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Introduction

According to Wikipedia skill is the ability to complete a task. Every person has skills, that gain through academic learning or through experience, but the employers are always looking something beyond those skills. They are looking for good communication skills, trustful, positive attitude teamwork. In my previous job as on of my tasks was on hiring new stuff ,we had a two stage recruitment policy the first was the interview ,when I had ta talk with them if they had the right skills that we required for the job and the second was the trial shift ,where we could see if the person was working good in a team and had good  communication skills .
 
Employability skills
Employability it is having professional soft skills and attitude in every workplace, the reason that I choose the university is to become more employable for the job market in the future. Employability skills   are the general skills or soft skills that gives the ability to communicate and work as a team in a company. (Doyle, 2019).When I start my first job in London in 2012 ,I had to improve a lot team working ,because the difficulties of the languages as well I was feeling that I could not perform as good ,as the rest of the team too many misunderstanding happening in communication ,due to my language ,and too many complains ,customers could not communicate with me ,the result was the team helping me getting in the right way always.

Communication

Communication skill is the ability to understand and give instruction, it can help any aspect in our life from professional to friendship and family. Good verbal and written communication skills can deliver the information’s quickly and understandably. Listening it is an important part of communication as well as people prefer to focus more on what they have to say rather than on what they must listen.
communication is valued in workplace, speaking with the right vocabulary, present your ideas work well in a group. On this aspects my course will help me ,with my presentation and my group assignments, using the right vocabulary for my assignments will improve my language speaking as well in term of business orology .Another important fact that I would like to add about communication is that in the top 10 most in-demand skills  communication is first with 57.9%. (Beqiri, 2017). 

Hard skills
Hard skills are teachable and practical abilities that you gain through experience, university, online courses, readings, hard skill mean that you are good for a specific job (Gerencer, 2019).To be successful in the workplace you have to combine both hard and soft skills as well.

Soft skills

Soft skill are the social skills that must do more with who the people are rather than people do, how well people can interact well with each other one of the most important (soft) skill is communication. having just hard skills it is not enough for the workplace for every employer to be succeed in the workplace, he should have strong soft skills as well.
A set of soft skills is always separate the successful candidate from the other job seekers because the employers are looking for people  who are focused ,organized ,with leadership skills and who can bring new ideas to the company, solve problems ,save time and be creative. (Pahwa, 2019). On this course I will gain more experience, and I will be more confident using my soft skills not only in my academic area but in my workplace as well.

Team work

Teamwork skills are the abilities to work well in a team to achieve a common goal, having team work skills it depend on your ability to communicate well and, if you are a good listener  and a responsible person. (Anon., n.d.). In my previous job working as a supervisor in a restaurant I had to be a shift leader ,in order to demonstrate an excellent shift with my team ,we had to work all together, but everyone had to work on its own task, helping each other ,communicate with each other, motivating  your team it is very important as their performance is increasing, I was always showing respect to my team, and there was always time for celebration.

Time management


Time management is a big issue for most of the people, as we have so much things to do during the day, and there is not time to make those things happens. There are many ways to improve your time management skills like by organizing your days and weeks in advance.
Prioritize which task is most important to do first and which is less to after. Never let things that must be done for today, to be done for another day. An everyday to do list it is very important as well because in thin way you will not forget your tasks. (Arvidsson, 2016).  My course by giving me the deadline for the assignment is helping me with the time management as with the in class exercises as well. 

Swot analysis

Before setting my short term and long term goals I would like to specify which areas needs improvement for me and on which skills I am doing well.





		Strength


Quick learner
Excellent organisation skills
Working well in a team
Positive attitude
Decision maker


		Weaknesses


Low self-esteem.
Not good on presentations, not feeling very confident talking in front of people.
Not confident with English language 
Easy to give up if I feel unhappy


		Opportunities


The government gives the chance to people to study.
Learning new skills
Getting a degree is an opportunity that will gain to better job for me in the future
		Threats


balance between work and personal commitments
wages are less during the time of studies
there are no too many opportunities to find a well-paid job because you are a student.



Table made from Student Aikaterini Mitrousi.


