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Abstract
This report will focus on Academic and Employability Skills, this will include things that I have able to achieve during my first 10 weeks at the University. There are four key areas of my development since joining University of Wales, I will be analysing them in this my report. These key areas are time management, reading skills, writing skills and paraphrasing. 


















Introduction of Academic and Employability Skills;
WHAT ARE: "EMPLOYABILITY SKILLS?" Employability are abilities establishment aptitudes that apply in all cases, regardless of what the particular occupation might be. Instances of general employability abilities include: interchanges aptitudes, collaboration aptitudes, critical thinking abilities, and self-administration abilities. These are among the aptitudes tried in a Total Quality Management (TQM) setting. Realizing that one must get the opportunity to chip away at time, having a back-up plan if there should be an occurrence of family crises, dealing with incensed clients, realizing when to call a director are all employability aptitudes. For instance, getting the chance to take a shot at time is a piece of the SCANS expertise called "Assets." Handling the worries of an angry client utilizes the aptitudes that SCANS expressions "Relational." Some instances of abilities thought to be significant for a wide range of occupations are recorded beneath. (Milwaukee, 2002) p285-295.

Employability
Employability is about the advancement of a scope of traits and aptitudes at college that can be moved into circumstances past college study. 'Professions' is a subset of employability. The alumni traits motivation joins the employability plan. The attestation that 'universities and HEIs ought to unequivocally assess their students' future business needs (counting the nonexclusive aptitudes and capacities required in the working environment) in building up the educational plan and in the instructing and learning techniques utilized' educationally affects program and course structure (Scottish Funding Council, 2009). This effect can be viewed as positive (for instance, by expanding the manners in which we empower learning at college we widen commitment with the subjects being contemplated) or negative (for instance, by connecting with the employability motivation we are permitting an ideological position contradictory to college and disciplinary examination to figure out what we incorporate into our educational plan).The employability motivation is and has been loaded with uncertainty concerning both the definitions and the components well on the way to prompt the results managers and government experts appear to recommend as significant. The Scottish advanced education area has connected with this motivation and has in any event six crossing strands of action: graduate characteristics for employability; business related learning; work-based learning; entrepreneurialism; professions; and self-awareness arranging (PDP).
In my report, I am going to be explaining the key skills as followed
i.	Learning skills
ii.	Time Management Skills
iii.          Reading Skills 
iv.	Writing Skills
v.	Paraphrasing.


(a)Learning skills
Learning skill can be simply defined as the process of gaining knowledge or skill by practicing, studying, or being taught or experiencing something. Learning Skills has 4 different sections which know as 4 C’s; and they are,
-Creative thinking
-Communicating 
-Critical thinking
-Collaboration.
These skills helps students develop success in their academics. (P Kale, J. Dyer, H. Singh. 2001)

(b)Time management
Time management can be simply defined as the ability to skilfully plan or map out my time frame in whatever I am doing.  It isn’t only for my investigations that time management is significant. Studying at University of Wales has improve my time management. From the first week till the 10th week that I was in the university it improved that I came to understand that managing my time very well saves me some extra cost. Knowing when things are supposed to be done, setting a target weekly and follow it up. This has been a very good impact in my life.
 In the work environment, arrive late at significant deals meeting without telling anybody and you lose the deal, or miss a due date for your work and you will likely either miss a booked board of trustees meeting or cause other main problems with their work. The suggestion is that you will be viewed as a temperamental, a discernment that is difficult to shake off. It is conceivable that individuals won’t need work with you and you may battle to show others how it is done (which mean that you won’t get the positions of authority you may need later on). Being great at the board is indispensable, essential, and significant, from numerous points of view. For an understudy, research, for example, that by George et al. (2008) demonstrates a connection between an understudy’s capacity to oversee time and their scholarly achievement –and at time is the most huge indicator. The significant inquiry here are: What does ‘being great’ signifies? How would we measure our aptitudes in this? (Peter Morgan, 2017. P52)

