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Introduction


The purpose of this report is to analyze six academic and employment skills. These skills are necessary and need constant improvement because they depend on professional development and on the other hand the daily life.

These skills are: time management, teamwork, paraphrasing, summarizing, problem solving, collaboration
Task 1

Analyses academic skills:
Paraphrasing can be defined as an account of verbal or written communication in which synonyms of words in the original text are used and which retain the basic meaning of verbal or written communication. This skill can sometimes help to understand the initial context for all the interlocutors in communication because the usual words are used; they are easier to understand (Merriam-webster.com. ,2019).
Paraphrasing is good because it offers the opportunity to relate in the verbal or written communication of one's own ideas even if at the base are the ideas, researches or studies carried out by another institution or another author  (YourDictionary, 2018). 
In order to create a good paraphrase it must be taken into account that there is a very fine line between paraphrasing and plagiarism. In order not to plagiarize a sentence or a paragraph because all the criteria for a good paraphrase are not met, the same context of the original author can be used if it is specified that it is quoted and the author  name is written and the exact source from where it was taken (YourDictionary ,2018). 
The difference between paraphrasing and summarizing is that paraphrasing preserves the actual message of the sentence or paragraph to be introduced in the verbal or written communication, keeping approximately the same number of words and the same number of sentences or paragraphs, and on the other hand the summary we only replay the main ideas in a paragraph or phrase (YourDictionary ,2018). 
I have these skills because following the exercises in the class and the examples from the study hours I managed to understand the steps to be taken for a good paraphrase and the difference between paraphrasing and plagiarism which is a very thin line.
Summarizing can be defined as the summary regarding the paragraph after a statement in care is only just the main ideas. Identifying the main ideas, creating sketches with notes, sorting and placing them in a logical order, final writing the summary and noting the main ideas in chronological order (Oxfordlearnersdictionaries.com, 2019).
In order to create a good summary of a written document, it has to present a structure structured on the main ideas or to present an aspect objectively. "What is the main idea of ​​the text?", "Care is main can help?", "What is major evidence? „ This statement is necessary to refer to the handwritten paper and the summary is either in the title or in a note at the end of the statute (Keio.ac.jp, 2019).
In the writing or verbal presentation of the abstract, consideration should be given to avoiding the introduction of one is own ideas or criticisms. On the other hand, if you want to comment on the work then you have to start by summarizing it as objectively as possible (Keio.ac.jp, 2019).
In the creation of the statement it must not include examples or details that are not relevant in that work (Keio.ac.jp, 2019).

To create a good summary of a work, it should contain the main idea of ​​each paragraph and examples or information to support it. The summary should not end with a conclusion only if at the end of the summary there is a message for the readers it should be included in the summary (Keio.ac.jp, 2019).
To be a good summary, this could contain keywords from the text of the original paper, but not whole sentences or phrases, except when they are relevant and are quoted accordingly. In summary, quotes can only be used if the choice of words is significant or because the original is well expressed for the reader (Keio.ac.jp, 2019).
In the creation of the summary, the words used in the original work can be reorganized. The main ideas of the original work must be expressed using their own words and structure (Keio.ac.jp, 2019).
I need to improve this skill because as a result of the exercises in the classroom I have not yet learned the method of extracting the main ideas from a text at first sight.
Problem solving can be defined as the ability of an understanding to be true or a problem, or on the other hand finding or solving day-to-day care problems can be small or large, simple or complex  (Mindtools.com, 2009).
Problem solving is a good skill if the following steps are taken into account for solving a problem or a problem that arises: defining the problem, finding solutions, evaluating the situation and finding alternatives for solving the situation, introducing solutions to solve the problem (Mindtools.com, 2009).
The definition of the problem can be achieved by different methods such as appreciation and analysis of the causes that led to the creation of the situation. Discovery and involvement in the early stages of the problem can lead to a simple solution. Creativity and logical thinking of the problem can determine its resolution even from the beginning phase (Mindtools.com, 2009).
Finding solutions to solve the problem depends on its complexity, logical thinking and the ingenuity of the person appointed to remedy it. Depending on these three elements, simple or complex solutions can be found (Mindtools.com, 2009).
Evaluation of the situation and finding alternatives for the remedy of the situation: this evaluation can be done through meetings or meetings face to face, depending on the opinions of others and logical thinking; a plan is created to remedy the situation created (Mindtools.com, 2009).
Introducing solutions to solve the problem: Implementing solutions to solve a problem exists in most cases creates another problem leading to this process of solving solutions to infinity (Mindtools.com, 2009).
It is good to have this skill because solving and calming conflicts between everyday people, employees is permanently. This skill must be continually improved at the workplace by renewing training.
I have this skill because at work I am assigned the person in charge at every shift, this skill I acquired through training, by creating a line of friends with work colleagues, understanding the difference between friendships and assigning responsibilities at work.
Task 2:
 Analyze employability skills

Time management can be defined as a scheduling system and plan a change of time during the daily activity. Observing a program can increase efficiency and can not strengthen the person involved in solving certain pressure problems, which can cause mistakes (Indeed.com, 2018).
Throughout his time he studied and analyzed different situations proposing several rules to have a good time management: '' The 80 20 Rules '', 'The Time Management Matrix', 'Eat the Biggest Frog First'.

In order to have a good time management, the following skills must be taken into account: organization, prioritization, goal setting, communication, planning, and delegation, stress management (Indeed.com, 2018).

