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 Portfolio about my academic and employability skills
 By Ana Barreto – 1818630

In my vision of the future, I see myself in a large organization siting in a cabinet leading the Human Resources team. For long time, different, and multiple reasons I have postponed this future, but now I have decided that is time for me to seek my dream, and to turn it in my goal. To accomplish my goal, I need a Degree in Human Resource Management a (BA), and that is the big challenge after so many years distant from schools. Now I will need to learn and to develop skills which will help me to achieve that.

Now about skills, what do I mean and what do I understand for skills. I understand skills are the ability to do certain thing, can be the ability due to some job, or academic work, or some ability in the playground. There are certain skills you have it naturally without effort or without learn it, otherwise there are skills you will need to learn, even you will need to put some effort to knowledge it, “Learning a skill can sometimes take a matter of hours or sometimes take years – it depends entirely on a range of factors such as how quickly you learn, how you learn, what opportunities you have to practise those skills and the availability of any objective feedback. ” (Morgan, 2017, page 19). 

As mentioned before to execute any kind of job it is required employability skills, to be a Human Resource Manager is for sure not different. In the employability skills there are hard and soft skills. Hard skills are the ones required specific for a particular job or position. For Human Resource Management I will need to learn and develop hard skills such as analysis and design of work; human resource planning; recruiting; selection; training and development compensation; performance management and employee relations. (Hogan et al., 2009). Soft skills or transferable skills are those we can use in any work, in “The Business Student’s Guide to Study and Employability” Morgan (2017) explains that the institutions value the employees with proper personal transferable skills, the motivated ones, and those who have fixed skills to accomplish successfully a certain job. For Human Resource Management I will need soft skills such as communication skills oral and writing; decision making; employee relations; organization skills and innovation, among others. (Pope, 2019).

Academic skills are tools that you learn and develop to help you achieve success in your academic life principal in higher education level. There are specific skills, these will be different depending of the curse you are going to do. For Human Resource Management the specific skills required are accounting, finance and marketing; analysing and managing information; global business environment; organizational behaviour; human resource management essentials; reward management; resourcing and talent planning; contemporary employment relations; contemporary developments in human resource management; employment law; global strategic management and human resource analytics. Soft skills in the other hand are transferable and I can tell some we bring from life. “Just as you identified how skills from life can translate into academic skills so you can also consider how academic study develops “soft” skills transferable to employment” (Cottrell, 2013, page 52). As an academic soft skill, I will need time management; communication skills; team working; critical thinking; analytical skills; problem solving; presentation skills; reporting writing; essay writing; research skills. Basically, I am in process of learning all those academic soft skills, my aim for this curse is learn and develop my skills the must and the better I can to be able to finish this curse successfully in order to gain academic support for the next step the degree in Human Resource Management.

Time management is the one of must important skills, not only to the academic life but also in the workplace. “Of course, failing to manage our time well could mean that we really do not perform well” (Morgan, 2017, page 50). For me personally time management is the hardiest skill to achieve. I always have problems managing my time, scheduling my activities and planning in advance. “What we are really talking about here is our ability to use our time effectively”. (Morgan, 2017, page 50). Since I start this curse, we are talking in this module about time management and how important it is. On the week two we did in class the swot analysis that consist in make a self-analysis and identify our strengths, weakness, opportunities and threats, (appendix 1) and even there I identify the time management as a weakness. In the same day as homework we did the personal development plan and the Eisenhower Method (appendix 2, 3 and 4) and I was struggle to do it because of my lack in planning in advance and might be also because on that time I could not understand properly the purpose and the importance of that plan. I feel that over the weeks and especially since I started my essay, I better understand the meaning and the purpose of the personal development plan, anyway time management is definitely one skill I do need to develop and improve. (Fell, 2019).

