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,,The theory of employability can be difficult to identify; there can be many factors that contribute to the idea of being employable .
suggest that it is a multi-dimensional concept and there is a need to distinguish between the factors relevant  to the job and preparation for work.” (Litlle, 2001) 
In my opinion , theory of employability can be the ability   adaptable skills put in practice in the same time whit the changing. It is the preparation to learn in every time and in any condition 
.Must be able to change, every time is necessary, your adaptation to other type of work. Even if you don t think you have any job skills but if you are open to learn new things, and you proof to be dependable ,these qualities can be a good start in acquiring a good form of employability skills.
One of the first qualities and the most important, which should  be develop, It is;
  COMMUNICATION .


	,,Verbal and nonverbal communication among group  members defines much team life . Individual goals team goals ,structure and norms are evident in the communication patterns that develop among members .Task are accomplished and relationships managed through interpersonal interaction .Yet not all communication is positive , and as a result, team performance can be compromise . Communication skills
and patterns that lead to team success. It also identifies specific strategies members can adopt to improve their ability to communicate effectively .” ( Andrew  Maund, Michaela Schriek, Paul K. Tinkler 2017)    

Communication happens all the time in any places . With the members of family ,with the neighborhood ,with the colleagues . In the work place ,having effective communication skills  makes  have a good relationship with our colleagues and our superiors ,thus can have a good working atmosphere and helps us complete the work more efficiently .
,,What s more ,have good communication skills not only can make the existing customer become more satisfy with the products and services provided by our company but also can attract more clients cooperate with us “( ukessays.com) .
Communication means transfer of information to other person. Communication must be clear about what you mean and what you want to achieve when you talk. This involve listening and being able to understood the messages .
 Communication also  include non verbal communication  
Abilities of  communication  it give you many advantages to find new things, to discovery new opportunities, to take the best solution who  help you In your job .
Communication it is the relationship between people who have the same interest, objective  and  responsibility.

10 Keys to being a good communication.
 
1 Know your message
2 Make sure you are understood 
3 Delivery your message in the proper context 
4Use appropriate emotion and tone 
5 Adopt a healthy communication style 
6 Be receptive 
7 Provide helpful feedback
8 Be consistent 
9 Be a good nonverbal communication 
10 Be positive 

The way that you can develop or improve your communication skills;
Writing report and assignment as part of your class work 
Be part of a group
Get meeting in a local club 
Use social media 
Be aware how you move your body (body language )

 TEAMWORK;

	,,The process of working collaboratively with a group of people in order to achieve a goal.
	Teamwork is often a crucial part of business , as it is often necessary for colleagues to work well together, trying their best in any circumstance . Teamwork means that people will try to cooperate , using their individual skills and providing constructive feedback , despite any personal conflict between individuals “ (business dictionary.com)  
It is a group consisting of two or more person who share the same  set of interest ,towards a common goals make a positive working atmosphere and  supporting  each other to enhance team performance. Teamwork make people work together .
 
The way you can improve your teamwork skills;

Involve in finding and solving problem 
Work like volunteer in a charity community 
Be part to a sporting team
Doing group assignment as part of your studies 

PROBLEM SOLVING:

Find the problem 
Think calm and look at the problem from the outside
Consulted with team members
Do not make hasty decisions
Be able to use a logical process to find the best solution for solving problem 


INITIATIVE and ENTERPRISE

Think creativity to make improve the way things are done 
That means to look for things that need to be done and doing them
without be asked .


How can develop our initiative and enterprise skills;

Approaching organization and business about work placement 
Make clean in your home or work area.
Proposing to change the way a group you belong to does things



PLANNING AND ORGANISING ;

That means working out what you need to do and how you will do it 
Planning and organizing  involve things to developing project timelines and meeting deadlines     

	The way can be improve your planning and organizing;
Involve to organizing an event in the community 
Travel interstate by yourself
Managing your time around family study and work 


SELF MANAGEMENT 

Make your job without need some one to supervise you 
Stay on top of your own deadlines
Give task to other colleagues to make sure the job will be done well and in time .

Example the way that you can develop your self management skills 


 
Asking for a new responsibilities at work 
Developing a study schedule and sticking to it 
Joining a volunteer organization 
Keeping your room study 


LEARNING


It is about if you are disponible to try and understand new things.
It also involve take anew task and be ready to adopt to change

Ex. of way to improve your learning ;


Make a sort course, or online course 
Find a course you d like to do 
Find a new hobby
Be part of volunteer group
Teach yourself a new skills



TECHNOLOGY 

That means to be able to use a computer for word processing ,send email ,or how to use a office equipment .
They also involve how to use social media ,working with design or video editing software.

Ex. of way to improve your technology skills 

Make a short course or online course 
Ask your manager for extra training course 
Make a list of all technology you are already to use day-by-day.