Time management is good because it helps to structure the time so that all the proposed objectives can be achieved. Creating a schedule or calendar to record the time needed to achieve certain goals reduces their resolve under pressure which could cause involuntary mistakes. 

Applying rule 80 20, also called the "Pareto Principle". Named after its founder, the Italian economist Vilfredo Pareto, since 1895, says that solving 20% ​​of the objectives proposed that day is equivalent to 80% of the objectives of that day. This rule is based on the idea of ​​`` Eat the Biggest Frog First '', which means solving the heavy goals of that day (https://www.briantracy.com/blog/author/brian-tracy, 2018) 

The Time Management Matrix application was created by Stephen Covey in order to make time efficient by means of a matrix in which the objectives to be achieved will be listed according to the importance and urgency of the resolutions (Sid Savara, 2009).
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I need to improve these skills, because sometimes I don't remember solving the heavy tasks of that day and starting with the light tasks that multiply the one that causes us to waste unnecessary time.

Teamwork can be defined as an individual's ability to integrate and work in a team, this ability can be influenced by other skills such as communication, time management, problem solving, planning and organizing (really.com, 2019). 

It is good to have this ability, because the job, solving all the production objectives is faced in the team. Having the skills listed above will make it easier to integrate into the team and solving the goals will make it easier for the user (really.com, 2019). 

To improve this ability and integrate yourself in being able to follow certain steps: to give honest feedback, to establish the personality, to drop the SMART object, to practice, to imitate others with teamwork skills. Improving these skills can create new opportunities in the career and elsewhere in the workplace through immunity as a leader. Assessing regulatory skills and continually improving them creates confidence in solving certain problems (really.com, 2019).

 It is good to have this ability, because the job, solving all the production objectives is faced in the team. Having the skills listed above will make it easier to integrate into the team and solving the goals will be easier to face (really.com, 2019). 

I have this skill, because I am a social person, I am available to solve all tasks in accordance with the legislation and procedures in place at the workplace.

Collaboration can be defined as the ability to work as a team to achieve a stable goal (https://www.facebook.com/thebalancecom, 2015).

 In order to have a successful collaboration, there is a need for the spirit of help and mutual respect regardless of the situation, then the work is committed to the search for personal care is at this moment an integral part for a team, another part the collaboration at the workplace We can only involve ourselves in a single area that can be collaborated and can exist in the distribution of department indifference (https://www.facebook.com/thebalancecom, 2015). 

For a successful collaboration, he must be able to see elements that can play an important role such as: establishing clear agreements that he must respect, maintaining open communication to avoid problems, analyzing and evaluating are located until the end of the objectives, the achievement of the team's objectives is main, mutual respect, recognition of the merits of all those involved in achieving the goals (https://www.facebook.com/thebalancecom, 2015). 

I have this skill because I am a personal care team; the goals of the team have priority, receive and offer respect, helping unconditionally in achieving the goals proposed to the team.
Conclusion
This report refers to three academic analyzes and three employment skills. Are skills are:

Time management is possible this need to guide us in establishing and solving the main objectives of the day.

Teamwork - this facilitates this need for care presenters to look after care workers to integrate into our individual team.

Paraphrasing - this facilitates this academic level to avoid plagiarism.

Summarizing - this academic ability is useful in extracting the main ideas of working and presenting its presentation in a shorter version.

Problem solving - this facilitates this need in identifying and solving problems in the cat's workplace and in everyday life.

Collaboration - this facilitates this necessary for the workplace, in order to achieve our goals it is not just about working in a team for a single department
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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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
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 S
from improving. Like many in the working world, leaders have too much to do and not enough time to do it; -
they don’t clearly think through their priorities and strategies; and being in a position of power causes them

to assume that the people beneath them will take care of a lot of problems.

sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman :
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others, |
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found ~

this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership. 4G

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yestet"day? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today?‘What
could | do differently?” Write down your thoughts so you can refer back to them and learn from thenhw.

:‘;\:;o,| regulate"your feelir)gs; no matter.how much preparation and reflection you put in, there will be
i f: ofyees‘, cc'a’ eagues_, clients ‘and associates who anger, frustrate or annoy you. That’s where the practice
eframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
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In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words. \(/
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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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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. (agrzunce)

The boss _3A A nekr  chan , in the office.
2) He doesn't write to me as frequently as | wanted. 7{/ >Q

| wish _Né (71n " réqu

3) We were concerned about her health. . 74 )(

We had some __ £ réssy o ég;;zuse A{Zz Aﬂ/ :

4) You weren't careful, so you made so many mistakes. (had) X

If h&d (’art’ﬁgz gsgg GIOQ /w'/ maﬁf. so many mistakes.

5) The council cut fu ‘ding so we, could not provide free park'ng.vé : % '.‘é

Because of nan v C b ré Poren 2%
”

6) His proposal was,a fajlure 3s it was tc? theoretical. (relied 3 / /{\ % & :

His proposal relie Cad § a S @ g d

7) It was Mary who stole money g

He accused / el .

8) He seems well-e ucated. However, he's not very bright. (although) é 4 \

g9) Universities place the burden of understanding plagiarism and attribution conventions on

dents. : : . bl
i’t;e (ra;:;onsib'li'gy for 74)C/€/l’/5 ' /67 ans 374['750740/1 :
convenons 3f Uuverse7y.

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