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                                               INTRODUCTION

            This report is made to explain and show the importance of the class and any skills learned during past term and how they made the impact into my career, what changes I have noticed  taken place on my working shift and what my upper management have plan with me in the future after finishing my University.
    	





















                                                SUMMARY


The report is about the impact of this class teaching on my work experience and how it influenced my work efficiency after learning some new technics.
As an traffic operator I am having at least fifteen drivers every night under control and I have to accomplish all my admin duties as well in mean time. I was doing decent until the class, but after learning the technics in class on how to be an greater leader and how to manage task efficient after understanding those new techniques I am honestly having so easy shifts at work that it become  an pleasure to go to  and this is absolutely my humble opinion not just to write on the report. In the same time my English is not perfect but is much better as before with new technics learned in summarising, I now can use more words when I am sending emails company wise or having conversation with drivers or other personnel. SWOT Analysis have highlight me my important skills in same time my weaknesses and helped me to improve drastically my way to work and teach it me how to exploit my skills in order to get more confidence as a leader.
Grouping tasks in order as Eisenhower Method and by doing my SWOT Analysis together with my new skills in paraphrasing and summarising learned in class made me to look forward to this class on next term and excited to learn new technics and methods that can eventually help me on my career 










 METHOLOGY



    The tools and methods used to write this report are deep learning and understanding of topics and subject presented in classroom by the professor most of them explained bellow and have been make the most of the report along with the internet research and my own experience at work practising those new skills learned. All this helped me to get this report done, I have been carried out numerous research and data collect from numerous web sites that conclude any subjects that I am interested for the report.























RESULTS AND FINDINGS 


My SWOT Analysis listed below along with new skills on summarising as swapping words order finding synonyms or changing verbs to nouns helped me to look more professional and became an more respectable leader (see appendix)

	                     STRENGHTS 
	                     WAKNESSES

	
My willing to work in night shift and my flexibility 

Leaving very close to the office and never late

Having an good history within company with no negative actions against me 
	
Not been an native English and having sometime lack of language 

Young in age for leader position as mostly drivers are older 

Not too much experience in office 

	                     OPORTUNITIES 
	                        THREATS 

	
Possibility to learn new tasks in office

After finishing university there is an good chance to be promoted 

Claiming salary increase every year due to my outstanding work ethic
	
Brexit can influence the industry as transport company can suffer.

Health in night shift can be influenced in bad way 

Having problems with sleep pattern





					

