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1.Summary
This report will be based on academic skills and how this is associated to employability skills and reflect upon my own skills. I will analyse my strengths and weaknesses, SMART objectives and personal development plan. I will discuss my methodology, findings and impact on my personal case study.
This context recognises that in higher education, the students undertake a lot of research in different topics to help them gain the research skills (Clanchy and Ballard, 1995 p160).
Most of the academic skills needed for higher education are important in the labor market.





2.Introduction

2.1What are Skills?
Skills are simply things you learn that help you to accomplish certain tasks.There are many different types of skills, such as: 
Soft skills: interpersonal skills (communication, listening) 
Hard skills: skills that can be acquired through schooling, training, certification, and job training.
Life skills: refers to the skills you need to make the most out of life (ability and willingness to learn)
Transferable skills: are skills and abilities that are relevant and helpful across different areas of life( team work, leadership, listening, time management)
For example, certain general skills in the field of work would include time management, teamwork and leadership, self-motivation, and others, whereas domain-specific skills would only be used for a specific job. Skills usually require certain contextual conditions and circumstances to determine the skill level demonstrated and used.

2.2 Employability Skills
Employers are often looking for skills that go beyond qualifications and experience.
Employability or' soft skills' are your career's building blocks. Among school-leavers, students and/or those already in jobs, the media also run storeys about how these skills are missing. Organizations spend a great deal of time and money training staff, not in particular areas of employment, but in general and basic skills.

According to (Harvey,2017) employability is the ability of a graduate to get a satisfying job, stating that job acquisition should not be prioritized over preparedness for employment to avoid pseudo measure of individual employability. Lee argues that employability is not a set of skills but a range of experiences and attributes developed through higher-level learning, thus employability is not a "product' but a process of learning.

Many students already have the employability skills companies are looking for- but they don’t realise it!
There is, obviously, a wide variety of skills that might be useful to employers. We also each have our own particular range of skills, so we can each make a specific contribution to any organisation. It is important to learn how to properly understand and use your skills.



Employability skills are also known as:
-KEY BEHAVIOURS
-COMPETENCIES
-SOFT SKILLS
-GENERIC SKILLS
-BASIC SKILLS







3.METHODOLOGY

Methodology is the theoretical and systematic evaluation of the methods applied to a study area.
The methodology of this report included research (relevant on my area), looking again at In-class exercise, Moodle (online course source), articles, journals and books.
In-class exercise: SWOT analyses (Personal SWOT Analysis) SWOT analysis is the examination of your (or your organisation’s) situation by looking at Strengths, Weaknesses, Opportunities and Threats.
My Swot analyses show that I am very organized person but also that I need to work more on my public speaking.
SWOT Analyse: REFER TO APENDIX 1

In-class exercise: EISENHOWER METHOD: The Eisenhower process, also known as the Eisenhower Matrix or Eisenhower Box, is a system of arranging activities and duties to define objectives. "All functions are assessed using important / unimportant, urgent / not urgent and quadrant-specific parameters.
EISENHOWER METHOD: REFER TO APENDIX 2

In-class exercise Personal Development Plan: Personal development planning is the process of creating an action plan in the context of employment, education, relationships or self-improvement based on knowledge, beliefs, reflection, goal setting and preparation for personal development.
[bookmark: _GoBack]Personal development is a cycle that lasts a lifetime. It is a way for people to evaluate their skills and qualities, consider their goals in life, and set goals to realise their potential and maximise it.
PERSONAL DEVELOPMENT PLAN: REFER TO APENDIX 3

In-class exercise SUMMARISING: Is a short overview or account of a piece of writing, action or event's main points. This typically avoids unnecessary details, stays short and to the point.
SUMMARISING: REFER TO APENDIX 4

In-class exercise PARAPHRASING: A paraphrase is a restatement of a text in another form or other words, often to simplify or clarify meaning.(Nordquist, 2018)
PARAPHRASING: REFER TO APENDIX 5













4.Results and Findings
My SWOT analyses was as follow:

[image: ]

As my swot analyses show I need to work on my public speaking.
Here are some tips to improve public speaking skills:
-It is natural to be anxious. Practice and get ready!
Everybody experiences certain physiological reactions like heart pounding and hands trembling. Do not equate such emotions with the fear that you are going to perform poorly or find yourself foolish. There are some strong nerves. The surge of adrenaline that makes you sweat also makes you more alert and ready to perform your best.
Preparing, preparing, and practising more is the best way to overcome anxiety. Take the time several times to go over your notes. Practice a lot once you've become familiar with the material. Videotape yourself or get your results criticized by a friend.
-Consider the audience around you. Your voice, not you is about them.
Consider who the message is intended for before you start creating your message. Learn as much as you can about your listeners. This will help you determine your word range, knowledge level, organisational pattern, and statement of motivation.