As an immigrant I feel some difficult and challenge in communication skills, with the development of the weeks these difficulties begin to be fought but I am not over them. In the oral communication because of the language barrier it seems hard to do presentations, very often because of the lack of vocabulary it is hard to make a point or to explain whatever I need to explain and even in the class room sometimes I found myself looking for the body language in the way to fully understand the message the lecture wants to transmit. But more difficult than oral communication is the academic written that I am learning for the first time in higher education scenario and in a language that is not my first one. In order to develop this skill, I am practising paraphrasing to avoid plagiarism, whenever I will need to write other’s ideas or theories without referencing them. “Plagiarism is the use of the work of others without acknowledgement of your source of information or inspiration.” (Cottrell, 2013, page 177). Week four we learnt what a paraphrasing is and how to do it. Basically, it is understanding an idea or theory published by another person and putting it into my own words, using synonyms, changing the word class, changing the structure of the sentence and reference the source. On the beginning I was really struggle with the exercises, but more we were prating in class more understandable it becomes, as a homework we have paraphrasing exercises (appendix 5) which helped me to get more knowledge and practise. In the week after, week five, we did the first in class exercise about Paraphrasing (appendix 6 and 7) I was surprised by the result but I know I still have a lot of work to do in this matter. As mentioned before when doing use of other’s work, we must reference the source of the information and this is another tool of a good academic skill that we learnt in week six. (appendix 8). “In academic writing, it is essential to acknowledge, or ‘cite’ the sources of ideas and information. Such citations allow readers to refer back to the sources for themselves” (Cottrell, 2013, page 179). The references can be from some books we read, on articles, journals, newspapers and websites, for which channel is a different quotation. Other important skill for a good academic writing is summarising. Summarising is withdrawing the importants aspects from a text and by my own words and in a short way rewrite it. In a similar way to paraphrase, to summarise it is also necessary find synonyms, change the word class and change the structure of the sentence, but is not all, a good summarise must be clear, should contain the important information, brief and concise, must identify the Autor of the text, should have topic sentence  and supportive sentence, be objective and have conclusion. On the week nine we did the second in class exercise about Summarising (appendix 9). I felt I did really bad in this exercise, because it took me most of the time to paraphrase it and when I realised the time was gone and I had just a few minutes to structure the text I start to rush and I think that in the process I could not be able to write all the relevant information.

Team work is a skill I already have. I believe that people who started working early, quickly develop this skill and that was my case. I always worked with others and in my present job we really have to work as a team if we want to present good results and provide an effective service to our customers, according to Griffiths, B.A. and Dunham, E.B. (2015) teams are a group of individuals that must have some relationship in way to be able to complete their commons goals successfully (page 5). But in academic life we also need to work in team when we have the group assignments. The fact that I have this skill already does not mean there is no space to develop it more and more. According with Cottrell (2017) “As academic work in Higher Education is developed within a learning community, you need to understand how to work alongside others, to give and receive support and share ideas whilst also maintaining the academic integrity of your own work.” (Page 243).

Essay and reports, therefore all the practise and exercises I above referred it would be obvious to believe that by now, it would be easy for me to do it, but the reality is not that simple. To add to all the tools mentioned before about a proper academic writing, we must mention the use of formal language. Cottrell (2013) suggest that after a break, subjects such as academic language and methods begin to be more understandable to the students who at first contact found it hard, (page 2). I truly want to believe in this affirmation, I know I have poor knowledge of English vocabulary and grammar and that makes all the difference in order to write a good or a not so good academic report or essay. “Knowledge of specialised terms and of underlying theories empowers you as a student. It sharpens your thinking, allows you to describe things more accurately, and improves your overall performance.” (Cottrell, 2013, page 2).

Despite the fact that I truly believe that I have made progress in some skills throughout the weeks, I am conscious that I still have plenty of work to do in order to develop them. In the next term I will need to put all my energy and effort in order to make a personal development plan which will help me managing my time in a better way turning all my academic life much easier. Also, to improve my communication skills that I am aware I need practice my reading and my writing, read academic material which will give me more knowledge and guidance during the all process. Practice paraphrase and principal summarise because I still have issues to make it properly. My certainty is that I will succeed because I am 100% committed to it.
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Time Management: The Eisenhower Method
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Paraphrasing Exercises
adopted from http://web.jjoy.cuny.edu/“es|/parophrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1 li’ﬁdmmhmmbehwelsmﬂhlb’w'lhintwvyunoﬂhefimbﬂw’sbmh.
2. 25% of babies are born to mothers who are adolescents.
b. mudmrmmmmmmmmwmmmm

\(@ A quarter of adolescent mothers gives birth when their first born is two.
25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth,
a.  Therichest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
500N own 40% of the country's wealth.
J@ 40% of the country's wealth is in the hands of only 1% of Americans.
99% of Americans own 40% as much as the richest 1%.

