fulfill a dream that provides for the completion of my studies. And there will not remain a dream hidden in my dream.
In this I will write about Academic and Employability Skill and how this course has helped me to make some decision about my future and set my horizons and ambition me to lead them to fulfillment.
The course help me to analyse me as a person and also to help me to create a SWOT and Personal Development Plan where I set my goals which I want to achieved on the end of this course and also the end of university year.
In this report you will discover all my opinions and goals that I was worked and now are completed.
Everything I was learning at Academic and Employability Skills course I applied at my work place and helped me a lot to understand and to managed the difficult moments easily then before. And also I work a lot at my weaknesses and I become more confident in my self and my attitude is more professional. 

           SWOT
S-strengths
W-weaknesses
O-opportunities 
T-threats
SWOT-is a strategic planning technique used to help a person on organization your plan with your important opportunities.
      STRENGTHS
-I have a good organization skills.
-I have ability to work under pressure.
-I am good in what I doing at work.
-I have diversity of experience in different jobs.
-I am enthusiastic person.
-I am highly dedicated person at work.

     WEAKNESSES
-I am very emotional person.
-I am very shy in front of large groups.
-I can get stressed easily.
-I am poor at dealing with conflicts.
     OPPORTUNITIES
-I have been offered this opportunity to study and to complete my studies.
-I have been offered this occasion to improve my communication and writing skills on English.
-I have the chance to get up from the cleaner position to supervisor or more….
-Also I have the opportunity to learn the digital skills and how to use the modern technologies (laptop, computers etc,).
       THREATS
-Life is to expensive and really I need to have a good job and to take care about my family and to offer them a decent life.
-I need to find a job closure because is expensive to traveling.
-Focused on study and on the opportunities and not to leave nothing to disturb me.
-And to leave nothing to disturb me from reaching my goals on this university years.

PERSONAL AND DEVELOPMENT PLAN ANALYSED.
PDP(personal development plan)- is the process of creating an action plan based on awareness, values, reflection, goal- setting and planning for personal development with a context about a career, education  and goals for self-improvement.
          AUTO EVOLUATION.
I am a simple, dynamic person with a major interest in learning everything new I am a organized person and I have good skills to work under the pressure plus I have a diverse experience in different jobs. And I am always a person dedicated to what I do and ambition helps me never fail.
I never gave up even through I found it was hard even I can say that is a good think for me. But as a person I have some weaknesses to advance in the objectives that I propose and these are:
-I am very emotional.
-I am very shy in front of large groups.
- I can get stressed easily.
-Sometimes I am poor at dealing with conflict.
  SETTING THE OBJECTIVES
Plus I will have first to solving the weaknesses of my personality and what expectations I have following my courses at the university and also to following the direction I have chosen.
I am going to create exact a picture in mind with my future and focus it. Plus establishing energy routine on learning and writing exactly a list of objectives that I will have to carry out.
Thanks to the new work place I understand that I can do more and I can advance in my career. Of that I took the decision to study which it give me the opportunity to improve my communication and the writing skills in English and also the chance to learn about the digital skills.
Career and family are the most important aspect and I will use them in my plan to achieve the goals I have set. And also I want to make a aspect also the family and University studies are match perfect when I have all the support from my lovely family.

OBJECTIVES FOR FOLLOWING THE COURSES AT THE UNIVERSITY AND THEIR INFLUENCE ON MY CAREER.
When I started going to University I was afraid and also ii was something new for me and plus this experience is different from school experience I have in past years on my birth country.
Following these courses gives me the chance to learn many things and develop some ideas and that I can apply them at work, and yes I follow the courses and I have also a job at same time.
I made a list with the goals I want to achieve during the University year as;
-as going to improve my oral presentation.
-as going to develop my writing skills.
-as going to spend more time for learning and also to meet new people.
-as going to more with others as groups.
-as going to develop my reading, research and confidence skills.
      ACTION PLAN:
Closely following this report plan in career which can be achieved through hard work, perseverance and by showing that I am the best, and to stand through work in the chosen field.
And not choosing the direction to start from one function to another by achieving my set goals only to following just one way. That the direction to successful career will be safer than meeting the criteria that each employer are looking for.
REFERENCES:
Stella Cortell( Palgrave study skills) SKILLS FOR SUCCESS.. The personal development planning handbook 2003.
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3 Techniques for paraphrasing

(a) Changing vocabulary by using synomyms:
argues > claims/ eighteenth century > 1700s/ wages > labour
costs/

Do not amempt w© paraphrase every word,, Snce some ave 10 tue
synomym c.g. demand, cconomy, ChCTEY \

(b) Changing word class:

(v.)/ profitable fadj.) > profitability (n.)
{c) Changing word order:
the best explanation for the British location of the industrial
revolution is found by studying demand factors.
> A focus on demand may help explain the UK origin of the

m FOUR WHEELS GOOD

The growth of the car industry parallels the development of
modern capitalism. It began in France and Germany, but took
offin the United States. There Henry Ford adapted the moving
production line from the Chicago meat industry to motor
manufacturing, thus inventing mass production. In the 1920s
Alfred Sloan’s management theories helped 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 1970s there was ¢
insfficiency of most vehicles, which used petrol wastefully.
jions became increasingly militant
in defence of their members’ jobs. Today the industry owns
some of the most famous brands in the world. However, many
car makers are currently threatened by increased competition
| and saturated markets,

ism of the industry due to the

At the same time, trades u,

5 Practice exercise: Synonyms
I Find synonyms for the words underfined.
{a) The growth of the car industry parallels the development of
‘modern capitalism.
Example: The rise of the automobile industry matches the
progress of contemporary capitalism.