{c} Reading Skills
Reading skills can be simply defined as the ability to pronounce word from a context or from a series of writing fluently. During my 1st week in the university, I was finding it difficult to read, it could take me few minutes to read a page which at the end of it I would not understand what I read. This was pulling me back so much that I was not catching up with the in-class teaching. I tried everything I could to understand what I was reading but it was not working. However, it was discovered that I am dyslexia which was diagnosed a week before the last week of face to face lectures. The diagnose made me to recall what I have been going through and the way I tried to focus in the class during lectures, but after the lectures everything would go off my memories. I made sure that I was not missing classes and always in the class before any lecture for a proper concentration but it was not working. After the diagnoses it was said that I need some support, that it will help me to improve my reading and other things, but this will be from next term. With the support, I believed that thing will be much better than now.
Following from this portrayal of reading is the desire that understudies will apply the data they gain from content, as when they dissect and study how a writer utilizes language to make mind-set in a short story, or incorporate their understandings crosswise over three unique articles on the reasons for Civil War. The guarantee contain in the possibility that we read to comprehend and after that utilization that comprehension has not been routinely acknowledged in our evaluations. We offer regard for specific part of perusing, phonics, and familiarity, as kids build up the capacity to peruse. We survey understudies exacting and inferential understanding as they progressively gain from substance region content. In any case, numerous evaluations don't wander into the territory of how understudies use what they gain from reading. (P Afflerbach, Me Cressas) 2016.

(d)Writing Skills 
Writing skill is the ability to convert thoughts into words with proper standards punctuations, grammar and other important aspect of writing. As a student of University of Wales, writing is one of the challenges that I have before I came to the University. On my first week, it was difficult for me to follow up in writing while lecture was going on. Do to that reason, I do not have much note to look at during this my assignment. 
This article portrays an exploratory examination that researched the impacts of preparing in conceptualizing technique on students' presentation and discernments about composition. The attitudinal review likewise showed that the understudies felt positive about the conceptualizing procedure. It is proposed that EFL educators in colleges or universities should move from an item based way to deal with a procedure centred methodology in their instructing of composing as the last may contribute towards initiating understudies' reasoning and making thoughts for a writing task. (ELT Journal, Volume 61. Issue2, April 2007) p100-106.

(e)Paraphrasing
Paraphrasing is the ability for me to be able to use someone’s work or writing and still be able to acknowledge the person or give attribute to the person or author’s writing. Before my first week in the university I was not use to paraphrase, anytime I paraphrased I always lose the meaning of the subject or even ending up having almost 90% of the original word. However, from the 1st week till the last week I was in university, I was able to know how to paraphrase to retain the original meaning having much of the old word in the paraphrased one. 
 Paraphrasing is considered by numerous individuals to be a significant ability for academics composition, and some have contended that the educating of summarizing may enable understudies to abstain from duplicating from source writings. Scarcely any examinations, be that as it may, have researched the manners by which both L1 and L2 academic authors as of now use summarizing as a printed getting technique when finishing their university assignments. To grow our comprehension of college understudies' summarizing systems, the present investigation broke down L1 (n = 79) and L2 (n = 74) academic’s utilization of rework inside a synopsis task and built up a technique for grouping these rewords into four noteworthy Paraphrase Types: Near Copy, Minimal Revision, Moderate Revision, and Substantial Revision. The examination at that point thought about the L1 and L2 essayists' utilization of these Paraphrase Types inside their rundowns. It was discovered that, while the two gatherings utilized around five rewords per synopsis, L2 academics utilized fundamentally more Near Copies than L1 journalists. Then again, the synopses of L1 academics contained altogether more Moderate and Substantial Revisions than those of the L2 authors. Ramifications of these discoveries for future investigations of understudies' printed acquiring methodologies are talked about with a specific spotlight on issues identified with copyright infringement and the instructing of rewording in college composing study halls. (Journal of Second Language Writing Volume 5, Issue 2, December 2006: p261-278)

  


















Conclusion:
Academic and employability abilities has made me to secure such a great amount of aptitudes during my initial ten weeks at the university. These aptitudes have stirred my way up till this time of my report. I am applying the aptitudes recorded as a hard copy in this my report, the abilities are; Learning abilities, Time Management Skills, Reading Skills, Writing Skills, Paraphrasing. 

