
                                
 

 
 
  
 

  
                                REPORT 
  
         ​ACADEMIC AND EMPLOYABILITY SKILLS  
 
 
 
 
 
 
 
Author:    Bryan Custodio  
 
Module:   Academic and Employability Skills (BMSW4001_LON) 
 
Lecturer: Tim Hopkins  
 
Date:       21-12-2019 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
CONTENTS 
 
 
1. Summary …………………………………………………...Page 3 
 
2. Introduction……....………………………………………....Page 3  
 
3. Methodology………………………………………………..Page 3 
 
4. Results or Findings………………………………………..Page 4-11 
 
5. Discussion………………………………………………….Page 5-16 
 
6. Conclusions and recommendations…………………….Page 17 
 
7. References………………………………………………....Page 18 
 
8. Appendix……………………………………………………Page 19-31 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
1.SUMMARY  
This report presents an analysis of my development in relation to my goals and objectives, to                
reach the manager position. In order to do so, I do this report to explain all the processes I                   
have taken, they are seven methods and this report is divided in 7 contents, each one                
containing important information. 
I add screenshots and articles related to my main goal. 
 
 
2. INTRODUCTION  
The present report shows what we have seen, we have done and we have reviewed since                
the beginning of this course, Academic and Employability Skills. In addition to that, I will link                
all what we have done in class with my own goals and objectives. 
I will show with details all the processes I carried out to make this work. 
The PDP, which is a plan, the SWOT analysis, which is a table, time management               
(Eisenhower table), the paraphrasing exercises, the summarising exercises, the referencing          
and the articles. 
My objectives are clear, link all the exercises we have done with my current goal which is                 
being a manager at my actual workplace. 
 
3. METHODOLOGY 
My methodology includes looking at our week by week module, exercises in class in which               
are included paraphrasing (appendix) and summarising (appendix), sentence structure         
exercises, referencing exercises, the SWOT analysis which collects characteristics of mine.  
I am collecting all the information from my class exercises, all the points we have practised in                 
class and all the work I did at home. I also include information from the Internet to provide                  
more detailed information of what my goals are. 
All of these particulars with a logical and concise order to show clearly the process I have                 
taken to make this report. 
 
 
4. RESULTS or FINDINGS  
In this section, I am proving all the skills and homeworks that I made and developed at home                  
and class. I include my PDP, SWOT, time management (Eisenhower table), paraphrasing,            
summarising and articles. Three of them will be shown in tables and the other three will be                 
shown in a written way. 
 
PDP​: PDP means Personal Development Plan, which is a plan that allows people to take               
charge of their own learning. It is a table that shows three different sections and 3 different                 
terms.  
 

 



 
 

 



 
See appendix 
 
 
 
SWOT analysis​: In this part we have done the SWOT analysis table, that shows              
characteristics of mine. 
 

 



 
See appendix 
 
 
 
Time management (Eisenhower table)​: In this part I will show what is the most important               
and not important for me when I manage my time when I have to do my tasks. 
 
 

Important  .Finish assignments  
.Save money to invest  

.Travel 

Non 
important 

.Watch Youtube .Waste money 
 

 URGENT  NON URGENT  

 

 



Paraphrasing​: This exercise basically is to write the ideas of another person in your own               
words. There are 3 techniques that will help me which are using synonyms, changing the               
word class (nouns to adjectives and verbs to adjectives) and changing the word order.  
 

 
See appendix 

 



 
See appendix 
 
Summarising​: Basically means to concisely write the main ideas of a text or something              
written by another person. Make a summary.  
 
 

 



 
 
 
See appendix 
 
 
 
 
Referencing​: Supply with citations sources of information, it could be taken from books,             
edited books, journal articles, newspaper articles, web pages.  
 

 



 
 
See appendix 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Articles:  
 

 
 

 

 



 
 
 
 
5. DISCUSSION 
As I mentioned in my methodology and results or findings parts, I will explain both parts with                 
more details as this section will be a mix of both parts. 
 
 ​5.1. PDP 
PDP means Personal Development Plan, which is a plan that allows people to take charge               
of their own learning. It is a table that shows six different sections and three different terms.                 
The first step is to decide on my goals, my main goal is being a manager and a leader at my                     
current workplace as a vending, hospitality and catering industry so in order to take that, I                
will need to speak more languages due to the high foreigners workers, I am very interested                
in learning languages as well as IT skills, so this plan, the PDP, has helped me in organising                  
and managing my time more efficiently and being more productive at the time of doing my                
tasks, in a short and long term. 
 