 -Organize the content to fulfil your aim in the most effective manner.



5.Discussion

You should provide a summary or review in an academic report of a set of actions you have taken to address a specific issue or phenomenon. Academic papers are used to describe and discuss the results of an experiment, investigation, or other form of study.
In order to accomplish this task I did a lot of research about the communication skills and about what employees are looking for in this competence area, I also discovered lot of modalities to improve my communication skills.
This research will help me whenever I need to apply for a job, including in my workplace communication system.
While working for a major beauty and health retail, where I worked in frontline customer service and sales, I had a part-time job at university. The job enabled me to gain an understanding of the structure, logistics and organisation needed in a major high street business, as well as to develop my customer service, teamwork and time management skills. I learnt the importance of having clear service expectations and working together to support team members. I think my experiences would be well translated into working at a higher level of employment where I can demonstrate a knowledge of every level of business.  In the future I would like to open my own business and to become my own boss 
As my research  shows the “employee development continue to fall short”?
When it comes to learning and performance management, do workers get what they need from their employers?"This problem was the starting point for defining the differences between perception and reality in various aspects of talent management. Overall, the findings were interesting, particularly those around the learning and development of employees. (Patel, 2017)

However, workers don't feel the same way – one third of employees (33 percent) indicated that training and development programs are ‘not too effective' or ‘not at all effective', and only 51 percent of employees believe that their organization has the right opportunities for collaboration. (Patel, 2017)

In this days there is a problem with disable people who are scared to tell employees at the interviews time what problems they have
My following article will show an example of this situations
(The Guardian,2017)
Disabled people worry about telling employers of their condition
Almost half of disabled people have worried about making employers aware of their impairment or condition, research by the disability charity Scope has found. This has prompted calls for employers to create environments where disabled people are more comfortable “coming out”.
The charity found that 48% of disabled people were unaware of their rights as a disabled employee, which could suggest employers are not doing enough to inform their employees of their entitlements.
More than one in four disabled people also believe they have missed out on being offered a job because of their condition or impairment.
One woman applied for more than 100 jobs without success but suddenly began being offered interviews after not disclosing she was disabled in applications, Scope discovered.
A junior doctor was discouraged from using her wheelchair at work, which would result in missing meetings in parts of the building she could not reach wearing her leg braces.
Others reported that they had been regularly sneered at and encountered discrimination in the workplace.




6.Conclusion
What are the top skills that employers want?
Written communication
Verbal communication
Flexibility 
Teamwork
Computing
Planning and Organising 

The common conclusion that these conducted studies share comes down to the fact that the skills typically sought by employers are totally different from the skills students believe employers want. Accordingly, that in return reflects the mis-communication between the different stakeholders or at least that the communication with each other is not efficient enough (Krahn, Lowe and Lehmann, 2012)






4.Self Reflective Summary

 	My weaknesses were identified as the most challenging part of this assignment. It's also hard to admit our weak point for a certain time or it's hard to be objective with yourself. 
I understood the importance of this step and the fact that it is easier to find a solution to it by recognizing that you have a problem.  
I've found that it's not enough to have information if you don't find the best way to interact and make sure the others gets the proper message. Barriers can always exist and we must be prepared to face them.
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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.
25% of babies are born to mothers who are adolescents.

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
\/ soon own 40% of the country's wealth.
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.
When the jury announced its verdict, the judge was relieved.
The judge asked the jury to arrive at a verdict.
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 become abusive adults.
-\/ 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.
Martha thinks that adolescents like to write about their problems.
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 adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homels e people dg not like me!ess Iters an referto live %\ \
as they do now. @‘“”“Q‘Xi R (\b (2} ‘g %é Q/} choomR YO
i (m’&xm A crow ‘lco\mm &m« % "'%;

2. _Ronny told his auntQhat abear had attacked him, which she four\d difficult to believe. E{
aCoey R4Q Yo Rio qwest Bowt o\oeesy oltad Qé m \o

3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

l ‘L\IQ

4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932.

5. A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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Sales careers bring excellent earnings potential. Actual earnings may vary
widely depending on many factors including the type of position, the field,
and the ability to earn commissions or bonuses.

