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1. Abstract or summary


The main contents of this report are all the different types of organization tasks taken during these weeks to plan my life in the short and long term.
I have been learning different kind of organization plans.
 
The Eisenhower Method
Weekly and Daily plan 
Personal development Plan
Swot Analysis

This report is also about the techniques that I learned to be able to fulfil any kind of work

               Paraphrasing 
    Sentence Structure
    References
    Summary 

I will show up the academic and employability skills seen during the course. I have done some researches to increase my knowledge about all the information given and I learned how to analyze myself thanks at the tasks taken.











2. Introduction 

I am taking this report to speak about my progress on Academic and Employability Skills during the first term of the course. We have seen few techniques to summarize, to be able to have a better own understanding and learn how to translate other’s ideas into ours with our own words. Also, I learnt some references skills the ones allow you to use or take ideas from others avoiding copyright and plagiarism. I also have done some methods and plans about myself, management time and personal development. Thanks at these methods, I have learned how to organize myself, I know myself better, I realized even more what I want and what I do not need and I have been able to save a lot of time.
Then I will proceed to give the explanations and meaning of every term and tasks seen and used in class.

The Eisenhower Method, also referred to as Urgent-Important Matrix, helps you decide on and prioritize tasks by urgency and importance, sorting out less urgent and important tasks which you should either delegate or not do at all.
Weekly and Daily Plan allow us to manage our day-to-day tasks in order for us to accomplish long term plans and goals. Also, it serves to plan our day-to-day activities that we want to achieve.

Personal Development Plan is a written account of self-reflection and improvement, which doubles up a detailed action plan used to fulfil academic, personal, or career-based goals and works by allowing you to establish your aims, recognize your strengths and weaknesses, and identify the need of improvement.
Swot analysis is a strategic planning technique used to help a person or organization identify strengths, weaknesses, opportunities, and threats related to business competition or project planning
Paraphrasing, presenting the ideas and information you have read in your own words (It is an important academic skill). By translating content from the research into your own words it is serves to demonstrate that you have understood and you are able to convey the content.
Sentences structure helps you to analyze and understand better every sentence, so you can write sentences grammatically in a proper way and also makes paraphrasing easier for us.
References are important to prove the information you are giving is verified by a certain source. It also serves to accredit the author of such information and avoid copyright and prove that the work is not copied.
Summary is an overview of content that provides with the overarching theme, but does not expand on specific details. It is a way to filter the important information from the unimportant.











3. Methodology

At the beginning I was a bit confused and I did not know how I should start doing this report but the methods seen in class have help me a lot to organize this kind of works.
I had a look into my notebook on the techniques learnt in class as summarizing, paraphrasing, sentence structure and references and I have done some researches of them to improve my own understanding first. Then, when I had a better knowledge of them I have started doing some try out from random text taken from internet and then I have compared my own understanding with some other classmates. After, when I have cleared my doubts, I watched some videos and recommendations about how to do reports and academic works properly.
Before start writing down the titles and sections I have managed my time into the different terms and sections for each term I have to speak and I have calculated how much I should write and explain in every step.
Then, I made a scheme in a paper to create a clear and organized structure to follow an appropriate order. 
I saved all the pages and websites I have used to referen them later on and using summarizing from the text and the tasks done in class I have obtained the main points and using the paraphrasing skills learned I have been able to translate all that information and ideas to my own words and thanks at the sentence structure I have notified a grammatically improvement in my writing.
These techniques and methods learned made much easier become an academic student and now I am more confident to take jobs to do like this. After reviewing everything and correcting any mistake seen I started passing everything out to the truth report.


4. Results or findings
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5. Discussion

I found this module very useful as I always had issues to manage my time properly and thanks at the methods and techniques seen I can try them out and make my daily life easier and more complete to achieve all my goals on short and long term.
The Development Plan is quite interesting for me as It helps me to make my ideas clearer and know what I truly want. Also is helping me due I wrote down my own plan and I have set my goals for long term and the aims and objectives I have to have done after every three months. While doing this by your own you can realize what is really important and what is not. Set up goals and tasks to do with a deadline makes effect on me as I rush myself to a better management of time.
The Daily and Weekly Routine Plan is definitely helpful for management of time as I can organize myself with it avoiding wastes of time and doing all my tasks to do on time. It sometimes may vary on the expected time in or some things may change but if you are trying to follow it and suddenly you get a free space of time you can find out how to take advantage of it taking other tasks in advance or doing any other productive thing. Personally, It helped me a lot because before using this method I was wasting too much time for not realizing all the time I had.
Thanks at the Swot Analysis I met myself and I had been able to knowing more about myself. Writing down your strengths and weaknesses makes you have a deeper think into it and try to find out how to improve them and take more advantage of my strengths and get out the best of them. Also, to appreciate and meet the opportunities I have in front of me and sometimes I can not realize for any reason. Basically, this Analysis helps me to know me better and do not miss any chance of improvement.
Using The Eisenhower Method I have learned how to prioritize tasks by urgency and importance, sorting out less urgent and important ones and deciding to delegate them or do not do them at all.
As English is my foreign language learnt how to analyze sentences with The Sentence Structure helped me to get a better understanding and doing summary and paraphrasing easier.
Summarize is one of the most important things that we have seen because always when you are doing researches or just reading anything from any source of information you need to have your own understanding and summarizing I learnt how to find the most important points from a text.
I found Paraphrasing an useful skill the one I would love to learn more and improve because a well knowledge of it will make all my assessments and works much easier as due paraphrasing I am learning how to translate another’s idea into my own words and in a reduced form.
In this course, I have also seen References and I have to say I already knew a little bit of them because I have worked before for a company where I was requested to upload the references that I used. I find it very important as it is relevant of law as using other’s ideas or information you may be violating some copyright. So you always must include your references to accredit the source or the author of where your information or idea is coming from. Also I found that references are a important skill to avoid plagiarism and to prove that you have made your work doing researches from verified sources.