 5.2. SWOT  
In this part we have done the SWOT analysis table, that shows characteristics of mine. 
I am including the SWOT analysis method, which is divided by Strengths, Weaknesses,             
Opportunities and Threats.  
Let’s start with my ​strengths​, this is the most powerful part of my SWOT analysis. As my                 
table shows, I am good at making new contacts, I know how to approach people due to my                  

 



personality that helps people to get on well with me and being confident when I had to talk                  
with any person even if I do not know that person. Being competitive has brung me to deal                  
with situations like resolving problems at work compared to other people. 
About my ​opportunities​, I need more job opportunities or have more important duties at              
work to have more experience, this is linked to my theoretical and technical skills as it will                 
help me to understand more about the duty I will have as a manager in the future. 
As you can see in my table, in order to be a manager I have to improve my ​weaknesses like                    
lack of work experience, lack of education and lack of job knowledge. I found out the lack of                  
academic experience is one of my weaknesses, I never studied in an university or an               
institution of higher education, but I realised it was not an obstacle for me to rise for a job                   
position like now, to get the supervisor duty. I work hard to get the results I expect and this                   
starts with my weaknesses, if I improve this part, it will maximize my strengths and               
opportunities. 
About my threats​, the lack of concentration and body language have been a problem in the                
past but currently practising in university with presentations, has made me more confident             
when I have to present or speak in public. 
 
 
  
5.3. TIME MANAGEMENT (Eisenhower table)  
In this part I show how the Eisenhower table or method helps me and has been helpful for                  
me. This method helps to select which of your tasks are priorities and which ones are not.                 
Sometimes we have plenty of tasks to do and we imagine they are important but in reality                 
they are not or vice versa. In order to organise ourselves better we have this table to make it                   
easier and more productive.  
Here is an example from my point of view. 
 
 
 

Important  .Finish assignments  
.Save money to invest  

.Travel 

Non 
important 

.Watch Youtube .Waste money 
 

 URGENT  NON URGENT  

  
The table is divided in important and unimportant, in urgent and non urgent. So we can                
divide the tasks we have. 
 
5.4.​ ​PARAPHRASING  
This exercise basically is to write the ideas of another person in your own words. There are 3                  
techniques that will help me which are using synonyms (different spelled word which has the               
same meaning than the current word), changing the word class (converting nouns to             
adjectives and converting verbs to adjectives) and changing the word order. 

 



We have done several exercises in class to practice paraphrasing, for example, an exercise              
we have practised in class (see appendix):  
-Universities place the burden of understanding plagiarism and attribution conventions on           
students. 
.The responsibility for the burden of understanding plagiarism and attribution conventions on            
students are placed by universities. 
This one a good example on how we could change the word order but at the same time, we                   
keep the same idea. It could be helpful for me, for example at the time of doing some                  
paperworks as a manager and dealing with complaints.  
 
 5.5. SUMMARISING  
Basically means to concisely write the main ideas of a text or something written by another                
person. Make a summary.  
This part of the report has been very useful for me because I thought I knew how to                  
summarise a text but after practising with the work in class I learnt a lot. It helps to not just                    
copy the same text you see but to think about more options and write them down in different                  
words and saying the same thing. 
Summarising will bring me more knowledge when I have to make shorter the information I               
have from managers or deal with other companies and explain the new information more              
concisely. Another way is when you speak, making summarises is easier and people are              
expecting to not listen to long speeches, they just listen to something concisely, it is more                
effective.c 
 
 5.6. REFERENCING  
We have practised the referencing at class which basically means to supply with citations              
sources of information, it could be taken from books, edited books, journal articles,             
newspaper articles, web pages.  
This method has helped me a lot as I learnt how to make references which is so important                  
as it provides evidence to support my assignment.  
Example of referencing (exercise in class): 

.The Complete Guide to referencing and avoiding plagiarism by Neville, Colin Book.             
English. 2nd ed. Published Maidenhead : Open University Press 2010 

-Neville, C (2010) The Complete Guide to reference and avoid plagiarism. (2nd Ed)              
Maidenhead: Open University press  
 
5.7. ARTICLES  
 In this part I add the three articles showing some information related to managers.  
 
This book shows the 7 to-dos as a first time manager after being promoted from supervisor,                
how the supervisors will become good managers if they follow those steps and keep working               
hard with a very good organisation.  
 

 



 
 
 
In this newspaper article, it is explained that it really does not matter which professional               
background we come from, to be a manager are needed more and different skills related to                
managing, like entrusting tasks, resolve problems and clashes, etc. So in order to be a better                
manager, we should get through to these things. 
Note: I am practising the summarising exercise as done in class and showed in this report. 
 

 
 
 
 

 



 
The next book article shows us what a manager is made of. Managers become managers               
with time and experience, they are not born with that quality. It also explains tips to get the                  
maximum potential of a manager making great relationships and performances. It explains            
and helps how to endure the bad moments of being manager even if you are a new or old                   
timer leader. 
Note: I am practising the summarising exercise as done in class and showed in this report. 
 

 
 

 



 
 
 
 
 
 
 
6. CONCLUSION and RECOMMENDATIONS  
As stated in my report, I think everything I have learnt in class, the SWOT analysis, the PDP,                  
time management (Eisenhower), paraphrasing, summarising and the articles added, will be           
helpful in a positive way to improve my technical and theoretical skills.  
In fact, putting all this in practice will maximise my abilities and reach the manager position                
and lead like a great leader as I want. 
Through my research as well as my experience, the hard work and understanding of the               
material or exercises I had to do in order to improve has been crucial. 
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Article from a website 
 

 
 
Article from a newspaper  
 

 
 
 
 
 
 

 



 
Article from the book 
 

 

 



 

 