Personal development plan

	What are my big goals?
	Which goal needs to happen first
	When do I want to achieve that
	How can I improve my chances to meet my goals
	Where can I go for support

	Getting a degree for an Event manager

	Complete the certificate-Skills for the workplace-Level 4




	By the end of September



	Being punctual, and focused on my goal
	Do not fail
	University
Talking with lectures

	
	
	
	
	

	Be more confident on presenting in front of people

	Starting as first step be more familiar and confident with the presentations
	By the end of July
	Practising in front of people that I feel confident to talk
	Lecturer and the university

	Improving my English language in spoken and written
	By the end of the academic year
	Not enough time to spent on reading, and using the vocabulary
	Reading newspapers, books, listening radio and news
	Instructor, and on-line recourses

	Maximos baptism
	Booking the date
	Summer time
	Check other dates and places for in door celebrations
	Event manager
Good mother



Table made by student Aikaterini Mitrousi

Plagiarism

Plagiarism is being rewarded for someone else words or ideas. In universities if an assignment is plagiarised it is failed and the person it is in a suspension. There are differed ways of plagiarism.
Direct plagiarism when you pay someone to writ the whole assignment for you, or when you use the whole paragraph from the book or from the online web without paraphrasing it in your own words,
Paraphrased plagiarism using someone else work just making some changes 
Mosaic plagiarism using words phrases and sentences without quotation marks
Accidental plagiarism missing citations, sources are cited incorrectly (Valdes, 2019).
We spoke in class as well about the importance of plagiarism on how to avoid, we had a brief about summarising and paraphrasing and did different exercises in class to practice more.
We had a workshop as well, talking about plagiarism and the negative aspects of it.

Summarise
It is a written short brief through the whole text that can make you understand the whole meaning. The summary must contain the main point which should be described by your own words, using the right vocabulary. Information that do not support the main meaning of the text do not have to be included to the text. (Anon., 2011). We had too many in class exercise about summarising and we got feedback from the lecturer in one on those as well. Summarising it will be very important in our workplace especially when we must present or talk about new product or new information for the company that we are not familiar.

Paraphrasing 
Is one of the most important academic skills, it is the ability for someone to paraphrase the ideas and the information of the source on his own words using not too many words from the original text, and the right citations. (Anon, 2017). It can help you with reading ,so you don’t have to memorise ,good for improving your english language levels as you need to use different word ,sunonums ,use of vocubulary is a must .
Conclusion
Setting up new goals was my desire when I starter this course ,and I wanted to achieve this short term goals after I finish my assignments, in the first term I gain confidence in my writing ,as I already did 3 assignment , improve my English ,in written and communication and I had my first presentation, although it was not in front of my classmate ,felt that I manage to do something greater than my willing’s.
Academic skills are not only good for the workplace but are helping me getting ready to build the right skills to be ready to go there and with my experience to be in the right place that will suit me most.
Appendix 
Appendix a: In class exercise about paraphrasing on 12/11/2019. We were given a text that we had to paraphrase, feedback was given by the lecturer.
Appendix b: In class exercise about summarising on 11/12/2019.we were given a text that we had to summarise, feedback was given by the lecturer.
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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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Ex.1

Read the following text a
nd make notes on the main i i i
P bl 0 e main ideas. You can do this on a separate piece

To be a great leader, you need to start by leading yourself

;’::i‘s ‘foopflfhg:':::ﬁfmp positions with good intentions, but those often crumble due to the demands — and
e J b you wanF to _succe.ed, dgvote some time and energy to self-leadership, says consultant

’s Ul r.nann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
pe:?ple |V'nakeA But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or m@gmations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and beingin a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

und a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
Rather than spending his time trying to learn to rally and guide others,
f his energy on mastering self-leadership. Sudmann has found
o into self-leadership.

Sudmann for
emperor and Stoic philosopher.
Marcus Aurelius focused a surprising amount o
this orientation tremendously helpful. Below he breaks down three actions that g

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Anotherideaistota ke 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'llsoon face. While Marcus Aurelius was fond of reflecting in t(he evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.
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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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