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Abstract
As I first said, I was allowed to do a secondary research about the studies according to this module and now I made a primary research about my academic and employability skills. I analysed myself during this first term and according to the purpose of this module named Academic and Employability Skills I started to know my skills and to develop them with in-class exercises which are attached at appendices. I prepared this report based of what I learned and I have made a practical exercise and a SWOT analysis about my skills.
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Introduction
As you can see on the first page of this report, I am Irina Daniela Merlan and this report it is gonna be about me and my academic and employability skills.
Why is it important?
The purpose of the raport
This report is important because when every student came on this university they were told that they will gain knowledge in a variety of domains but the most important thing is to use all of those information to improve themself because for everybody it is room for improvement.
I am gonna prove that on this term I’ve learned about my academic and employability skills more than somebody ever told me since now at age of 22 years.
Review of the literature
According to Robinson, J.P. on his work named ”What are employability skills?” The workplace, 2000 he has discussed about the academic and employability skills which are divided in three major categories: basic academic skills, higher-order thinking skills and personal qualities. As you can see on Figure 1 attached bellow those three major categories have been broked down in a a set of elements which represent every major category of skills. 
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Figure 1. List of the employability skills included within each skills set
Method
As I said, I was allowed to do a secondary research about the studies according to this module and now I made a primary research about my academic and employability skills.
I learned from Stephen Covey about First Thing First Method for Time Management.