)nd(e was relieved when the jury was finally ready to announce its verdict.
{ When the jury announced its verdict, the judge was relieved.
The judge asked the jury to arrive at a verdict.
l/c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than

girls who did not.
2. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
¥'b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
Women who were abused as children are more likely to abuse their own children.
*‘ Girls who testify about maternal abuse tolerate abuse as adults more readily

Martha thinks that the issue of adolescent problems is important to write about.
a_ Martha thinks that adolescents like to write about their problems {
O Martha feels that writing about adolescent problems is worthwhile 5
Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

‘Write your own paraphrase for the following sentences:
1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now. {

2. Ronny told his aunt that a bear had attacked him, which she found difficult to believe.
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In-class exercise 1: Paraphrasing
:"N'“ocmd: 1hour. Please return your paper to the lecturer upon completion. It will be returned
© You at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together wit

h you Task 1 (part of the Assignment for this module).
Student Name: AVA )1 NA MAIMES BAZCAD Studentid: 17 (R630

Ex.1
Write a paraphrase of the following passage

Mike Erwin Xt o % Jiscorat  of dadee Guen
never envisioned himself as a social entrepreneur or activist. While he was no stranger

"3.!*,39.5'3’“” mi.‘io.ns‘ his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding 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 RWSB attracted media attention
disproportionate 1o its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Ex

.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why,

Original Source: A key fuctor in explaining the sad state of American education can be found in
Qverbureaucratization, which is seenin the compulsion to consolidate our public schools into massive foctories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies . e

‘eonscience If there is g sin,

gle stumbling block on the road to the future, it is the bureaucracy s we know it.

Edward T. Mai, Beyond Culture. Anchor Publishing, 1977, p. 219

<&

Paraphrase 1 {acceptabl.

il
Reason:

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,

even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective.

believe that bureaucracies are the biggest stumbling block on the road to the
educational future,

Paraphrase 2 - acceptable @gl/ablé)

Reason: 5 1€,y

doon nal evoltia off he sdwacd T wal 1deia
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American

institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from i
promoting their own survival rather than the educational goals that were their primayy objective.

e ) P &
Paraphrase 3 - acceptable @_; /({U 0,05 ¢

Reason: nid wo ween o4

¥
ke ne w0l ne memoryland no comseiener w my opinion E&ate .

= . eTesing 1D W
Bureaucratization has proved to be a major stumbling block on the road to our educational future. rican

mecnnl whin ofim TﬁuLm&m.ﬂ_mm_Lm\’\'Ju]

i

buteavesn
institutions have become factories that are more conducive to the growth of bureaucratic procedures than . E

e,

to the growth of the students who attend them. This means that, as Edward T.

Il says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no ¢

science”
g,
Paraphrase 4 @ unacceptable
Reason: o ad V. ol ncod ¥ " mgeds

<hows Compieenst Of L mliue< in ! diffecedt wesds , o
In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes

that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.”
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In-class exercise 2: Summarising (ei 2)
student Name: _AnA Jud NENDES BAL (£ TBtudent ID: \F\B AD

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 your Task 1 (part of the Assignment for this module).

Ex.1

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

The success of ALDI

Voo <bate ) 6w

The food retail |ndustry is a highly competitive market. Aldi understands that its customers want
value for “money | bdt do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at_
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements.’ Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the stote. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to

" cost saving in numerous areas. These cost savings aré passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the produ‘cts it has on offer.
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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9 Human Resources Skills Employers Are Looking For (+How to Highlight Them
On Your Resume)

i n g2 .com/author/lauren-pape) | May 29.2019

Your skills are what set you apart from the pack - do you have what it takes?

What human resources skills do you need
for a career in HR?

A successtul HR professional will have  healthy mix of both hard and soft s ocusing too

could hinder you in your career. The best HR professionals have

closely on one over
the technical know-haw 10 do the job, while also having the people skills 1o work well with

others.

What hard skills do HR professionals need?

When it comes to human resources skills, having a variety of hard skills will heip you
differentiate yourseif from others. The changing nature of work and the human resources field
are putting hard skills in higher demand than ever before. These four hard skills are perfect for
anyone looking to set themseives apart from the masses.

