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ABSTRACT
In this report I am going to write about my academic ad employability skills emphasizing the processes I have followed throughout this course. First, I write about the methodology that I use, like different class activities, homework, slides presentations that were presented by our lecturer, Mr. Timothy Hopkins and the reading of different articles online, in my case, I choose three according to my skills and those that I have to expand. Second, I write the results of the activities, describing one by one each action. Next, I discuss about the knowledge I acquire in academic and employability skills module. In this part I include my opinion of one of the three articles I read and I give my point of view about skills in the workplace. Finally, I write my conclusion of this report and I attached the evidence of my class activities, homework and articles read during the course.
INTRODUCTION
The following report describe my academic and employability skills through the analysis of in class exercises, homework sends by our lecturer and the research of different articles. Likewise, this examination reveals the results of every activity I did and brings a certain answer of my improvement throughout these weeks.
Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons. For most students, learning is about much more than access to information. These skills not only benefit the students when it comes time to take tests, but can also help in the future: solid study skills are essential for college success, for instance, and learning to balance multiple demands at once is valuable to many different career paths. 

Employability skills is an umbrella term for a set of highly desirable, transferable skills that turn you into a very attractive candidate or employee. They can be defined as a set of skills employers want from a potential employee.

In our daily life, in the workplace, in our studies, we acquire and use a huge quantity of skills. Academic and employability skills present to us since we are kids and they are so natural that we do not give it the importance that it really has. 
Nowadays, I can see that know about all our skills, whether good or bad abilities, is important because in this way we can recognise activities we can or cannot do.
METHODOLOGY
Over the course of these weeks, with the help of the lecturer, we have been able to discover skills that I did not even think I had and improve in those where I have difficulty.
I have achieved this with the help of different activities like:
In class exercises.
Homework.
Lecturer´s presentations.
The lecturer´s presentations, were made in class and helps us with the explanation of the different topics to be dealt during the previous weeks.
The exercises that we made in class, are based on solving problems or exercises with the help of our lecturer, so that we can be free of doubts. This type of practise helps to improve our academic skills, like paraphrasing, referencing and summarizing.
*See appendix 1
The homework send to us was the most helpful. Because of this, we develop a lot our employability skills. We achieve this with the SWOT analysis, the Eisenhower plan, the daily and weekly to do list and our personal development plan.
RESULTS
SWOT ANALYSIS
The first activity I did is a SWOT analysis that is an incredibly simple, yet powerful tool to help you develop your business strategy, whether you’re building a start-up or guiding an existing company. SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. 
Strengths are internal, positive attributes of your company.
Weaknesses are negative factors that detract from your strengths. These are things that you might need to improve on to be competitive.
Opportunities are external factors in your business environment that are likely to contribute to your success.
Threats are external factors that you have no control over. You may want to consider putting in place contingency plans for dealing them if they occur.

In my case, I did it about myself and no about a company and I obtain the following results:
For strengths, I have time management, research and creative skills and in addition, I´m an organized and responsible person. 
For weaknesses, I must improve in my referencing and leadership skills. I also need to be able of saying “no” to other people and learn not to get nervous when I speak in public.
Within my opportunities, I have the possibility of continuing improving my education and the facility of using internet. Also, I can develop my social skills and explore other countries and their own cultural and political environment.
For the last point, in my threats I wrote about how there are people with more knowledge than me, also about how digital world is constantly growing and different obstacles I must face in a future.
*See appendix 2
THE EISENHOWER PLAN
The second activity I did was the Eisenhower plan that is a method used to organize duties and tasks in order to figure out priorities.

The Eisenhower plan is divided in four quadrants, the first one is urgent/important, the next is not urgent/important, following of urgent/not important and finally not urgent/not important.
In this activity I get the following results:
For the first quadrant, I wrote that for me is important and urgent going to work, study at university and spend time with my family. 
For the second quadrant, I explain that helping my parents with the English language, help my siblings with homework and my social life, is important but not urgent.
For the third quadrant, I talk about helping my mother with the house chores and responding some emails. For me, this is urgent but is not important to do it immediately. 
For the last quadrant, I wrote that spend a lot of time in social media and videogames and spending time watching movies, for me in not urgent now and in this moment of my life, is not important.
With the Eisenhower plan, I pay more attention to the important activities I must do, and I leave for later or I do not do those I consider not important.
*See appendix 3
DAILY AND WEEKLY TO DO LIST
For the third activity, our lecturer gives us the instruction of create two lists about our daily and weekly activities. With this activity, I learn how to be organized in different situations in my life, so in this way, I improve a lot in my organizing skills.
*See appendix 4
PERSONAL DEVELOPMENT PLAN 
A personal development plan is a process that consists of defining what is important to you, what you want to achieve, what strengths you already have that help to achieve your goals, and what you need to improve and develop with time.