Reflective report from the first week of term to last
In the first week of this term, we made an in-class exercise with the substitute teacher in which we identify the skills that we have and the skills that we need to improve. The skills that I have based on the in-class exercise are: personal mastery, problem solving and decisions making, comunication skills, time management. The skills that I need to improve are: leadership and management.
After this exercise I start to analyse why I have this skills and why I need to improve some of them.
For example, I have gained the skill of time management. Based on what Stephen C. teached me in an article called The Seven Habits of Highly Effective People that I need to focus on First thing First and to identify what is important and urgent for me to do first. Based on this matrix bellow represented in Figure 2, I can identify and clasify my activities in 4 types: urgent, not urgent, important and not important and to begin with activities which are in quadrant I meaning they are important and urgent. For example, this report it is one of the important&urgent activities that needed to be done first.
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Figure 2.Stephen Covey: 4-quadrant time management model 
In my third week I learned about Academic Writing(Language and Grammar) and next week after that I learned about Paraphrasing. 
· Paraphrasing means writing the ideas and toughts of another person in your own words. Paraphrasing is very useful when you are using the work of other people to support your own view and perspective of that idea.
· When you are paraphrasing, you need to change the words, to use synonyms and to change the structure but keep the meaning of the idea the same. 
· Even when you paraphrase someone's work, you must acknowledge it by providing a reference. 
In week 5 we made an in-class exercise in which we exercise the Paraphrasing skills and you can see it attached in my Appendices. After that, in week 6 I learned about referencing and the styles.
I learned more about the Harvard Referencing Style and I how can I develop my writing skills based on avoiding plagiarism if I am doing a secondary research. So I found out that The Harvard Referencing Style is helping me to avoid plagiarism by summarising, by paraphrasing and by always referencing my sources. I learned how to be able to show which ideas come from me and which belong to other authors. 
After that, in week 7 I learned how to do a Report Writing, which are the keys of a success of a report writing and the differences between a report and a essays.
In week 8, I learned about a new academic skill which is as well about the Academic Writing- Summarising. I learned what is a summary: a short clear description that gives the main facts or ideas of a text / passage / lecture and many others. I started to summarise for this report about me all the knowledge that I gained until now and all the skills that I gained or improved. I start setting goals for me to improve myself so I learned about SMART goals. 
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Figure 3. Smart Goals Description
Bovend'Eerdt, T.J., Botell, R.E. and Wade, D.T. learned me in their work about „Writing SMART rehabilitation goals and achieving goal attainment scaling: a practical guide” in Clinical rehabilitation this method of setting SMART goals whic means specific, measurable, achievable, realistic/ relevant and timed(SMART). Every  goal can be developed by using up to four parts: the target activity, the support needed in achieving it, quantification of performance and the time period to achieve yout desires. I learned that the success of goal setting and goal attainment scaling depends on me and how I formulatethe goals. The method described here is a useful tool because it saves time and simplifies for me the construction of goals that are sufficiently specific to be measurable.
Practical exercise
I started to set this goal: to work as a statistician in GFK by the year of 2021. This goal is specific, measurable, achievable, realistic and timed. GFK(Growth of knowledge) connects data and science. The company it is a innovative analytics solutions which provide answers for key business questions around consumers, markets, brands and media – now and in the future.
GFK is a multinational organisation which request for an employer to have different acquirable skills like reading, writing, math, adaptation, science knowing foreign language, leadership skills,integrity, research skills, communication skills, quick-learning skills, managing skills, computer skills and many more. 
SWOT Analysis about my skills
A SWOT analysis is an incredibly simple, yet powerful tool to help me develop any strategy, whether you’re building a startup company or my plan to gain a place in a company which is my goal.
Albert S.H. provided this piece of history which is remarkable as the origins of SWOT analysis and he was one of the founding fathers of what we know today as THE SWOT Analysis. I have learned from his work how to manage to do this for many different purposes and I would like to thank him for sharing this contribution, which is fascinating.
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Figure 4. A SWOT analysis, with its four elements in a 2×2 matrix.
SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. The first two of them are internal analysed which means my strenghts are the skills that I have and my weaknesses which means the skills that I need to learn or develop. The last two stands for external factors which are my opportunities to apply my skills and to develop some of them which I don’t have but I need them. And threats refer in this care for any barriers which could stop or interrupt me from gaining this skills.
My skills are: Personal Mastery, Problem Solving and Decisions Daking, Comunication Skills, Time Management, Academic Writing(Language and Grammar), Paraphrasing, the Harvard Referencing Style, How to Write a Report, Summarising, Reading, Writing, adaptation, knowing foreign language, integrity, research skills, quick-learning skills and computer skills gained throw another module called Digital Skills and Research Methods.
The skills that I need to develop are: leadership and management. This skills are as well required at the GFK and if I want to achieve my goal.
My opportunities are: this course which I am student at and it’s called „Certificate of Higher Education in Skills for the Workplace” and by the end of the first year of studies I should be prepared to apply for the dream job. Now I am working in retail at a very busy store in which I can develop my management and leadership skills. I am on my way to be a team-leader now so I am learning about this skill and if I will achieve it, I will develop as well my managing skills.  This is my plan about developing the skills that I need.
My threats whould be only in case if I fail in learning as a student at this course named „Certificate of Higher Education in Skills for the Workplace”  that I am signed in and if I am not in the near future for the team-leader position at my workplace.
The course is meant to help me improve myself day by day and to prepare myself to become a person with higher education skills for the workplace so this should not really be a threat. Even if in one day a threath of mine will become a real barrier and I need to face it, I will transform it in an opportunity because I want to continue and to finish what I have planned to do.
Conclusion
During this challenging term I am sure that I’ve developed my academic and employability skills during my in-class exercises and practising skills that I have learned or improved on this module like paraphrasing, sumarising, how to do a report and how to evaluate myself based on my academic and employabilit skills. If I will gain my goal which I tried to do it a SMART GOAL and that is to obtain a job as statistician in GFK, I am sure that it will help me both in my personal and professional development. Both of my personal and professional development have to do with academic and employability skills and so I started to learn more and more about me and I am already improving myself day by day so this will be a succes.
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REFERENCING EXERCISE

Exercise 1

Six publications of various formats are described below. Try
expressing the reference details for each in the Harvard style
and putting them into alphabetical order in a reference list.