1. Business management skills

0ne of the key hard skills any HR professional needs to be successful is business. management
Business management refers to the administrative tasks. required to keep a business running.
Idu-mwuwmumuwmnhwmhmmmmm
8lign with company goals.
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‘operations. Business management skills will benefit you even nmmmw‘ﬂ_

How to highlight these skills on your resume

Highlignt the experience you have working with difterent HR software systems and what tasks
you completed in your day-to-day work. If you have a degree or have completed coursework
related to business management. be sure to mention those as wel.

2. Finance skills

When peopie think of human resources skils, finance isn't one that usually comes to mind. But
financial skills are vital for anyone who is looking t explore a career in payroll and benefits
administration. Any HR professional who performs work related 1o annual budgets, benefits. or
payroll will need working financial knowledge to succeed.

How to highlight these skills on your resume

Discuss the role you played in creating annual budgets in your current position. Bring along
‘exampies of your spreadsheets or mention what financial software you've used in the past. If
you have 3 degree in finance or @ background working in a finance position. mention those in
your interview.

3. Legal knowledge

As employment law continues to change at both the state and local level. it's important to stay
current with how the law is changing. Companies are looking for candidates with legal skills and
experience to help them stay compiiant with state and federal laws. Legal knowledge is vital for
anyone looking to get an HR role working in compliance of legal

‘Steven Azizi, a Senior Partner at Miracie Mile Law Group, speaks about the importance of legal
Kknowledge for future graduates looking for a career in human resources:

MR professionals should be familiarized with employment laws within the state in order
o be abe to limit the company’s liability in the event of a lawsuit. This can be
accomplished, for example, by reading your state’s "Labor Law Digest.”

How to highlight these skills on your resume

First and foremost, outline any relevant degrees or certifications you have. If youve previously
worked in a role that required legal knowiedge, you shouid highiight that on your resume as weil.
Don't forget to mention any professional designations or organizations you belong to.

4, Technological competency
Mnmmmu—q-numnuum-mumm.m-y
Mnﬁmmhmmmmmmmm
at their disposal. The Core HR Software (https://www.g2 com/categories/core-hr) categories
~qﬂl-ﬂh|¢mmmmmm—ommmmm
mqwmmmdm—-ﬂm#mnmmm
‘competition.

mmmmnwﬂﬁuwmmwd
mewmmw-”hmm

ﬁ-ﬂdllh—ﬂ-mbﬁmmwmm
the industry dally. It is ifficult to keep on 10 of al the new developments, as weil as
mum-ﬂwmum.t»udmm
l‘.-“duuﬂmuﬂum-nmmmm
wuumﬁ-mwuuwdmm'

How to highlight these skills on your resume
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TNt 5pOiTic j0b7 I 50, NGIGht the 0nes youwe used 3t the very top of your skils st
need 100 much detai, just a brief mention of what each program does. Mast companies wit be
familiar with the most popular HR software programs.

‘What soft skills do HR professionals need?

As 2 general rule. most human resources skills il inte the cateqory of saft skilis due to how
/much of the job deais with person-to-person interaction. These skills are in high-demand
‘Decause every HR professional needs them regardiess of their role

1. Communication skills

The most important soft skill for any human resources professional |s communication. The term
‘communication skills is an umbredla term that covers dozens of different types of
‘communication. Everything from verbal communication. written communication. active
Wstening, and empioyee communication 1af under [his Category. Understanding what
‘communication is /what-is-communication) and how to become a strong communicator wil
1ake you far in your HR career.

‘Sara Morgan, CEO of BuzzARconey LLC. speaks about the importance of communication skills
for future graduates looking for a career in human resources:

InHR. we will communicate with peopie at all levels. Both inside and outside the
‘organization. We have 1o be able 1o communicate in & way that is relatable and Clear
regardiess of the person's level or status. That's why strong written and verbal
‘communication skl are vital 10 your success.”

How to highlight these skills on your resume

Dantjust say that youre & great communicator. be specific about the types of communication
You @xcel In! Are you 3 great caresr coach? Do you Spec:aiize in neqgotiations? Do you have
‘exceptional written communication skills? Focus on the three top communication skills you
have on your resume and explain your expertise

2. Decision making

s you gat further into your career patn. there wil be more emphasis N the management part

of human resources management. L eaders are expected to make tough decisions at every turn
and s no difterent for those who work in HR. Being able 10 decide which candidate 1o hire. how
10 handie an internal conflict, of even how to communicate tough news allCircle back to strong
Gecision making skils.

