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1. INTRODUCTION

The aim of this report is to explain the readers the utility of the academic and employability skills, which permits to us to discover our strengths that we can analysis with many methods, and obviously in this report I will show!
This report I am going to make for all those person who want to grow their personal skills and develop their academic career.

2. SKILLS

2.1. ACADEMIC

Academic skills are the set of study strategies that helps the students to learn easily schools’ lessons. They are able to manage their time better and develop new methods for learning better and faster. It could be useful also in your future, because these skills can benefit you with many demands in many fields. Academic skills will give you a good investigation aptitude which help to you for handle any type of issue without a moment’s delay. (Wisegeek, s.d.)

2.2. EMPLOYABILITY 

Employability skills is important if you want to be desired by someone, maybe in workplaces. 
A person with a good employability skill is overall a good communicator. He has good written, verbal and non-verbal communication skills. He pays attention in every single detail. He is also a good team worker: he knows how to divide jobs with the components of the group, and he knows how to solve problem after looking some critical side in the workplace (E.g.)  (Doyle, 2019)




2.3. HARD SKILLS

It’s a series of skills that you need to work. These skills must be acquired through formal education and training programs.  A Forklift Operator is an example of hard skills. (Gerencer, 2020)

2.4. SOFT SKILLS

It’s about your personality: pay attention in the details, know how to communicate with people at work or anywhere else, face issues etc. it’s called ‘soft skills’. (Indeed, 2020)

DIFFERENCE BETWEEN SOFT AND HARD SKILLS

The difference between soft and hard skills is that Soft skills is, as I said before, it’s about the personality that somebody have, whereas Hard skills is something that you earn with your experiences, nobody was born with these skills. 

3. METHODOLOGY 

To do this reports I helped myself based on the search engine. I tried to summarize with my own words what I read in different sites. My aim was to be as clear as possible, to facility the readers to understand what I want to talk about. In the bottom I insert also the referenced to help the readers for found more information.

4. RESULT 

Through these researches, I understood how to paraphrase and summarize. I understood the meaning of many skills, and how these would be important in our life. There are many rules that we should follow for grow our self, and they are: know the SWOT Analysis, Personal Development plan, daily routine and time managing. 


5. DISCUSSION

5.1. SWOT ANALYSIS

Swot analysis help to us to leverage our strengths to advantage, improve upon our weaknesses, take advantage of any available opportunities and find ways to plan ahead to mitigate potential threats. 

STRENGHTS

This is all the things that we do better than anybody else. These include talents, skills, experience and knowledge.
In business case the association should focus on the things that they do better than other competitors. So, it’s about the advantages that you have on them. You should ask to yourself: what things my business have unlike my competitors? What services can I give to my costumers for lower price than our competitors? Etc. 

WEAKNESS

Is the opposite of ‘strengths’, and it is all the things that we should to improve for grow the business (for example) 
You must think how the people look at you. You must reflect to the things that you need to improve, and in business case, why competitors are better than you. Try to find your weak part than improve it. 





OPPORTUNITIES

Are favourable external factors that benefits your organisation and give to you the possibility to take a vantage on your competitors. You must ask to yourself, how to take these opportunities.

THREATS

Are anything that could affect negatively your business. Threats don’t give benefits to your company. It’s like opportunities, because you can’t change their frequency, but it’s possible deal with them and choose how to approach. 

CASE STUDIO 1 

Here I make an example of table of SWAT analysis, in business case

	STRENGTHS
What do your business have more than your competitors?
What unique resources can you draw on?
What do others competitors see as your strengths?
	WEAKENSSES
What could you improve? 
Where do you have fewer resources than others?
What are others competitors likely to see as weaknesses?

	
	

	OPPORTUNITIES
What opportunities are open to grow your business? 
What trends could you take advantage of? 
How can you turn your business strengths into opportunities?
	THREATS
What threats could harm your business?
What is your competitor doing?
What threats do your weaknesses exposes to you?

	
	






5.1.1. CASE STUDIO 2

My swot analysis 

As a strength, I’m good to manage my time, I’m very creative and I relate well with my teammate. 

As a weakness, I often stress out when I have many responsibilities. I often forget something if I have many things to do!

As a opportunity, attending Trinity Saint David University, I can improve my communication and IT Skills. I can have a best view about the future or recent business!

As a threat, competition could be a threats and opportunities as well, because if you have competitor, you can motivate yourself to do better than them, but it might be a threat because if you don’t know how to do better than your competitors. You will go to lose your time. (MindTools, s.d.)

5.2. PERSONAL DEVELOPMENT PLAN 

It is a fusion of ideas and techniques that help to us for learning and growing our self. In few words is an action plan used to fulfil our goals.