25
1. A book with the title: 'Occupational health and safety’,
published in Sydney in 2004 by McGraw-Hill, with authors
M. Stewart and F. Heyes: This is the second edition.

2. A book with the title: 'Internal control and corporate
governance', with authors K. Adams, R. Grose, D. Leeson
and H. Hamilton, published in Frenchs Forest, NSW by
Pearson Education Australia in 2003.

A
3. An article by M. Scardamalia and C. Bereitey, called

'Schools as knowledge-building organizatiof&', published in
199%%in a book edited by D. Keating and C. Hertzman,
called ‘Today's children, tomorrow's society' in New York by
GuilfordPas pages 274 to 289 -

A
4. An article by J. R. Savery and T. M. Duffy, called 'Problem
based learnmgmrt?é?mml and its constructivist

i O ) b

& e

framework’; published on pages 31 to 38in the journal
'Educational Technology’, volume 35, number 5, in 1095

)

5. An article called 'Integration and thematic teaching:
. integration to improve teaching and le; rninéf by S. Lipson,
\%] - S. Valencia, K. Wixson and C. Peters; published in 1993 in
“the journal 'Language Arts',*volume 70, number 3, pages
252 to 263+ ' T

S

'Embers of the sun', produced in 1999 by the Australian

6. A videorecording of a television documentary called
b Broadcasting Corporation in Sydney.
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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

@95 a list of all the works you have read and cited
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2. Full references in a reference list or bibliography are always arranged
in:

b. Chronological order

,\.1 ,@,._.:m order that you used the sources in your assignment
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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

@:o_:am every thing in the same list
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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_o:mm and White, 1997)

d. (Jones et al.1997)
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Referencing Quiz

A
i

5. To reference a work that was written by James Smith, George Salt,
Wayne Daniel and Laurence Meehan (appearing in this order), what
should you write in the reference list?

@msz? J., Salt, G., Daniel, W. and Meehan, L.
b. Smith, J., Salt, G. et al.

c. Smith, J. et al.
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Referencing Quiz

A

—

6. What do you write if you cannot find the date of a publication?

@:.a.v

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

/ @ Name of publisher: Place of publication

~
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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.

@m:, 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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Referencing Quiz

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.

@v _sm%m:._..BS:,zEmm:ma<z=3_8_auwamﬂ..amm.nw.»u:_
011, p.12.
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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 is it anyway?’ by Brenda Smith and David Goldblatt (2004) from
Open University course DD100 An introduction to the social sciences: understanding social change.

Smith and Goldblatt (2004) suggest...
Smith and Goldblatt (2004) observe...
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 is it anyway?’ by Brenda Smith and David Goldblatt
(2004) from Open University course DD100 An introduction to the social sciences: understanding social change.

Please read the information outlined in the box below and make notes on the important points.

Whose health is it anyway? T

‘Health seems to play an increasing role in our everyday lives. It is difficult to pick up a newspaper or magazine,
listen to the television orriraidio; or visit a bookshop without being confronted with information on health or
exhortations to avoid certain foods, take certain vitamins or | minerals, t_akerﬁula’__;w and a host of other
things. It seems that everyone is concerned with health — not just doctors and health-care professionals, but the
government, the media and indeedj[_of us who each year make resolutions to eat more healthily, drink or
smoke less and tike__rg_Mr_cife. A lot of this information and advice seems to suggest that we can influence
the extent to which we enjoy good health through the food we eat, the exercise we take (or don't take), the
_;gm'or‘bad’wg_hgve. In other words, we each seem to be responsible for whether or not we enjoy full,
active, healthy lives.