Our lecturer provides us a way to do it, and gave us a photocopy to complete it as a homework. My personal development is divided in six sections, and in each section, we have to complete in short-term, mid-term and long-term time frame.
The first section is called my goals, the second is about skills and knowledge to be learned, the third one is next steps, the section four is resources, the fifth is time schedule and the last one is about completion.
In the last point, I didn´t write anything because I have to wait until the course is over.
For each section I write different goals to achieve in different time lapses. This includes learn how to manage a business, improve my communication skills and start studying civil engineer when I finish the course in University of Wales Trinity Saint David.
*See appendix 5
ARTICLES
I find 3 articles during the course, all about skills for the workplace, and this help me in the understanding of the importance of knowing all our abilities and in this way, we can work in an area according to our knowledge. Also, the articles explain me how to use the abilities in a correct way to avoid mistakes.
*See appendix 6
DISCUSSION 
After talking about the methodology and the results of the different activities carried out, it’s time to argue over all this and give my point of view.
With the passing of the weeks in university, personally, I have learned and develop my personal skills, those ones I have since I have use of reason, those that I acquire with the pass of the years and those that I didn´t have and I discover with the pass of the weeks studying this course.
In the first 4 weeks, I learned all skills I need to be a better employee. If I compare myself in the first class with myself at the end of the first term, is a big difference. This is because I have improved all the employability skills I have like the time management or my responsibility in the workplace. But like I write in my SWOT analysis, I have some weaknesses, and with the help of the lecturer, I try to do my best in controlling my nerves when I speak in public and develop my leadership skills. 
In the next 6 weeks of the term, Mr. Timothy Hopkins focus on academic skills like referencing, paraphrasing and summarising. In my SWOT analysis, one of my weaknesses is referencing, so with this class I learn how to references different types of sources. For this I use as well the Harvard Referencing Guide of 2018.
Through the module, I have diverse ways of knowing that are activities more important than others and organise myself to prioritize those ones that are urgent to make. I achieve this with the help of the Eisenhower plan or with the daily and weekly list. With the first activity, I learn how to classify the events, writing the urgent and important first and finishing with those ones that I can delete of my days. 
Finally, I want to talk about an article that I personally think that have the correct information about employability skills. The article is called Employability skills: a review. The definition of employability skills is mold students’ career by helping them in building and improving their communication skills, presentation skills, teambuilding skills, leadership skills, time management skills, interview skills and interpersonal skills.

When I read this article, I understand that people in general, not only students or employees, have to improve their skills for a better operation in the workplace first, then, in different circumstances in our life. Personally, in my workplace I apply my communication and time management skills. Since I start working in cleaning, communication is essential between the manager and the employee, in this case, myself. This is because if something goes wrong, I have to know what I can do and what no and how to control the situation without problems.
CONCLUSION
In conclusion, academic and employability skills are those abilities we have to do something well. In this module, I acquired the necessary knowledge about my abilities, those ones that I have to use in my workplace and university to success. Also, I learn how to use the correct grammatically rules for doing a better presentation of homework, reports, or any document required in my work. Finally, I discovered some skills that I didn´t know that I have like summarising, that is the ability of make short a text that before was long, however, I have to develop and improve other abilities like saying no to other people or leadership.  
For the end of this term, I have learned a lot but there are things that I have to develop along the hole course, and at the end, see if I have all the information I need for continue with my studies and my working life.
REFERENCES
Duszyński, M. (2019) Zety [Online] 
Available at: https://zety.com/blog/employability-skills
(Accessed:18 December 2019)

Lu, E. (2015) Mind of a winner [Online] 
Available at: http://www.mindofwinner.com/create-personal-development-plan/
(Accessed:29 December 2019).