I have enhanced these five aptitudes which I am utilizing on my day by day exercises. During this period, I connected the expertise to improve my realizing, that was the point at which I discovered that something wasn't right since I was not ready to hold things in my cerebrum after talks. This lead me to address understudy support and that was the place I was analysed for dyslexia. After the analyse I was informed that I will require additional help on my talk to empower me to get up to speed and comprehend the point great, and I will invest more energy in considering. 

I likewise talk about my Time Management and how I have improved during my initial ten weeks at the university. Dealing with my time shrouded a bigger number of things in seven days than previously. I have had the option to peruse and comprehend through the perusing aptitudes that I have obtained from the university. 

I additionally improved with my composition aptitudes however not so much the manner in which it ought to be due to my disability which I am chipping away at. 

I have had the option to figure out how to paraphrasing to hold the first importance, this is a piece of the aptitudes that I have gained from the university.
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2. Full references in a reference list or bibliography are always arranged
in:

va. Alphabetical order of authors
b. Chronological order

¥ 'cﬁThe order that you used the sources in your assignment
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Refe‘rencirhg Quiz

3. When listing your references at the end of your work you should:

a. Have separate lists for books, newspapers, journals, internet sites
etc.

b. Have a separate list for internet references

/(E.\]nclude every thing in the same list
2
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Réi"érenc'i'ng Quiz

4. For a work that was written in 1997 by Betty Jones and Chris White,
how should you cite this within your assignment?

a. (Betty Jones and Chris White, 1997)
b. (B. Jones and C. White, 1997)
c:(Jones and White, 1997)

d. (Jones et al.1997)
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written by James Smith, George Salt,

5. To reference a work that was
(appearing in this order), what

Wayne Daniel and Laurence Meehan
should you write in the reference list?

[t
a)Smith, J., Salt, G., Daniel, W. and Meehan, L.
b. Smith, J., Salt, G. et al.

c. Smith, J. et al.
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Réi"le'rencivng Quiz

6. What do you write if you cannot find the date of a publication?
e (a)n.d.)

b. (no date)

c. (anon)

d. (n.k.d)
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7. When referencing books, which order is correct?
/a. Place of publication: Name of publisher

4@ Name of publisher: Place of publication
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8. Select the format that is correct for an entry relating to a book in a
reference list:

a. Smith, J. (2010) South American Trade. London: Pearson
- @ Smith, J. (2010) ‘South American Trade’. London: Pearson

—c. Smith, J. (2010) South American Trade. London: Pearson

d. J. Smith, (2010) South American Trade. London: Pearson
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9. Select the format that is correct for an entry relating to-a journal article in
a reference list:

a. Salt, G. (2011) A two-wheeled revolution, Journal of African Studies,
32, pp.36-55.

b. Salt, G. (2011) A two-wheeled revolution, Journal of African Studies,
32, pp.36-55.

/@Sélt, G. (2011) ‘A two-wheeled revolution’, Journal of African Studies,
32, pp.36-55.

d. Salt, G. (2011) ‘A two-wheeled revolution’, Journal of African Studies,
32, pp.36-55.
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10. Select the format that is correct for an entry relating to a newspaper
article in a reference list:
a. Meehan, L. (2011) Nursing by Numbers, The Times, 29 April 2011,

p.12.

b. Meehan, L. (2011) Nursing by Numbers, ‘The Times’, 29 April
2011, p.12.

c. Meehan, L. (2011) Nursing by Numbers, The Times, 29 April 2011,
p.12.

fd\Meehan, L. (2011) ‘Nursing by Numbers’, The Times, 29 April
2011, p.12.
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HARVARD REFERENCING WORKSHOP
How would the following references be cited in your text, and formatted in your st of
roferences?