However, despite this rhetoric of responsibility for oneself and one's health, a close look at the same sources
tells us that atmospheric pollution is a major problem of the era and that it is largely responsible for breathing
difficulties such as asthma in our cities. In the twenty-first century we are also witnessing yv/igespreac! concerns

about the health effects of genetically engineered food and heated debates about just how ‘qii_tgaﬁl"the fruit
and vegetables in our shops and supermarkets are. Increasingly, too, we hear about the medical discoveries of
‘genes which play a part in the development of diseases such as cancer, whilst drug companies constantly seem
to produce new treatments for many forms of disease. Many sources also suggest that feelings of being uneasy

with ourselves and the stresses and strains of everyday life cause many illnesses.
- = Ban= SUVITNCSSES,

These arguments seem to suggest that there are many causes of illness which are not within the individual's
control. As individuals we are concerned with maximizing our own health. However, these issues are also
—_—

important for society as a whole. Apart from moral reasons for maximizing the health of the nation, provision of
health services places a considerable financial burden on taxpayers. In Britain, around 7 per cent of the Gross

Domestic Product (an indicator of the nation's income) is spent on health care services, whilst working time lost
through illness places pressure on business and other organizations.

et |

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

Task 2: Summarising ideas

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘Whose health is it anyway’ in the previous section.

Now answer the following question in your own words:

What factors can be seen to affect health? (Write about 175 words.)




image23.jpeg
SUMMARISING
Task 1: Identifying main points from the text

The extract below is from a chapter called ‘Whose health is it anyway?’ by Brenda Smith and David Goldblatt
(2004) from Open University course DD100 An introduction to the social sciences: understanding social change.

Please read the information outlined in the box below and make notes on the important points.

Whose health is it anyway?

Health seems to play an increasing role in our everyday lives. It is difficult to pick up a newspaper or magazine,
listen to the television or radio, or visit a bookshop without being confronted with information on health or
exhortations to avoid certain foods, take certain vitamins or minerals, take regular exercise and a host of other
things. It seems that everyone is concerned with health — not just doctors and health-care professionals, but the
government, the media and indeed all of us who each year make resolutions to eat more healthily, drink or
smoke less and take regular exercise. A lot of this information and advice seems to suggest that we can influence
the extent to which we enjoy good health through the food we eat, the exercise we take (or don't take), the
‘good’ or ‘bad” habits we have. In other words, we each seem to be responsible for whether or not we enjoy full,
active, healthy lives.

However, despite this rhetoric of responsibility for oneself and one's health, a close look at the same sources
tells us that atmospheric pollution is a major problem of the era and that it is largely responsible for breathing
difficulties such as asthma in our cities. In the twenty-first century we are also witnessing widespread concerns
about the health effects of genetically engineered food and heated debates about just how ‘natural’ the fruit
and vegetables in our shops and supermarkets are. Increasingly, too, we hear about the medical discoveries of
genes which play a part in the development of diseases such as cancer, whilst drug companies constantly seem
to produce new treatments for many forms of disease. Many sources also suggest that feelings of being uneasy
with ourselves and the stresses and strains of everyday life cause many illnesses.

These arguments seem to suggest that there are many causes of illness which are not within the individual's
control. As individuals we are concerned with maximizing our own health. However, these issues are also
important for society as a whole. Apart from moral reasons for maximizing the health of the nation, provision of
health services places a considerable financial burden on taxpayers. In Britain, around 7 per cent of the Gross
Domestic Product (an indicator of the nation's income) is spent on health care services, whilst working time lost
through illness places pressure on business and other organizations.

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

Task 2: Summarising ideas

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘Whose health is it anyway’ in the previous section.

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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LONDON BMSW4001
In-class exercise 2: Summarising

Student Name: |~ NIPE (A MERIAN studentip: 4§ SXQG@

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).