Careers in sales have potentially great wages. The actual amount / salary
/ money can be different and are determined by the nature of the job, the
sector and whether one can receive / make extra money.

Although being a salesperson can be financially rewarding / beneficial /

advantageous, in fact, the actual income is determined by various

circumstances like the nature of the job, the sector and whether one can
“Teceive / make extra money.
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LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

Student Name:@O\KO\foO\ 9\5\05“ [UaYJSN Student ID: /(OJOQ’O:LS_

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.
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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,aro, in the o] @ce (annou
The boss __ GEOY®R\ Huen ¢@ ’WQ e B ?\N © C\QD in the office.

\/Z‘Liehd esn't w tg easfr Iyaslwz{‘{ec\ﬂ’ e pml]c,’\ . j \)(/L‘M’(\SY

3) We were concerned about her health. ‘\ Q E %}‘E\\
/We had some __CoCOcency QO N \NRAD

o

3

A

m/ asy ot e ﬂ)&
4) You wer, n t areful 50 you made so man takes (ha:ibe\
If \‘lhl) QQY"] MY R CA&\ L\O\: Y&( (\G‘ A(}so many mistakes.

5) The council cut funding so d not provd%g free parklng ‘Qﬂ %
/ Because of _Conmol ﬂﬁ D \XIQ BN D OmO\(’n n»o\hAQ 0Q m y

6) His proposal afailure a, s too theoretlcal (rel r\ X( )&\ CQ
His proposal Q h‘l \ A 0™ \'NOvA (6N g&KU&Q an T\ 6o Too QOWZ ‘C
(744(4 le)  fec arye W e ’/z d m Ve sy
7) It was Mary who stole.money.
He accused /‘A% (éﬂ&?\m mmb}\
8) He s@ s well- ed Ho! ev r, h ot very br| i (althou h) \A J\)/Yk‘
Al D \N e nca S Lo ey
9) Universities place the burden of understandmg plagiarism and attribution conventions on
students. \ %\ : Q T
The responsibility for AaLVaN 0 %) o \ X\ alad)
e oo DO MR IO VIR [RARVFT 2 VAY

i

4

10) 33% of adolescents who have one baby, have a second baby within two years of the first
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HARVARD REFERENCING WORKSHOP

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

r : N
In text: \ﬂqq 14 &o\o\

In reference Ilst:‘\\bj\@Q CKQD@\ /ge @rm/)fﬁ Gwo/e 749 nefenemiy
amd a\/cudzwfo 10U (2m3 qA> Masdednd
C)p&m \)ﬁ‘uxﬁo\h\ lg/ \zmm .

Q
2
-3

Chapter in an edited book

Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248
contained in the following book: Study skills for r Dyslexic students.

Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007

In text: C@ %O\*VX\ 9.00\&‘)

In reference list: C\) Q:) ngo‘* Co@ohoono&\\l(g\mmmcd}% im qb\n 3(\(@_\!&/)6

(QD\) 6/ 672(/ o%bem?é
oo p Caéo/rﬁya clocm&om %aﬂ(

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.

2N
In text: W\,,Ku}\% 0\, .4 ~ W56

In reference list: Hﬁ V\ g\kméo\ko_o \?5 ?*\\ B&‘\Q BP&J'\\(}O\N‘\*
e Whon Q%&\\ﬂ% No e O U Nock. il Bdandod

Q‘\@@K&'\““a (3)'7”1" Jotmmop f G‘drmmyf jq \foﬁmv\e

b £ Wy —\\$g

\
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! Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring 1987): 35. e

In text: (/QQ 4 e G'S—ﬂ

In reference list: Q\ %b&m& Q\ (ﬂmCD B ol \-()\038}
Q:u;i 5oj‘\é Qg&\u\ma% 1(\'\%’\]‘)\‘\{\7&%(3)3\9 97 “Q\ﬂ

/@Uﬂ(\b \on Vosey Husmam Resousces’ 7122 ?e/m%

NoP a4 2. %pnmﬁ %3; 006 ;

Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben

In text: \Q)r\}z)\()l(‘\ \ 943\';)\)

In reference list: g \3\0 (KRD_U o) :}(m 0 \@J) (19}
\OQ:_S\C\:: | (:\)\ﬂ (A };D & \/)04 9 9504/)/?
Qoméom Getolon 35 Ylemd B

NE

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”.

In text: f\\"“C&,\i\ \%\1>

In reference list: \7\ CRI&\/’F \Q—O\L XA/ ééé Co. UZﬁ }:Omfme]
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