                                            DISCUSSION

	The biggest win of my chose to pick up on this class is that before attending and learning about any sort off planning or arranging may day to day life in order to be much easier and stress almost free, all this thanks to Mr Hopkins as he did an great job by teaching us including me how to maximise our efficiency wile at work and how to plan our time in accordance! In same time my English vocabulary have been notably improved due to the technics learned in summarizing, my English I like to believe is decent and I can have an conversation with my co-workers  about almost any subject but all this with limited resources as my vocabular was not developed as it is now I am not saying that i have an full developed vocabular but compared with what it  was before I can see an  big difference, al the case studies made in class helped me to develop and learn more words and how to use them in my advantage and why not how to look more professional at my work.
  I am an traffic operator, my job is an in transport and must have contact with drivers and customer all time.
	In 2019 Maritime Transport Ltd ( this is the company I work for) was awarded as the bigger Container Company in United Kingdom and achieving this is not easy it is take a lot of effort from all members including drivers and staff members, driving is an understandable job and deeply skilled as well, staff members on the other hand must have very strong communication skills with drivers, customers and any other members! I did had like I have stated before an decent way to communicate before joining the class, no complaints  have been made regarding my shift but from what I can see now I am I would say a bit more known in the company all this thanks to new skills and techniques learned in class on how to do the job more efficiency and less time consuming 
	The company is focused in communication and time efficiency due to his nature in transport and to fulfil this task and rise to the standards and above you have to be very sharp and effective! 
	To break this down I will have to explain my duty as an night traffic operator, this includes as fallow: taking over from day shift all the tasks and any problems occurred during day time and have not been solved on the normal hours this can be any future jobs for next day as most of drivers are parked up and booked off and cannot make any contact with them until next day, any matters concerning admin work left over for night to sort out, next day jobs and any very important customers that need special assistance for early delivery made in the morning before the day staff arrive at office to assist and I have to monitor in mean time, night shift work and any problems unsolved as there can be loads of issue starting from no trucks available or drivers not shown for work to no correct reference for delivery or wrong address. After all this have been completed is time to get in to action and call all the drivers and find out myself how the things are going on and if they have any problems so far, most off time they do have problems to sort out ad due to personnel shortage in office as is only one personal on nights (me) and there can be ten to fifteen drivers at least I have to hand writ all the problems from drivers and then after finishing round call to solve them and this is where what I have learn in class intervene as before I always for example let say I was finishing the calls and when I was about to start solve the first issue I was receiving another call from drivers with different problem I almost always resolve the very last call instead of the most important one as we have learn in class and it was logically but as human nature you cannot always do that and in my case nine times out of then I was not do the most important one first and mostly I was finding myself resolving the last call. But with the technique learned in class on how to put them in importance order as in Eisenhower Method it make it so much ease and stress free.
	Being an leader is not easy at is look is rather harder then any other regular job as you are responsibly of anything going wrong on your shift and that is the most responsibility assumed by an leader, having the power and patience to listen to others and help them as learned in class it did make me an more responsible and respected leader at work and every one are come at me with much more confidence as before knowing that I do all I can to help them in any matter. Those actions have helped me to make an good impression on my higher management in company and I have been promised more opportunities as well. Drivers are much happier to work with me and in same time I am more relaxed as well and more confident! As an transport company you have to be very flexible patience and sharp in any decisions you make as can influence customers and the industry it is in an major lack of drivers, as an traffic operator I do have to get the jobs done and in same time not to scary drivers and quit as the job can be hard some times and not as pleasant as it may look ,after doing and understanding my SWOT and learning the  Eisenhower Method I am more sharp in running the business over night and get everyone to enjoy to work by order my actions in order of importance from the most to the least important I am managing to be very efficient in managing the night jobs and every single job it is getting done in time and all drivers are happy as well as I always am available to get the calls as I have more time left to spend picking up phones when the night its well plan and everything it does go by plan. After every shift I have to write an report regarding my work or any events happen during shift, it have to be basic and full of information or in same words have to compact all night in few sentence, I did few occasions some remarks from day staff regarding the content of the report as it was either poor in content or too rich when not necessarily. After learning how to summarise and the Eisenhower Method those two methods are coming hand to hand to my knowledge baggage and helped me big time on how to be so efficient in writing my night report that everyone congratulated me when they first remarked those improvements. If any accidents happen during my shift I do have to write an separate report explaining what happens and action that have been taken to improve the situation and here comes in the technics and the exercised learned in class on how to summarise in the most efficient way any action that happen in the way that the other reader in my case my supervisor or depot manager who read it can easily understand what happen from my report without making any additional phone calls or asking someone else for more information this have been given me an plus in compare with the last night operator or even with older me that could not be s efficient as I am now due to paraphrasing and summarising exercises conducted  in class.
	 



 




















					





CONLCUSION 

The report is made as my understandings of those new skills learned in class room from me ad they had an major impact in my working place, SWOT analyses, Eisenhower Method together with summarizing and paraphrasing technics had changed my way to perform and how to stretch my powers and my skills the way that I could not imagine I can do before, working in high stress environment that can sometimes put you off the track if you do not know the methods learned in class and how to apply them into your career. 
I have been rewarded for and I am exited looking forward to learn more techniques!
[bookmark: _GoBack]  I would like to give my thanks to the professor Mr TIMOTHY HOPKINS for his patient and his manners that teach us and give us those important information!
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Trinity Saint David Academic and Employability Skills - BMSW4001
Towoon Term1

-class exercise 1: Paraphrasing (Oct 2019)

Ex2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence a5 possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what s already given.

) There will be a few changes around in the office. (announce)
Theboss Toud  rivs emplovesSthar wiLe o Somé- CAgeS i the office.

2) He doesn't write to me as frequently as | wanted. 7
Iwish_He Wity eommoricare  wirh me e OFTEN

3) We were concerned about her health.
/We had some WORMES eg6ANAING Hee wery neing
bad  pard
4) You weren't careful, 5o you made so many mistakes. (had) foowse mals
If o8 ) pad  more ATention -ou wou NOTMAKE 50 many mistakes.