 Please let me present my personal experience ,which is close related to the this report .
 I finish my studies to ,,COLLEGE OF MUSIC GEORGE ENESCU “ from Bucharest (a long time ago 1985), to piano and violin class. Of course I have professed in the artistic area , until the ,,so called revolution “. I had to turn my attention to an option other than music because it did t earn more money. I forgot to tell you ,before the revolution (to us Romanian people the time is divide to ,,
and before the revolution)  my father who work in Austria and he send us a color TV and a video recorder. After we sold them with the money won we bought a new car ,,Dacia” 1310. At that time to buy a new car you had to wait five years with the money deposited. But we had lucky ,because our neighbor had deposited his money five years ago but he did not get his driving license ,and so he gave as on our behalf to buy his car . We also sold the car and with the money bought a second apartment . So after revolution we had two apartments.  
Because the demand for apartment increase I invested the money in real estate . So I started to develop a whole family business. We have described these aspect of my life to draw a conclusion. Our adaptability as people to new conditions  it is very important to define us like a good adaptability in times. The people have to learn to be ready for any change because you don’t know what is happening  next step. In 2008 
when the financial crisis came all prices dropped sharply ,and he found me with loans that I guaranteed with several properties .I had to sell all properties to pay the loans . For this reason I was forced to chose to work in UK like a van driver .For me it is a privilege to discovery a new country like UK ,with a different culture and an aspect of well-defined social principles .
I think I have learned to adapt to any change that may occur at any time .Yet I am grateful to divinity s because I am healthy and can overcome the obstacle of life . 
 I cannot describe it in detail because I may have to write many pages ,but I think I can find some of the criteria skills .
 
Personal SWOT ANALYSIS;

I will describe you my already skills I have;
S(trengths)

Over the years I have gained more patience and  understanding 
In collaboration with people . I am more involved in solving problems that do not concern my personally but which need solved .
I have a good communication with other people.
I am honest.
I m trustworthy. 
I m confident. 
I do not judge people as they look , but as they think .
I can work in a team group .
I can management my time well.
I have a good organizing skills . 


	(W)eaknesses)

I will describe you what skills I need to learn ;

I wish to learn more English language to speak and write .  
I want to learn more about technology and how to used .

	(O)pportunities;

I can be more confidence after graduate this course 
All my experience plus study course will give a good result 
Help me to find a new good job

(T)hreats;


From the discussion with my compatriot ,they choose to return in Romania and open a family business. As for me I choose to stay here 

Personal Action Plan;
 I am thinking to opening my own business here because in my country there is not enough political and social stability .

 
PARAPHASE;


Paraphrase means describing an idea or something writing or spoken  in your words but do not change the context
.
,,Paraphrase means to repeat something written or spoken using different words, often in a humorous form or in a simpler and shorter form that makes the original meaning clearer”(dictionary.cambridge.org)

SUMMARIZING;
	
Summarizing it is a brief conclusion of an idea about something or someone in a short form keeping the  essential  points. 
	   
,,Summarizing is defined as taking a lot of information and creating  a condensed version that convers the main point” 
  (your dictionary .com)


CONCLUSION ;


	The brief reference of the essay would sound somethings like this;
Always have something to learn, if you are interested .
Communicating with the people help you to find many opportunities you did n had you have.
	If you master this strategy of the elements described in this essay ,you will surely become a person with a better vision
	Sharing feelings ,wishes ,idea, intention with people , makes life better .  
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class exercise 1: Paraphrasinj

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, whichis seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Echeard T. il Beyand Culture, Anchor Publishing, 1977, p.219 .
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American education is 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 stumblis k on the road to the

educational future
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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. Bureaucracies have to work long and hard to keep from

promoting their own survival rather than the educational goals tha(_w??elr primary objective.

Paraphrase 1
Reason:

Paraphrase
Reason

Paraphrase 3 - acceptable / unacceptable
——

Reason: e

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 / unacceptable
Bl
-

Reason:

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
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."

Lecturer’s signature:





image1.jpg
Inity Saint David Academic and Employability Skills (ACE) — term 1
BMSW4001

O
& P Al
F) (onoon
In-class exercise 2: Summarising

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 2: Summarisin,
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
t0you 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).

Student Name:

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 quality products at
competitive 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 business operates so efficiently.
The three core values of Aldi are simplicity, consistency and 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.

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 ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything thaf
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetable:
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi
employees. Through training staff to do a variety of tasks around store Aldi can minimise its sta
requirements. Staff costs can also be reduced as fewer staff are required if they can perform
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads
cost saving in numerous areas. These cost savings are passed on to customers in the form of low
prices, allowing the business to differentiate itself from its competitors in terms of price, as well
the quality of the products it has on offer.
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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)
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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 enlreprenez
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