Max Wegman, HR Manager at Seflics, says the most important tooi for HR professionals is strong
decision making skills:

FOCUSING ON CECISION-Making skils Can be 3 huge enefit 1o thase who are interested in
‘or studying HR. Human resources is a field with a huge focus on soft skilfs and the ability
10 make tough decisions wil take you tar.”

How to highlight these skills on your resume
‘When highlighting your Career experience. talk about a time you had to make a tough decision st
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How to highlight these skills on your resume
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handy. Did you help navigate empioyee communication during amerger? Have you ever had ta
fire someone? Have you managed 3 conflict between a manager and an employee? Showing the

times you handled a high-pressure situation using employee relations is ikely to impress any
interviewer.

4. Organization skills

Organizational skilis go hand-in-hand with more technical business management skills. Anyone
looking to be successtul in HR should have meticulous organization skills. This includes things
‘outside of paperwork and record tracking. Project management, training and development, and
‘ven strategic planning skills fall under organization skills.

Chris Chancey. Founder of Amplic Recruiting. speaks about the importance of organization
‘skills in your HR career:

“HR professionals are tasked with much of a company's paperwork making it important
for cne to have strang organizational and multitasking skills. From employee files to
‘handbooks. payroll to performance reviews. training and development to recruitment, a
lot i at stake within the HR role. Those candidates who s1and out are those who show
that they are detail-oriented and highly organized *

How to highlight these skills on your resume

1t can be hard to quantify organization skills without an employer seeing you in action. That's

why it's important to talk about the method you use to stay organized. as weill as what software
YOu USe 1o keep things in order. Mention any project menagement software

(nttps: //www.g2.com/cateqgories/project-management) of time-sheet tracking software you
use in your day-to-day.

5. Innovation

The final human resources skill you should focus on is innovation. This is the hargest one to
‘cultivate because It requires working in an environment that allows you to innovate. Dont worry
f you dont have experience working for a company that encourages innovation. Think about
your personal ife and the ways you've innovated in your daily ife o hobbies. Showing a recruiter
ow your brain works and innovates of! the job is just as valuable.

Chane Steiner. CEO of Crediful, knows firsthand just how important innavation can be when it
comes to working in human resources:

| "Our entire workiorce is 100% remote, which presents a lot of unique challenges. The
 ability toinnovate when it comes to communication. training and development, and more
| ere saimportant for our company's success. Warking in human resources wil present
 you with situations you might not expect to deal with. That's why being able to think on

* the fly and innovate is so impartant.”

Sk
'How ta highlight these skills on your resume

‘As we mentioned before, talking about experiences where you innovated something to provide a
‘better solution is key. Did you suggest a new training program that increased employee

‘engagement? Or maybe you devised a better system for tracking vacation time? Talk about
those successes and wins under the career experience section of your resume.
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RESEARCH AND PRACTICE
IN HUMAN RESOURCE MANAGEMENT

Hogan, B k‘ Wood, P. R (2000 Reak-Time' Human Resource Management Instruction: Using Current Events 10
Improve Relevamce, Research emd Practice i Humen Resowrce Managemsent, 1X(2), 68-80.

'Real-Time’ Human Resource Management
Instruction: Using Current Events to Improve
Relevance

Beth Hogan & Paala R Wood

?

Whilst curvent events are captured in mamy ways via mass media,

policies are often mot reported as sach. Yet articles range from
as orgamisational restrecturing dowmsinng Wokemce @
deployments, and gobal cutsourcing. Recently. economic issues a8 well as the glohal influenza (referred to as swine
) outbreak have created challenges within HRM and have been reported widely in the media. Since human
resource issues are commonly present i the headlines, regardless of geographic location, and are readily available,
there is an opportunily as well as 2 peed to imcdude carrent events HRM curricula.

Human resource masagement (HRM) i ome of the most challenging areas of management, yet academic
preperation within business adminsstration programmes does not typacally emphasisc this area. At 2 minimum,

business adminstration programmes reguire at keast ome human resource management class.
This also bolds true at the graduate kevel. but some master’s kevel business administration programmes may not
require @ human resource mansgement cass at sl The curticalum development trend has generally been to
improve the quantitative skills of business students, while deemphasising the softer or qualitative skills (Gentile
2008, Schoemaker 2008). Benmis and OToole (2005) promoted not oaly rebalancing of hard and soft skills in
management education, but also increasing the relevance of stadies and developing the integrative skills of
students.