% Trinity Saint David Academic and Employability Skills (ACE) — term 1

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

The food retail industry is a highly competitive market. Aldi understands that its_ customers want
value for money but 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 guallty products at
competmve 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 buslness operates so efficiently.
The three core values of Aldi are smphutv%nmstency%d 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. ’ B

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 prowde value and quality to our customers by being fair and
efficient in all we do’. The principles of lean productlon are planned and built into everything that
Aldi does. This starts within its supply cham./,For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where poséible, redugné 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 store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to

cost saving in numerous areas. These cost savings are passed on to customers in the form of lower

prices, allowing the business to differentiate itself from its competitors in termSQf price, as well as
e quality of the products it has on offer.
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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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In-Class exercise: Worksheet 2 — Week 7
Self-reflection about Assessment

Student Name: /%)/OA/A —AA/\/;%[A PRI AN student ID: _/LM{_’L

Module Name: Academic and Employability Skills (ACE)

Aims:
This exercise is aimed to help you record your reflection/understanding of module content and help
you prepare your final assignment. Complete it as best as you can.

How much time have you spent so far to prepare for this assignment?
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What progress have you made since Week 4?
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Mentnon three resources you are going to use for this assignment.
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What referencing style dolyou have to use? Are you familiar with it?
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Are there any challengetho this assignment? Do you requlre any support?
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What did you like the most about the lectures? What did you find challenging/difficult and why?
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Give some advice about how to give a good presentation.
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Your final thoughts and comments
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Important note: if a student fails to attend all three sessions when these worksheets are completed, they may be required to attend a viva in week 11 or 12.
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: __ 103 NI e N Student ID: SA é{g@& 8

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, 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 RWB attracted media attention
disproportionate to 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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In-class exercise 1: Paraphrasing

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

Original Source: A key factor in explaining the sad state of American education can be found in

‘overbureaucratization, which is seen in tthMTiﬁleﬁfEL r public sch lolsﬁrto massive factorie

and to increase to mammoth _size our universities even in underpopulated states. The problem with
: bureaucraE:es is that they have to work hard "and long to keep from substituting self-serving survival and
ﬂawth_for their original primary object . Few succeed. Burea wucracies have no soul, no memory, and no \

conscience. If there is ci@ﬂm_bl_ock on the road to the futule it is the bureaucracy as we know it.

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

Paraphrase 1 €acceptable Junacceptable =

Reason: T/V ﬁﬁm@/wu»zﬁ [/’(/ /& Wﬁﬂa Lﬂuw }l SMBQI—L( AWQ
yﬁﬁ%‘g I et W?J/L O%ﬁiaﬂ’/‘\/‘/‘ L GG Koot Lhe meamin

American education 1§ 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. Most bureaucracies fail because they

have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the

educational future.

-—

Paraphrase 2 - acceptable / acceptable'/

eason: (/fVZO/JQJz v/ corrk o@wﬁmo/,ée K/ﬁﬁ QX‘S//’/”O\/
Lothee J/’c{zo» L Ss oy Sads G pon \/\g
| fu¥ure. American

Bureaucratization has proved to be a major stumbling block on the road to our educationa

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
promoting their own survivathe educational goals that were their primary objective.

raphrase chgtabla/ unacceptable ) %
Reason: _J4'c  wof¥enine e C“xamé[/gv W/%\?[J/\Q Ow/ /ug‘z &% 7o
48 °d ( Do bosjk

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. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

Paraphrase 4 - acceptable / ufiacceptable™

Reason: 70‘/ /S ¢ v AMW d Qﬁw%@é a éf/& ./4

T e et
In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratlzatlon
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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B Match the different kinds of plagiarism to their definitions:
Kind of

1. Failing to reference

'A. the use of sections of verbatim copied text often from a

" variety of sources, linked together with additional sentences

2. Poor paraphrasing B. copying text and /or ideas without indicating that this is the
work of another author

3. Self-plagiarism \‘C. the partial rewording or reordering of words of another

., person’s work

/
4. Submitting work/#or \‘ D. the recycling of a student's own work from other
which you cannot

assessments without reference
legitimately claim credit \

5. Patchwriting E. the unauthorised collaboration of students (or others) ina
o piece of work
e
6. Collusion ‘F Use of a ghostwriting firm or another person to produce
work
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