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[bookmark: _Toc39317617]INTRODUCTION
In this assigment I am going to explain how my skills are improving  and how was the process in this term of Academic and Employability skills.
Nowadays companies require their workers a series of employability and academic skills.

[bookmark: _Toc39317618]SKILLS 
Skills is a term that refers to the knowledge gained from actions practiced previously. There are two types of skills.
· Hard Skills are technical abilities that you learn in the school, online, through books or in the job. One example could be computer skills.
· Soft Skills  are interpersonal skills and communication skills what it means that is how we delevop our personality in team working , or our facility to look for a solution to the  problem. 
These skills are obtained in this term of Academic and Employability skills, which make strong our initial skills. And the knowledge to apply each skill in the right moment.
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· To show what I understand of  employability and academic skills.
· To analyze what skills I have gained in this term.
· To analyze  how can I use this skills.
· To evaluate what are the most important skills.
· To analyze how time management and academic writing and reading skills are important for workplace .
· How this skills improve my capacity for a new job.
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Employability Skills  is a term that we use for the atributes that turn you into a very attractive candidate to have a new job or maintain employment. This include  skills , knowledge  and attitudes.
[bookmark: _Toc39317621]SKILLS
Employability involves a serie of abilities :
· Promblem-solving : is the ability to find solutions to difficult issues. 
· Communication: is a group of personality abilities to communicate effectively.
· Adaptability: means the facility to adapt to new situations or change actions.
· Collaboration: is tha capacity to work with other person and aport you ideas.
· Organization:is the ability to be focused in your goals and don not waste your time.
I learnt that employability skills are so important for my future job.
[bookmark: _Toc39317622]Time-management
Time management that means organize my time to achieve my goals also it means prioritazation.
For example, do my assignment is more important than go with my friends to the street because doing my assignment i will achive my goal if i were in the street  i could not finish and this will be an impedemnt for my degree.
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I used this ability when i was looking for  job, I had the organization to do my CV and update in evry web that i was interested.
Now in my job i have to do a variety of acctions like organize papers, organize meeting with our staff. To do that requieres time and prioritize what action are more important.
Also the organization is so important for any job normally the companies wants people that can have order in his work it will be in my desktop or my documents. If i did not learn that I could not order in the right form.
Amd it will be a prolem for my workplace because i do not have the right skills.
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Other skill so important is communication we require that ability to understand other people and that they understand us. This consists in:
1. To listent: information that others can have for us. 
2.  Process infromation: new projects, new ideas that other person can contribute with us and achive our goal.
3. Feedback to avoid misunderstanding and can followinstructions.
[bookmark: _Toc39317625]Types of communication
 
We can find different types of communication in different ways.
· Verbal communication: can be written or oral. For example a letter or a conversation.
· Non-verbal: is our body language, voice tone…
We have to keep in mind the way that we are going to speak.
· Formal: is based in a formal language. 
· Informal: is a casual talk with a friend or family. 
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In my job, I use verbal,non-verbal  communication and formal language when I speak with my managers or I  have to send  and write documents to other shops. Also in projects of my certificate.
Normally I use informal language with my family or my friends , it could be my collegues in the work. This  includes verbal or non-verbal communication like text messages on WhatsApp.
Respect is other part of communication that is extremely important because not always we are going to talk with people of our religion or thoughths
All this abilities that i mentioned before is to useful to demostrate my capacities and in the future to be able to show all my knowledge.
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Teamwork means a group of people working  for the same goal. We will probably have to work in a team in every aspect of our life.
For example to organizate a Christmas dinner in you work, or just being part of a birthday celebration.
Companies should have employees that have this skills  they also canlearn new things or techniques about each others and improve theisr experiecence.
Since we are children we are learning this skills in class project or just playing in teams like football. 
Teamworking requires a serie of abilities:
· Communicaton
· Responsibility
· Active listenig 
· Co-operation and blending of each others strengths.
· Positive attitudes.

[bookmark: _Toc39317628]How do i use teamworking in my job?