A similar eritique by Pleffer and Fong (2004 :@&mm:mw\&mmmmhwy
stimolating critical thought and mquiny M&zbmssu:«j(}#nﬁwnmshuddbmonni\dyw
students ntefiectualy mha':k:lmn_m:xcmk\:&w;rbxxﬁawﬂﬁmmdhﬁmum
and society. In addition, Schoemaker (2008) reported that business educators should teach students to
periphery of their organisation as an early warning system to aleTt managers to changes in their
eavironment that might bave 2 profound effect on business. He advocated using a problem based
approach in the classroom 10 better prepare business students. Similarly, Mintzberg and Gosling (2002) advocated
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business education by the facilitation of inquiry. As educators strive to improve business education in

rﬂ.-‘“lﬂeﬁﬂmuﬂhl}y. current events provide a linkage between the conceptual areas taught and
‘environment in which businesses practice.

m‘wqﬁ!mdlhhpnpuwmmmllheptlenﬁnldulingrunmmulomm
instruction. first section provides background for the study, presenting literature that supports the need for
organisational attention to current events and literature that describes the use of current events in education. The
-ﬂ-ﬂlndlhpq-deuﬂubemh:ddogvmdtodnmmmdewhuﬂmhdm@hm“
o HRM. The measures, procedure, and analysis are also discussed in this section. Results are discussed in the third
section, followed by a discussion section and conclusions in the fourth and fifth sections, respectively. The
discussion section details practical applications of the research. The conclusions section describes the relevance of
the research to HRM practice as well as HRM education. Suggestions for future research are also discussed in this

]

i

There is a lack of literature that examines the use of current events as a pedagogical tool for business education, and
mare specifically, HRM education. Yet related literature clearly reflects the need of environmental scanning in
business as well as in business education. Additionally, the literature provides studies reporting the importance of
using current events in education. These aspects are explored in the following sections.

Current Events and Environmental Scanning

Wei and Lee (2004: 385) defined environmental scanning as “... the acquisition and use of information about
events, trends, and relationships in the organisation’s external environment that permits an organisation to adapt
its environment and to develop effective responses to secure or improve the organisation's position in the
future”. Wei and Lee also suggested the use of event detection (the identification of relevant news events in
newspapers) to environmental scanning. Similarly, general management and HRM textbooks advocate
M——--—-udynnlhdlmvimnmulofuvm;ingunumdcvemlhnmlyimmw
organisation (Bateman & Snell 2007, Noe, Hollenbeck, Gerhart, & Wright 2008). Dilevko and Dolan (1999) stated
of environmental scanning anticipates user needs by tracking relevant current events
Numerous companies have developed scanning teams to analyse printed materials
be useful in their work. Earlier, Cove and Walsh (1088: 33) referred to environmental
." and identified it as “... the art of not knowing what one wants until one finds it".
as gathered information can answer immediate questions and can also provide the
that eventually leads to a required answer” (Dilevko & Dolan 1999: 73).
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Melnerney (1990) identify three levels of scanning. The first, passive scanni is the general reading
of m!h-mdhdi.wiunmuduuﬁmmlmm&mh.mehm
of information. The third level searches in a more focused manner to find specific
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environmental scanning might shape organisational strategy provided by Fleming (2002).
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have adjusted their strategy accordingly. Albright (2004) similarly recognised the

|
%

!

suggested that if ive environmental trends addressed
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1] n note that environmental scanning also be accomplished in many different ways. These
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enhanced the 10 scan for items of interest on the Internet. Rajaniemi ( - =
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+ 3 for environmental scanning thus,
increasing the time available 1o analyse information that is pertinent to the organisation,
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TIME MANAGEMEN
4 Steps to Breaking Free from Time Constraints and
Living the Life You Want

ways y

479

Jason Fell
‘ ’ ENTREPRENEUR STAFF

No matter where in the Ve matt I 10 m you're in ecommerce, have

a brick-and-mortar

¢ I I constraint
entrepreneurs face is ime. As an entrepreneur, there’s nothing more important to success than how you.
'manage time. Managing 1t well is the ulumate competitive advantage.