-
5) The council cut funding so we could not provide free parking.

/secause of_THE QOUNOIL cotiNG FINANCIAL  $uPoRT THER wile noT™ P& FREE PRRING
o7

/’ 6) His proposal was a failure as it was too theoretical. (relied)

zHispmpnsalw nof_ Posst‘mﬁa BCompLisi Ave To WY eompPulChTEA THEORR
relied » 3

7) It was Mary w e JFeadin
He accused _MARY _ 70p_ MISS/HE  poney

8) He seems well-educated. However, he's not very brighf. (althol igh
FbesPUt LoosinG uky) ~Ghgeareh g)v»)«or PROVC THET 15 tre, anse

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.

The responsibility for _C OM PREHEHA THE HEHVN MEpmNG oF PLA-6WIL  WAS pRsGen TO
STVAEHTS

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

aby's birth. (third) .
324 OF AMOLECCANT WHO ALREAN wpbd pn PABY  \WpoULs nor f
R MORE WITH 1M fRST 2 ~eARS ARER Bluen RBIprH i
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Trinity Saint David Academic and Employability Skills - BMSW4001
Towoon Term 1
In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: (onoT_gaguar(  GRADI HARY Student ID: /90 0 93

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
vears to limit abusive practices.

THC ADove  PASSACE  e+PLAIN Hoor moherrt world A
COMpATE  CHILA  SLAYERY BlVer.  G4AmpPLe  CHOCoLATE
NAUSTRY  WHeRe M Qool tnvesr @arien  oF PRImMART
SouRCe  of [NEREMISNT FOR yihjiNg _ CHOCOLATE 1N \wesT
ARon  Alecovcered THAT THC MAMNLY ARG whS
conduyered BY  epliheed.

$Ollow) THIS _ STATEm@NT  The (NAwsTRY _CAME  ar
BEREE  THAT They HouLhA  ABVERNSE  on  THe~ PACKAGE
T8 Soupct O e PROAUT  ampying | Sipve 1Anop fee"
COMmBATME THC  HEno meri . ALTOUGH THEY HAve GrVEN
THC FARMS jn_ WBer pPUGA AN AeGHT pmoutT oF
TME  TO  ABSYST g0 NAW TERMS
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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.

ol oMb neve et (ir)e ARRIE How To pecone
Al GREAT (CANER.
MANS  INATVIAUALE  WHe BET PROMOTEA info

8P LINeRSHP position AGLPITE THENE E+PECTATION Wil froe

HARN rime  on  THE Lo,

LaRs  ouAmpriN_ Glve wus An  etAmeLe THAC to p

Ari GREAT LibeR RECQuRES Some PARSTTING SKitll . LIKE maviy Gocriv

Rowtwil, £40/TG0 To pEOOME PRRENHTS WHEN MNndif nAPGNS
CUetITHING 1T 15 b/EPAREMT  An 10T A% EPECTER.

gEfee  PEW moNTHS N CHARGE obmann LR ALIZED
THAT HE WS WALKING AGAINST THE Winh pnd He ups
o cHAMEL HIS APPROACH.
GETTING mbplREN BN THE Romar 40010 PHILo 50¢HER i
mMARCVS AR ASHE Wil HAUE To e AWARE [ INOMING
")  Arupmons 3 P \MPORTANSE AN EMEREEHCY
ACORBNE  5-i0 T8 GVRRY AAY Te RELLROT o
RECENT PALT AUGNTS Arid WHAT AN D& | PROVEA ANK
LAST Mor pnor LIST FO conlRoL  HIS €moTnbRs and
Fepumge,

> s whpr TAKES To BE An GREeT LSpher

J/
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In-class exercise 2: Summarising (Oct 2019)

Student Name: (oMUT-RP2UAH_GR ABINMRY Student ID/Group: /906093 /(D
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
t0 you 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)

Ex.1

ideas. You can do this on a separate piece

Read the following text and make notes on the mail
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 lttle 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
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.

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 yesterday? How
would the leader I'd like to be have faced the challenges I faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. Thats where the practice
of “reframing” comes in; stopping and asking yourself .. on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you.
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