This ability is very important in my job because we need to talk and work in teams for example in the  cofe-shop when I am in the role in front of customers  and they  order a coffe. I have to communicate to the barista  and I have to say it clearly to avoid misunderstanding and to do right command. It is teamworking because without the barista my command is unuseful. And the barista without me, he can not know what is the command of the costumer.
 Also I use teamworking in  the university for to do some projects that are in group. 
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Academic skills  is a term to refer to different methods that we use to write, read… There are differents ways to get this skills  in the scohol, books , newspapers , online.
But what does it consist of ? 
· Paraphrasing .
· To understand clause structure.
· Note taking 
· Academic reading and writing skills.
· Summarising.
· Mind mapping
· Referencing and plagiarism 
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Note taking is based in use different methods to take notes. It can be using mind maps that consists in pick up the key ideas and concepts. And it will have an structure like :

Here we have the main topic and then the ideas,the last boxes represent the key ideas for me,and where i have to write to understand employability and academic skills.
This is a good example of taking notes in class also I use contractions to write faster and do not lose every word that the teacher say.

[bookmark: _Toc39317631]How do i use note taking in my studies?

This method is too useful for me, because I can write the main ideas or the main points without missing the explanation of my teacher. This method also could be use in presentations of the class, for example when you are doing a powerpoint you have to call the atention of the rest of your clasmates or maybe  in the future companies. You have to put less text as you can, so that it is means write the main points.

[bookmark: _Toc39317632]Academic reading and writing 

Academic reading and writing skills, usually we get in the scohol since we are kids,  this abilities over time it have developed, through  online, newspapers or in test of our college where you have to use the capacity to understand the text and write or choose the right answer.
· Academic writing is based on :
· The structure of the sentences, identify what is an affirmative sentence, question or exclamation.
· To understand what is informal and formal language. When you can use it.
This two abilities I think that is so important for our workplace and when we are with our family. To know  what type of language we have to use and the correct structure of the sentences when I speak or write.
Although I have to learn more about writing skills to improve my English.



· Academic reading is based on:
·  Structures of arguments are noticed during reading.
· The process of being able to recognize the contrast between sentences and words.
This two abilities is so important for everything for workplace and life. Is to useful beacuse we are all the time reading or writing for example just to say to your mum on WhatsApp that you want chicken this night. We use this abilities to communicate and this require the knowledge.

[bookmark: _Toc39317633]How i use this skills in my life and workplace?

This skills are so important for our lifes especially if you want to go to the university for a degree as my case. To acces to the university you have to pass some test about speaking and writing skills, here I used my reading and writing skills to show that I have the capacity to understand the future assigments of the university. To use the right language I have to unerstand the meaning  of clause sturcture, that consist to identify verb , adjective , adverb and know how to use in a setence.
On the workplace I use this skills in every document that i read or i need to wirte and I have to know which language and expressions I can use.
Also I want to improve my skills and read is really good for learn new vocabulary and practice which structures I know of English. 
This course help me to improve this abilities.
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When this academic year finish, I want to develope my studies  in London because is the city of bussiness. I would like to study the degree of international bussines. At  the momment I work in a coffe shop and i would like to be manager of  the shop that I am working now. In the future I will look for a job where I can use my skills that I have learnt in this course. And the oppurtunity to gain experience and new skills.
In my future when I graduated of international bussiness. First I would like to work in some companies that have a good reputation to put in my CV.
Also this goods companies are going to give me experiences in bussines and problem-solving. When I have all this experiences, I want to work in a shop where I can manage the communication or problema solving. 
At the momment I do not know if I will open a shop but I thought in a coffe shop  with snacks and healthy food. I know that there are too many shops of this type but I think that if I want it in the future I will get it.
Furthermore I thought in a vet shop because when we have a pet we teke care of them lbecaause it is a member of the family, so I belive it would be a good bussiness
In addition this skills that I am learning in academic and employability skills are helping to improve my english because is my second language and I acquiring new knowledge.
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