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  1 Executive summary

   This is a report in which I will talk about my abilities and employability skills that I learned and learned in this quarter at Academic and employability skills. I will also show you all the exercises done in class in the Appendix and the feedback for them.
   
   2 Introduction

      My term of reference is a good structured academic report in which I analysis my own academic and employment skills by referring to in-class exercises and published literature or discussions with our lecturer. I will also include scanned copies of all the in-class exercises and the feedback I received in the appendix.

   3 Methodology

   My methodology includes looking again at: all in-class exercises; Moodle model materials; research in books and online; studying my in-class tasks and other research about my workplace.
   In class exercises included: SWOT analysis; Personal development plan; Time management; Eisenhower Method, Paraphrasing, Summarising; Harvard referencing workshop and my individual research method using books and internet.
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

   4 Necessary skills for a good communication

 For good communication, you must have certain skills to learn and understand better. The most important of these are: understanding the ways you learn(understand you own); organising, planning and managing study; time management; working with others; making a presentation; research skills; referencing skills; writing skills(paraphrasing and summarising); reflective and creative thinking; critical analysis(critical thinking); memory.
  In this term I was able to improve at my workplace with the help of learning about all the necessary skills in workplace and not only. Learning about soft and hard skills, now I know more better how to manage my time and how to work in a team. I improve my academic skills by learning how to make a good research and take notes in important moments and how to make a good paraphrasing or summarising.
   There are 4 types of skills: Adaptive skills (AD) – this skills determine how we manage ourselves; Academic skills (AC) – this skills are developed and used for study; Transferable skills (T) – this skills can be moved between different situations and Job-related skills (J) – this skills is for situation acquired, specific.   
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

   5 Discussion in-class:

      5.1 Time management

      Aptitude is divided into two different areas such as punctuality and the efficient use of time.
   Punctuality is very important in today's world, where everything is on demand and everyone is busy, working on a very strict schedule and everything is happening at a speed. Punctuality is, in a way, more connected to how you spend your free time in general, in life.
    The efficient use of time will lead to a more productive day and a more productive individual. By paying attention to the things that are more important and more urgent to solve, you will also be able to give a better job performance and not only.
   Time management is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tights and pressures are high. Failing to manage your time damages your effectiveness and causes stress.
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

      5.2 SWOT analysis

   SWOT analysis is a strategic management tool that helps a person / company identify their strengths, weaknesses and external opportunities and threats to determine their competitive position in the market.
   SWOT analysis helps to find the factors that influence the efficiency and effectiveness of any product, project or business entity. These are explained under:
[image: ]
         Source: Business Jargons – SWOT analysis
Swot analysis it shows to us: Strengths; Weaknesses; Opportunities and Threats who help as to knowing us better (www.businessjargons.com).
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

      5.3 Personal development plan (PDP)

   The PDP allows us to identify the key areas of the learning and development activity that will allow us to acquire ourselves or develop existing skills and behavioural attributes for the following purpose: Enchanting performance; Addressing anticipated changes in your current role; Addressing career aspirations towards a future role.
      
   In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

      5.4 Eisenhower method 

    This is a very efficient way to solve problems in order to figure out our priorities.
   This method helps us to figure out in what order we should solve the tasks and be aware of their importance. NOW - what is urgent; PLAN / SCHEDULE - what is not very urgent; REMEMBER TO TRACK AND THE LAST ONE IS ELIMINATE - is a waste of time and you can eliminate.
          In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

      5.5 Paraphrasing
 The paraphrase must have a different structure, different words, it must be spelled grammatically and have a correct pronunciation but at the same time have a similar meaning.  You must remember that, even if you paraphrase someone's work, you must acknowledge it by providing a reference.
   The techniques used for a correct paraphrase are: Synonyms - we can use synonyms to replace words (e.g. bonus - extra money); Change word class - we can turn verbs into adverbs and not only (e.g. Helped - help); Change word order / change the order of the words - we can move information to different parts of the sentence. We must try to maintain the length and meaning of the paragraph.
   If you want to make a good paraphrasing is needed to understand the text, to make a list of a main ideas and to change the structure of the text.
[bookmark: _Hlk28682470]   In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

      5.6 Summarising

   The summary is a brief description that clearly gives the main facts or ideas of a text / passage, etc.
   The rules for a good summarising is the follow: Nominalisation, i.e. changing a verb into a noun; Changing adverbs to adjectives; Breaking up long sentences into a shorter sentences; Joining short sentences together with linking words.
   The techniques used to produce a good summary are: Identifying key ideas; Taking notes; Organize them in a logical order; Link ideas concisely.
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.


   6 Articles – Here I will present for you a few things about my workplace area, who is a pastry company factory and a big area of business. All the articles from this chapter are find it online at http://lifoodcompany.co.uk.

      6.1 Home - Lasting Impressions is our wonderful dessert world. I always felt that dessert was the last chance to leave an impression on a guest. From here comes our name.
All our desserts are handmade by chefs, we use high quality ingredients, and the whole world of artisan restaurants, bakeries and bakeries are our inspiration. 
  We don't have a menu because each dessert we make is unique and we prefer to start with your needs and design and create something special just for you and your customers to enjoy (http://www.lifoodcompany.co.uk).

      6.2 Restaurant - The chefs in restaurants and hotels discover how good we can be. We propose the standard for Michelin stars. We work very closely with our clients to produce just what they need and they are pleased, not only in terms of taste, but also of texture and texture. However, we do not stop at the book. We also make desserts for banquets. Our travel experience has taken us to restaurants and hotels around the world, and the concepts we have seen and tasted make our desserts some of the most innovative around because we always try new tastes and experiences (http://www.lifoodcompany.co.uk).

      6.3 Team - All our cakes and desserts are handmade by staff. And we mean anything, even the tart bases that are baked, to preserve their individuality. We have a new facility, with a modern look, but we still use traditional values. All our staff take part in ideas and inspiration, and the development phase of any dessert is just as important to us as the completed article.
Sometimes we can do a large number, but that does not stop us from being chefs and artisans.
You will find out how much fun desserts can be only when you start working with us (http://www.lifoodcompany.co.uk).
    6.4 Events - can be difficult to get right. The sheer number of guests can be daunting. But we like a challenge, and some of our best work has been for prestigious events such as Wimbledon and Royal Ascot. We do this kind of event in our step. But we are also no strangers to the quirky awards dinner or the occasional rock concert and have worked with some of the biggest names in the business. Our desserts can be found at Wembley Stadium and throughout the Premier League.
However, don't get the impression that all we do is volume. We also do the little and the intimate. No event is too big or too small and we are quite happy to work with a third party if this is your requirement (http://www.lifoodcompany.co.uk).

   7 Findings

My SWOT analysis show exercises provided in class and a little conclusion about my opportunities after all I learn in this trimester.
   The personal development plan helped me to know myself better and understand what is needed to work more with me.
   The time management and Eisenhower method helped to can manage my free time better and who to understand the urgency of a situation.
   The exercises provided in class about paraphrasing and summarising help me to can make a good academic report.
      In the Appendix I will show you the exercises provided in class with our lecturer and the feedback received.

   8 Conclusion

      This trimester it helped as to getting to know yourself better and to improve yourself and to learn a set of academic skills need it in any work field.
  All this skill who I was learning in this trimester they helped to improve my life and my career in the same time. Now I can communicate better with my team working and in life and my academic skills are very improved.
   I think this courses it was helping my very much in career and in daily life.
   
   9 References:
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  10 Appendix
   Here I will show you all in-class exercises provided in this term.
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