(b) It began ip Fr ind Germany, but inthe United |
States. ol Cﬁ st

{c) There Henry Ford adapied the moving production line from the
Chicago meat industry to motor manufacturing, thus inventing

mass producton. . <A\ B1 @A 0%%&/\5

o
6 Practice exercise: Word class ‘Y\AE"‘C‘O"%

B Change the word class of the underfined words, and then rewrite the
sentences.

(a) In the 1920s Alfred Sloan’s management theories helped
General Motors to become the world’s dominant car
company.

Example: In the 1920s, with help from the managerial theories
of Alfred Sloan, General Motors dominated the
world’s car companies.

{b) After the Second World War the car makers focused onthe < ¢ foo)./a

styling of their products, to encourage more frequent model
changes.

{e) From the 1970s there was criticism of the industry due
to the inefficiency of most vehicles, which used petrol
wastefully.
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DISRUPTIVE TECHNOLOGY

his phrase was first used by Joseph Bower! and Clayton Christensen, of the
tarvard Business School, i 1995, They employed it to describe a n-v;mmn

trt ppeals to @ minorlty section of the market, but large enough ,,.,an:w
sllow the technology to take root and develop, Comy

4 Practice Summarising — read the following text and underline key words

WEALTH AND FERTILITY

For most of the past century an inverse correlation between
human fertilty and economic development has been found.
“This means that a5 a country got richer, the average number of
children bom to each woman got smaller. While in the poorest
countries women often have eight children, the rate fell as low
25 1.3in some European countries such as Italy, which is
below the replacement rate. Such a low rate has two likely
negative consequences: the population will fall in the long
term, and 2 growing number of old people will have 1o be
supported by a shrinking number of young. But a recent study.
by researchers from Pennsylvania University suggests thet this
pattern may be changing. They related countries’ fertility rates
to their human development index (HDI), a figure with 2
maximum value of 1.0, which assesses life expectancy,
average income and education level. Over 20 countries now
have an HDI of more than 0.9, and in a majority of these the
fertilty rate has started to increase, and in some is
approaching two children per woman. Although there are
exceptions such as Japan, it appears that ever higher levels of

wealth and education eventually transiate into a desire for
more children.

5 Practice exercise: Slunma.rising
[ ] Comlete e notes o the kes poins bejo,

12) Falling lovels of fertilty have generally been found
Nt (Cle s

M&D\
{b) In some, number of children born
Dilasarli U by
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o) Two results: smaller populations and [QJ\ "
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7 Practice exercise: Word order
W Chanze the word order of the following senfences (other changes
may be needed).

(a) At the same time, trades unions became increasingly militant
in defence of their members’ jobs.
Example: Atthe same time increasingly militant trades unions
defended their members’ jobs.

{b) Today the industry owns some of the most famous brands in
the world.

(c) However, many car makers are currently threatened by
increased competition and saturated markets.

1.7 Summarising

2 Stages of summarising

Summarising is a flexible tool. You can use it to give a one-sentence
synopsis of an article, or to provide much more detail, depending on your
writing necds. But in every casc the same basic stcps need to be followed
in order to meet the critcria listed above.

W Study the stages of summary writing below and comelete the £aps

vith suitable words (one word per £a).
(2) Read the original text carefully and check any JJ-Q.@&HM.U o0
vocabulary.
st
b) DL\’ the key points by underlining or.
highlighting.
(©) Make €5 of the key points, paraphrasing where
possible.

(o) writethe (€0 50&) m your notes, re-organising the

structure if needed.
(e} Check the summary to ensure itis_ (XX
nothing important has been changed or lost.

and

fc)

3 Practice exercise: Summarising

B Read the text [3.1) on the following page and the summaries (a)-{c).

Rate them 1 (best) fo 3.

{a) Disruptive technology, according to two researchers from the

Harvard Business School, is a new invention which attracts
enough buyers to become established in the market, and then

to improve and grow. For example, the first digital cameras,
launched in the mid-1990s, took poor guality pictures and were
costly, but had some important benefits. Today they dominate
the market, and the older type of camera which uses film is
now a niche market.

(b) Bower and Christensen introduced the term “disruptive
technology’ in 1995, to characterise a new technology which
sold well enough to enter the market, and could then be
developed further. The digital camera, for instance, was
originally expensive and had low picture quality. However, its
significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

Digital cameras are a good example of a disruptive technology,
aterm used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initially wins
enough market share to survive and develop. These cameras
at first produced inferior pictures, but had the advantages of
showing the photo instantly, and allowing the user to
download the image. In a few vears they became dominant in
the camera market, while traditional film cameras were almost
redundant.
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