Book
The Complete Guide to referencing and avoiding plagiarism by Newilie, Calin_
Book. Epglish. 2nd ad, Published Maidenhead : Open Universily Press 2010
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Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Strudier, Robert; Ryner, Sara; Dyer, Lee. ILR
Roport 24.2 (Spring 1987): 35.
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Newspaper articles
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Web pages

‘Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two biind British men have electronic retinas fitted”
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Practice Exercises in Paraphrasing
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2. *The Antartic i the vast source of cold on our planet, just as the sun i the source of
our heat, and it exerts remendous control on our climate,” Jacques] Cousteau told the
camera, "The cold ocean water around Antarctica flows north to mix with warmer water
from the tropics, and its upwellings help to cool bath the surface water and our
atmosphere, et the fragility of this regulating system is now threatened by human
activity." From "Captain Cousteau,” Audubon (May 1990):17.

“The twenties were the years when drinking was against he law, nd the law was a bad
Joke because everyone knew ofa local bar where liquor could be hd. They were the
years when organized crime ruled the ites, nd the police seemed powerless o do
anything against it Clasical music was forgotten while azz spread throughou th land,
and men ke Bix Beiderbecke, Louis Armsirong, and Count Basie became the heroes of
the young. The laper was bor i th twentie, and with hr bobbe hir and short
ki, she symbolized, perhaps more than anyone or anything else, America's break with
the pas.From Kathleen Yancey, English 102 Supplemental Guide (1989): 25

4. Ofthe more than 1000 bicyeling deaths cach year, three-fourths are caused by head
injuries, Halfof those killed are school-age children. One study concluded that wearing
bike helmet can reduce therisk of head injury by 85 percent,In an accident, u bike.
elmet absors the shock and cushions the head. From “Bike Helmets: Unused
Lifesavers.” Consumer Reparts (May 1990): 348.

5. Whill the Sears Tower s arguably the greatest achievement i skyscraper enginering so
ar i ulikelythat architects and engineers have abandoned the quest forthe world's
wallest building, The queston s: Jus how high can o buiding go? Strctura engineer
Willam LeMessurie has designed a skyscraper nealy ane-half mile high,twice as tall
s the Sears Tower, And architeet Robert Sobel claims that existing technology could
produce a 500-story buiding. Fom Ron Bachman, "Reaching for the Sky” Dia (May
1990 15.
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What factors can be seen to affect health?
Write about 175 words, summarising the
ideas from the text you have read.

a chapter called 'Whose health s it anyway? by Brenda Smith and David Goldblatt (2004) from
Qpen University course DD100 An introduction to the soial siences: understanding social change.
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According to Smith and Goldblatt (2004)...
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SUMMARISING
Task 1 Identifying main points from the text

“The extract below is from a chapter called 'Whose health i it anyway?” by Brenda Smith and David Goldblatt
(2004)from Open University course D100 An introduction (o the socolscences: understanding social change.

Please read the information outlne n the bos below and make notes on the important points,

‘Whaose health is it anyway?

Healh seems 1o play an Increasing role in our everyday fves. It is diffcult to pick up a newspaper or magadne,
fsen to the tgivision or adio o i  booksan withou belng confonted with informaton on health or
eahartationsto avold certain oods,take certain vitamis or mineral,tke regular xercse and a host of ther
hings. It seems hat everyone i concerned with heath - not st doctors and heglh ace arofessionals, bt the
overnmnt, the media and indeed all o us who each year make resolutions to gaLmore heathy, dikor
Smoke less and tke reguiacaxerise. A ot of this nformation and advice seems 0 sggest hat we can ifusoce |
the extent 10 which we enjoy 9. healt Hough the food we ea, the exercse we take (or on't ake,the
“§o0dor“bac abits we have. nother words, we each seem to be cesgansil fo whether or ot we enjoy ful,
active, healthy lives..