Nguyen, H. (2012) Priority matrix [Online] 
Available at: https://appfluence.com/productivity/what-is-the-eisenhower-method/
(Accessed:18 December 2019).

Nisha, S. M. & Rajasekaran, V. (2018) Questia [Online] 
Available at: https://www.questia.com/read/1P4-2027474049/employability-skills-a-review
(Accessed:30 December 2019).

Parsons, N. (2018) Live Plan [Online] 
Available at: https://www.liveplan.com/blog/what-is-a-swot-analysis-and-how-to-do-it-right-with-examples/
(Accessed:18 December 2019).

Wise Geek, (n.d.) Wise GEEK [Online] 
Available at: https://www.wisegeek.com/what-are-academic-skills.htm
(Accessed:18 December 2019).










APPENDIX
Appendix 1 (Paraphrasing, referencing, summarising)
PARAPHRASING




REFERENCING


SUMMARISING 


Appendix 2 (SWOT Analysis)



Appendix 3 (The Eisenhower Plan)

Appendix 4 (Daily and Weekly to do list)
DAILY TO DO LIST

WEEKLY TO DO LIST




Appendix 5 (Personal Development Plan)




Appendix 6 (articles)








2

image3.jpg
AR N A e B N N R R RRRRSESESEEERRRRRRBRARSSSTSiEmssSs—— w7

NTRwX

i
2
]
?

wem—n Academic and Employability Skills - BMSWA4001

Trinity Saint David
Y LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices.
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm
Which sentences are closest in meaning to the five sentences below?
1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth
a. 25% of babies are born to mothers who are adolescents.
b. One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. A quarter of adolescent mothers gives birth when their first born is two.
d. 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
p tinue g
soon own 40% of the country's wealth.
c.  40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.
3. The judge was relieved when the jury was finally ready to announce its verdict.
a.. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
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. »
a. Women who witnessed the abuse of their mother as teens are more likely to becomg abusive adults.
b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves. . ‘
c. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.
5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
b. Martha feels that writing about adolescent problems is worthwhile.
c. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that addlescents 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.
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2. l%;nr?y told his aunt that a bear had attacked him, which she found difficult to believe.
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3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
f:xtra water. Q(' P
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4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932. N«
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3. Researchers have found a strong association between computer
adolescents and engagement in multiple-risk behaviours (MRB),
use, drunkenness and unprotected sex.
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5. North China's Shanxi Province, the country's largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list| Neither Beijing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of housechold garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.
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How would the following references be cited in your text, and formatted in your list of
references?

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

Intext: (N 2000)

In reference list:
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Chapter in an edited book
Cite a chapter by P Baty called Collaborative Learning from page

contained in the following book: Study skills for Dyslexic students.
Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007

Intext: (Hoty | 2001, pp 231-248) v

231 to page 248

In reference list: ‘
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Journal articles ) ) .
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.
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the D¢ feadat in Their Ploce :

In reference list: /(\7 i
Mulcang L .(2013) Wy do Wwe Sl 088, e Dk Lanaod

6»\1:)&6@\«\35? ) British qu,e/xz/‘ of C"”"”dﬁ‘)j 2 53 (6) , P 1A3Q - MO6 .,





image7.jpg
[ Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara. Dyer, Lee MR
Report,24.2 (Spring 1987): 35.

Intext: (o, @y al, Aagd | o 25)

)

A\

In reference list:
\_‘\(t\d "D _) (—ﬁﬂ‘w'\\\P(' ‘ P\ ) (’h‘\)(%.,{ \<‘ ) \) j()(L
N e LY OIS News 4RedS (0 HOogery §

Repcat, 2401) | pp 35. /

y O kX
)

L et ) & S ,
’ I L g

&) Ct‘/‘\' CCCS

\

‘\T.J( hf )

Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1

Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben
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Web pages

Type the following words into Google: BBC news electronic_; retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted”.
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To be a great leader, you need to start by leading :

%
Most people go into top positions with good intentions, but those often crumble due to the dgﬁ'i ds.
perks — of the job. If you i ‘ £
Lars Sudmann. is a little like being a parent we have all these rosy \(lsio
we’re going , how inc e we're going to be, we’ll istakes that we s

Bu to assume the role, reali L
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he hel
his first major staff meeting, an employee asked a question about the company’s email signature, and th
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world,
they don’t clearly think through their priorities and strategies; and being in a position o
to assume that the people beneath them will take care of a lot of problems.

f power causes them

to these “classic leadership problems” in Marcus Aurelius, the Roman

pDe

emperor and Stoic philosopher. Ra g L
Marcus surprising amount of his energy on mas : Sudmann has found

likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could 1 do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, q; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the-
; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue

right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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PERSONAL DEVELOPMENT PLAN Qy . (1

What is a Personal Development Plan (PDP)?