5.2.1. CASE STUDIO 

	
	
SHORT TERM GOAL

IN THE NEXT 12 MONTHS
	
MID TERM GOAL

IN THE NEXT 2 YEARS

	
LONG TERM GOAL

IN THE NEXT 3 YEARS

	
MY GOAL
	I WANT TO FINISH THIS COURSE
	I WANT TO CONTINUE MY STUDY ON BUSINESS
	I WANT TO START MY BUSINESS

	
KNOWLADGE TO EARN
	
I WANT TO IMPROVE MY ENGLISH
	
I WANT TO LEARN ABOUT MODERN BUSINESSES
	I WANT TO KNOW MANY STRATEGIES FOR IMPROVE MY BUSINSS

	
WORK TO IMPROVE
	READ BOOKS, WATCH ENGLISH MOVIES AND LISTEN MUSIC
	READ BUSINESS BOOKS, AND CREATE RELATION WITH BUSINESSMEN 
	PAY ATTENTION TO WHAT MY COMPETITORS DO




This is my personal development plan, and I show, step by step my aims in the next 3 years. I’m sure that if I pay attention to what I need to learn and where I need to improve, I can reach to my goals without problems. When I completed this table, I was determinate and was ready to achieve my goal, and it must be same for everybody who want to approach a target. 


5.3. PRIORITY MATRIX

Is a time and project management tool. This permit you to choose activities cleverly and spent your time in most important activities for first.

	
	HIGH URGENCY
	LOW URGENCY

	HIGH IMPORTANCE
	DO
	PLAN

	LOW IMPORTANCE
	DELEGATE
	ELIMINATE



If you want to start using a priority matrix you should ask many questions to yourself:
· What are the most important things to do?
· From the high urgent task, which one is more important?
· From the low urgent task, which one is more important? 

5.4. Daily routine

For manage your time better, you should schedule your daily routine.
This is my daily routine before quarantine:

	ACTIVITIES
	TIME REQUIRED
	PRIORITY
	TIME
	ACTION

	I weak up
	10 min
	high
	7:30 AM
	I get up and tidy my bad

	I have a breakfast
	5 min
	medium
	7:40 AM
	Normally I eat milk with biscuits

	I wash my face and my teeth
	5 min
	high
	7:45 AM
	Refreshing is very important

	I wear clothes
	5 min
	high
	7:50 AM
	I don’t need so much for choose clothes!

	I go out in the station for pick the train
	15 min
	high
	8:05 AM
	The station from my house is so far, and I took 15 minutes for go there

	I arrive in the workplace
	1 hour and half
	High
	9:35 AM
	I need to walk per another 15 minutes before, because there aren’t bus here

	I start to work
	9 hours
	High
	9:35 AM
	

	Lunch time
	1 hour
	Medium
	1:00 PM
	Normally we can decide if took 45 minutes or 60 minutes

	Finish work
	-
	High
	7:30 PM
	I finish my work, and I change my clothes

	Come back to home
	1 hour and half
	High
	9:00 PM
	I need another hour and half for come back to home

	Have a shower
	30 minutes
	High
	9:30 PM
	It’s important because relax my muscles 

	Have a dinner
	30 minutes
	High
	10:00 PM
	

	Have fun with family
	30 minutes
	Medium
	10:30 PM
	Pass time with my family made always my day

	Play videogames
	30 minutes
	Low
	11:00 PM
	Play games help to relax my mind

	Chat with friends
	1 hour
	Medium
	00:00 AM
	Chatting with friends it is another important things for me

	Go to sleep
	-
	High
	00:00
	I everyday sleep averagely 7 hours and half



Daily routine is very important, because with this you know what to do in different hours of the day. For example, if I want to take the train, I know when weak up. Without a daily routine or without a timetable, I would not be able to know when get up, how many times I need to take the train and when take the train.
In this table I wanted to be more accurate, because I talk about the priority of the work. Normally are: High, Medium or low.  

5.5. PHARAPHRASING AND SUMMARING

Paraphrasing is rewriting something that the author wrote before. The meaning must be the same, but the words must be different. In this report I’m paraphrasing al the things that I found on internet for example.

Summarising

Summarising mean explain something in easiest way, with less words. If you are able to summarise something, means that you properly understand the message of what you read. 

(ACAP, s.d.)

5.6. RESEARCH AND NOTE TAKING

“Note taking” is an important part of research, and it’s when we write down the key points of information. Normally we take notes when we are in classroom, or when we are interviewing somebody. Take note develop also listening skills. 
There are many Note-Taking methods, the famous are: Cornell method, creating a mind map, outlining etc.
Personally I write down every key words that I hear, than I try to write a text with all the information inside, it’s the easiest way to take notes from my point! (Nordquist, 2019)

5.7. REFERENCING

When you copy somebody’s idea, you must use the reference.

5.8. CONCLUSION

From this report finally we can know the importance of employability and academic skills. If we concentrate our self in all these things that I wrote, we can have surely a successful life!
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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 bhaby 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. Aquarter 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.

It has been reported that the richest one percent of Americans own 40% of the country's wealth.

a. The richest 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
soon own 40% of the country's wealth.

@ 40% of the country's wealth is in the‘h.ands of only 1% of Americans.

d. 99% of Americans own 40% as much as the richest 1%.

The judge was relieved when the jury was finally ready to announce its verdict.

Cz:) When the jury announced its verdict, the judge was relieved.

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.

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 become abusive adults.

b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.

O 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.

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.
Martha believes that the dream of most adolescents is to write something important.

C Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1
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A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
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A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1.

However, college students today are the first groups of students to need the Internet for
most of their schoolwork.
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use, drunkenness and unprotected sex.
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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 household 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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