6. Conclusion and Recommendations 


The mentioned techniques have allowed me to discover a remarkable improvement in my academic skills as well as employability.
I have learned the importance of knowing how to understand any type of information received and how to translate it into your own reasoning and understanding. Also the importance of knowing how to write properly either a letter, academic work or any important writing for the future.
Such techniques as summarizing, I would recommend reading texts and even short books in which they have already made a summary and without reading it, try to make your own summary of this and at the end compare with those already made by others and see if you have managed to get the main points . For paraphrasing, I have done some online tasks to perfect translating to my own words. For the sentence structure, I have been using an application called "Grammatically" which I have found very useful because it corrects any grammatical fault you have and shows you the different correct possibilities and shows the structure of the sentences.
References have been a very interesting technique to perfect because they are very important to verify that your works have been done by you and to accredit the author or source of the information or idea used for your work avoiding any type of plagiarism or copyright accusation.
During this course we have seen some methods of personal planning and time management. They have been very useful as The Eisenhower Method since I have been able to prioritize between the things that were wasting my time and the important things really, also to prioritize between the urgent things and those that I should delegate.
The development plan has made me ask myself questions about what I really want and has helped me set certain long-term goals and make me see what short-term tasks or goals I need to do first to get to meet the biggest ones. My recommendation for these types of plans is always to be honest and set realistic goals and challenges and put easy tasks and goals in the short term.
I have found the daily and weekly plan to be of great help since it allows you to organize your time and days to avoid any waste of  time and be able to complete all your tasks on time. What has helped me to fulfill these plans has been to leave certain minutes of margin between task and task because sometimes any unforeseen may arise and in this way using those minutes of margin you could reorganize yourself.
The swot analysis has helped me to identify my weaknesses and try to improve them, also to assess all the opportunities that may arise and do not miss them taking advantage of my analyzed strengths. My recommendation for this type of analysis is to check from time to time to analyze the progress.
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8. Appendices 
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Harvard Referencing Workshop
[image: ]
[image: ]
Sentence Structure Exercise

[image: ]



Management time methods


Swot Analysis


The Eisenhower Method


Daily and weekly plan


Personal Development Plan






Swot Analysis


Strengths


Weaknessess


Opportunities


Threats


Alejandro Jimenez Benito
(1908742) Group 9
Academic and Employability skills (BMSW4001)
02/01/2020
image2.png
CAREER

What are my
goals?

How do | plan to
accomplish
them?

What support
and resource will
| need?

Target date for
achieving my
goals

Next 12 months

1-3 years

5 years

SELF-IMPROVEMENT & EDUCATION

What are my
goals?

How do | plan to
accomplish
them? Actions |
need to take?

What support
and resource will
| need?

Target date for
achieving my
goals

Next 12 months

1-3 years

5 years





image3.jpg




image4.jpg
| The Eisenvoves Meaod _“______(7_5“___
O S S\Qea(mé@_.‘l\mé\\ez_ Qe a2

s e e et ettt

R B V- X 1o NOT VRGENT

Shauwers Socgl B
l, Sy
) —~ _T_ et (Pean hose Yoo
————‘\‘_Cm‘ﬁ_____ Do oo,
e Shopg W

ﬂ




image5.jpg
\/Vo mWO\ij
+ daan !

312
WMl

- N L\M\ﬁ“&%m&o_&mémﬁ_ﬁh

Qosees = yelk

" Qs - wek - Qe - owek

(Quaseb

Tom U = b~ wwk - Qe ~ WK
i~ fae - oK e~ unk
T S S R S

e W

i . 3 e A i i R '—Q\)“‘\\f» 1 -
& ' SR T _ b, . 6 :
ot~ oy T gm’ gm0

e ———————
IURDEEE

e e e e e




image6.jpg
/B
hez 03T
\LH_@\%MGD_J\mm&
- DAL ‘
LASY -
0_ D0 |

PRDRY \
: W= .
o S .
; - i"Smm/l

: UP/A«:»
Wwake
KW
Trage\ by

o
800 Am

\\ch q 00~ \‘0 ‘\\h\
A2 n2l) m&m\,h‘

B

‘g_b\
2]

hour "

e\ 3 cLve. Ztmm
\\MTLJ_

CooR n

/|
a0 P tedum/low
2:00
medum
= howe .
. | o ™
W tm

O bl @pm ‘ ﬂ\\&h
om
5 "q’mpm M
| W
2hes .
0ot $0oem el
- AR
0‘\(\\“9,
%l—:_é,





image7.jpg
Trinity Saint David Academic and Employability Skills - BMSW4001
LONDON Term1

In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: é&fﬂb ‘ )Lme_ﬂ’ €2 student ID: 1403142
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).

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.

Lecturer’s comments:

Lecturer’s signature:
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