“Personal develo
pment i g
BeCaitics = DroAchi as;‘)Iann||ng enables individuals to take charge of their own learning. Learning
development needs as W\:‘;H as reactive process, designed and prioritised to support immediate
Practice (Higher Educati € a§ longer term ambitions” (AUA Postgraduate Certificate in Professional
ucation Administration and Management (OUVA))

A Personal Develo
m i
ot an oy yp (:nt Plan (PDP) enables you to identify key areas of learning and development activity
ou to either acquire new or d isti i i :
i evelop existing skills and behavioural attributes for the

% H

en rform i
X hancing performance in your current role
L

o i s i
addressing anticipated changes in your current role

%o 1 i i
% addressing career aspirations towards a future role

Step 1: Deciding on your goals
Long-term goals

What do you want to achieve after university?

To help you think about your goals, ask yourself:

e What areas of my studies/work/life do | want to develop?

e What areas do | need to improve?
What might be some long-term career goals and what skills would | need to develop to achieve

those goals?
Consider these ideas to get you started:

e Talk with your lecturer.
Schedule a confidential session with a careers advisor at UWTSD.

®
e Read career development books.

«  Set realistic priorities — what's achievable in the next three months? This year? Within 3 years?

Employers are looking for specific attributes when recruiting graduates. An employable graduate will be:

)
0.0

Capable of applying knowledge
Enquiring — critical thinking abilities

o,
..’

)
0.0

Creative
Enterprising — creating solutions

0l
0.‘

*

)
.

Ethical
Thinking internationally

°,

o,
0.‘
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STUDY AND TRANING JOBS AND CAREERS ADVICE FORLIFE GETINVOLVED

Home » Jobs and careers » Plan your career >

8 job skills you should have

f
v
=
@

Onthispage
1 Communication
2 Tearmwork
2 Probiem solving
4 initotive ond enterprize
5 Planning and organs
& Seif-manogement
ZLcoming
& Technolooy
Highiiahting your skills
Links

As wellas kills specific o thejob you're going for, employers are also looking for generaljob skills. These are sometimes called
“employability il or soft skils’ These types of skils will make you stand out

Event you don't think you have any job skils, you have these employabilty skils  you'e:
« dependable
« casy to get along with

« open tolearning now things.

‘These skils might not be isted in the position description, but they are common skis needd to do most jobs. s good to think about
these skils when you're preparing for o fob inferview:.

Different people define these skills n diferent ways, but generally they can be broken down nto these eight categories:

+ communication

H P Escribe aqui para buscar
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LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce) L/
The boss_Cacomancoledind he wll caalke s o€ Qeaoaes in the office.
- A9

2) He doesn't write to me as frequently as | wanted.

Iwish_he  sead) oof \enees é? e . (/
e vies 7

3) We were concerned ab%er health. /

We had some o0\ 5 X 2

N 08N, .
N

4 Y s r>
ou weren f aqr- QL R 4 Y
) t care Ul SO YOU |ade SO Il|a|ly |‘|||Stakes (had) (A W .7

f S\QJM—QD-@K%&(M—Q&I\_\:&LKL__—_SO many mistakes.

5) The council cut funding so we could not provide free parking. g oo we: cotl ot BEesiie e waTkin /
Because of < S 2

T

6) His proposal was a failure as it was too theoretical. (relied A /
) His prop relied) _ pejecsr)?

His proposal by )

7) It was Mary who stole money. J /—( 4//h\9 \/
He accused M\ N
8) He seems well-educated. However, he's not very bright. (although) /

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.

3 ATIEL
The responsibility for Sgoceqts 15 Aot do @??9@5@ o (L k@ bahom Q\&)OL\E@S\J‘\ S

f5e¥Vs) Y WA
10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby's blrth (thlrd)
A 2 C
2 Yeals afleg 4he Jnm* ooy bQCﬂ
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