However, despite tis thatoic of responsiily for onesell and one's heal, a close ook a the same sources
tolls us that atmasabedcaolluton s s major problem of the era and tht i i lrgely responsible for breatiog.
ficulies such a5 suna out s, nthe tweiy-frst century we are also witessing widespread concams |
about the heaith efects of ganeial engineeced foodand heated debates.bout justhow ‘natucar the i |
and vegtables in 0ur $hops and supermarketsare. Increasingy, 0o, we hear about the mecialdiscaveres of
enes which play o part nthe development o seasa such a5 cancr, whit g comaanies constanty seem
1o produce new traimants for many forms ofdsaase. Many ources also suggest that felings of being uneasy
With ourseives and the stasses and strins of everycay e cause many Hinesas.

These arguments seem 10 suggest tha there are many causes of liness which are not within the ndiduats
control. A individuals we are concerned with maxiing our own health. However, these issues are also
Imagtaat or sociey a5 whole. Apar fom moral easons for maximizing the healh of the paiaa provision of
ealt serices plces a considerabie nancilbuaden on 13xpayes. I Btai, around 7 per cent of the Gross
Domestic caduct (an indicator of the nation'sincome) is spent on heaih cac-sarice, whist working time st

through flness laces pressure on business and other organizations

Now, read the extract again and make notes on the important points in preparation for an essay
entiled 'What factors can be seen to affect health?
You can use a dictionary f you need to.

‘Task 2: Summarising ideas

This task s designed to see if you can summarise ideas from course m
Re-read the text 'Whose health s it anyway” n the previous saction
Now answer the following question in your own words:

What factors can be seen to affect health? (Write about 175 words.)
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Academic and Employability Skils (ACE) - term 1
BMSWA4001
In-clss exercise 1: Paraphrasing

“Time allocated: 1 hour. Please return your paper 1o the lecturer upon compltion. It will be returned
100U atthe next sesslon, You wil need to nclude a scanned copy of this exercse n the form of an
appendi together with youTask 1 (part of the Assignment for this module)

EKENE __ONd. swdentio:_[F(6097

Student Name

B
Write a paraphrase of the following passage

Mike Erwin never envisioned himself as  social entrepreneur o activst. While he was o stranger
o leadership positions, his primary experience had been in large, structured organisations. He
thiived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multple awards and medals. However, the ounding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin's enthusiasm and
the organisation’s_ mission caught on rapidly and Team RWB atracted media. attention
disproportionate to s size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any Intention to do s, Erwin accidently became an entrepreneur,
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Towen BMSWA001
In-class exercise 1 Paraphrasing

Ex.2. Decide whother the paraphrased passages are acceptable or unacceptable by cicling thes
correct answer and briefly explain why.

Oreinal Soutce: A key foctor in explaing the sad stote of American education con be found in
overburcaucrtiration whichis seen i the compusion o consofdate ur publc schoasinto massve fctores
and 10 Increase to mommoth site our unwersites even in underpopuloted states. The problem with
bureaucracie i thot they hove to work had and ong t0 keep from Subsituting slf-srving survival and
Qrowth for thei oiginal primory objective, Few succeed. Bureoucracies hve 1o soul, no memory, nd o

conscienc. 1 thre s  sngle stumbiing block on the road o the future, 5 th bureaucracy 0s we know .