We all get the samc er of 1t e's ne y to buy more no matter how rich you
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252019 4 Steps 10 Breaking Free flom Time Constraints and Living the Life You Want
What even some of the smartest entreprencurs don't realize, Eyal says, is that it's not enough to simply do
the 7ight things to be successtul. “Success also requires avoiding the wrong things,” he says. “The key to
living the lives we want, and to building the businesses we know we're capable of building, is to control our
attention rather than constantly getting distracted.”

Here, Eyal offers his four-step process for eliminating distractions and breaking free from the time
constraints that hold us back

1. To master time, master your ‘internal triggers.’

All 100 often, we allow ourselves to get distracted because of feelings of uncertainty, fear, and frustration
instead of thoughtfully doing what we intended, Eyal says. Instead of ignoring these triggers, we should
identify the sitation or emotion that's prompting us to waste time

- ) .
/managementy” he says. “We need to understand the uncomfortable sensations we're trvingtoescape when we
: R—— 8 R

 healthier manner ™
Related: Why Time Is Your Most Important Business Resource

Next time you get the urge to pick up your phone and mindlessly scroll through Facebook, recognize the
trigger and do something else instead. Make a phone call you've been putting off all week or pick up a book
and read a chapter instead.

2. Remember to track input as well as output.

Far too many people use to-do lists without considering the amount of time it takes o complete a task, Eval
says. To-do lists account for things you do, otherwise called your output. Eyal suggests accounting for output
as well as input—in other words. your time.

“You've got 1o have a template for your entire week down to the minute so you can tell the difference
‘between action and distraction.” Eyal says. “If you don't define what it is you wanted to do with your time
than everything is a distraction.”

 Eyal recommends "timeboxing” your schedule— the practice of assigning a maximum amount of time for a

chore or activity. Timeboxing can help give context and limits to ambiguous tasks. Plan your input wisely
and the output will follow, he says.

Pitps. /iwww entrepreneur com/aricle/3334 12
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82572019 4 Steps to Breaking Free from Time Constraints and Living the Life You Want
Related: 3 Easy Ways to Go on a Digital Diet

3. Remove the external triggers that don't serve you.

Anyone who works in an office with other people knows that the workplace is full of interruptions.
Colleagues come by to chat, your phone rings, your desktop dings, and your focus is sabotaged time and time
again.

“If we're expected to come up with novel solutions 1o difficult problems, we need time to sit and contemplate

away from distraction,” Eyal says. He suggests that people "hack back" the external triggers that lead to
distraction.

One simple way to accomplish this is to manage the notification settings on your smartphone. For instance,
try turning off personal email notifications. Unless social media is part of your job, consider turning off
notifications from apps like Facebook, Instagram, and Twitter during work hours. Designate a specific
time(s) during your day to check personal communications—and stick to it.

Related: 12 Time Management Mistakes That Set You Up for Failure

4. Use ‘pacts’ to block out distractions.

Pacts, Eyal says, are ways to pre-commit to an outcome when you know you're likely to get distracted. This
- could be as simple as working with a friend for a set period of time where you keep cach other accountable.

mmlogyunmanyhelpkeepymmmk.EyalsayshcnmanappulledFoustwhn
h writes to keep him from checking his phone. He also uses a free video tool called FocusMate (he’s an

nvestor) o pair him with someone else who is doing work requiring concentration. The idea is that ach
ill hold the other accountable for the allotted time to work distraction-free.

four techniques: mastering internal triggers, scheduling time for output, hacking back external
d blocking distraction with pacts, you can manage your time and maximize your focus and





image1.jpeg




image2.jpeg
Personal Development Plan

‘Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 1- My Goals

What are my overall goals
that | want to accomplish
In this time period?

Exampie: become o
Student Affairs Officer,;
learn computer graphics
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Section 2 - Skills and
Knowledge to be
Learned

What specifically do | need
to learn? What project do |
need to work on?

Exomple: Student advising;
Banner: Dreamweaver;
develop a procedures
manua!
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Section 3 - Next Steps

How am | going to acquire
the skills and knowledge?
How am | going to do this

project?

Example: take
Dreamweaver class; do an
informational interview, set
up a project outline
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Adapted from: M1p // www he.ucdavis. edu/sdps/farms/IDPX20F inai%2010 14 1Lodf
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‘When do | expect to finish?

‘Section 6 - Completion
When have | completed each
step?
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