Paraphrase 1 ECERIABIEY unacceptable

wson: e /¥ eking dhe Sanie_peint_ede GrigimlSource

Americaneducation s overly bureaucratc Thi s manfest i the icreasing iz of educationa insttutions,
even n small sttes Bureaucracies are bad because they tend 1o work tpromote theirown survival and
Wth ather tho tha o he InsUution, o was thei i objectve. Most bureaucracisfil ecause they
Have a conscience o  sou. | beleve hat ureauraciesare the bigges stumbiing blockon the road o the
educatons uture

Paraphrase 2 - gecupaD) unacceptable

ason: 0
Burcaucraiaton has proved  be o major stumbling blockon the road to ur educationl future. American
Instiuions ave become fctories | owth of bueaucratic procedures han

10 the growth of the students 10 work long and hard to keep from
promoling thelr own survival athe than the educatonal gools that were theleprimary bjective,
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rovet 0 be & major stumblingblockon the foad t oureducations future, American
are more conducive 0 the growth of bureaucratic procedures than
n hisbook, Beyond

Culture, oday's educatin:

o AR uracnpabe
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the problems posed b th ncresing bureaucrtiation
instutions. Hall maintins that overbureautatisation s one of the key fctors
overning the state of education in Ameria today. He points t the tendency of bureaucracies to promote
therown growth andsurvl st and foremost, and observes tha few overcome hat tendency,He believes
ha tis s responsible for e fact that many i schools bear a closer resemblance o foctores than to
educaionsl nsitutons In alfs words, “Bureaucracieshave na soul no memry, and o conscince,
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instittions “have o s0ul, o memory, and o conscence’
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In-class exercise 2; Summarising
student Name: ERENL QUUIINY sudennios 1716078

Time allocated: 1 our.Please return your paper o th lecturer upon compietion. it willbe eturned
100U at the next session. You will need to include a scanned copy of this exercise in the form of an
‘appendix together with your Task 1 (part of the Assignment for this madule).

a1

Read the following text and make notes on the main deas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food rotalindustry s a highly competitive market. Al understands that it customers want
value for maney but do not wani to compromise on qualty. This case study wildemonstrate how
Aldi uses  fean approach to s business operations to offer its customers quality products at
competiive prices. What distinguishes Ald from It competitorsists competitive pricing strategy.
without reducing the quality of s products I fact, n some cases AIds products are 30% cheaper
than those offered by ts compatitors. Al can do this because the business operates o effciently.
“The three core values of Al are simplicty, consistency and responsiblty. Lean production tes in
closely with these values. For example, Aldi tores aresimplein design and il stores ae very simiar
which creates consistency.

For Adl operating effciently nvolves reducing costs n al areas of the business. Some of the key
areas where Aldiis able 10 minimise costs are by saving time, space, effort and energy. Aldrs
approach to doing this i to run s business around the principles of lean thinking. Whereas othr
food retaiers have elaborate displays, additiona services and promotions thatdraw customers into
the business, AIdF' core purpose s o provide value and qualiy to our customers by being far and.
effcient n all we o' The principles of lean production are planned and built nto everything that
AIdi does. This starts within s sugply chaln. For examle, up to 60% of Alds rut and vegetables
are sourced locally where possible, reducing the need for long and costy delivery journeys.

The principles of time based management are also bullt nto the training provided for Aldfs
‘employees. Through training staf 10 do a vrlety of tasks around store AId)can minimise it staff
requirements. Staff costs can also be reduced as fewer staff are required If they can perform a
variety of duties throughout the store. AId’s no-nonsense’ approach to retailing therefore leads to
cost saving n numerous areas. These cost savings are passed on to customers in the form of ower
prices, allowing the business to differentiate tselffrom its competitors interms of price, as well a5
the quallty of the products it has on offer.
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In-class exercise 2 Summarising

This ask s deslgned to s i you can summarise ideas from course materials n your own words.
Re-read the textThe success of ALDI on previous page. Now answer the following question n
Your own words: What factors contibute to ALDI's success? Wite about 175 words
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1. A reference list is used to:

a. Give additional information

b. Give a list of all the works you have read in preparation for an
assignment

— 1c)Give a list of all the works you have read and cited




