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1. SKILLS

The skills are person ability to perform a given task or activity correctly and facility. In this way it is considered a specific form of aptitude in an activity. Whether physical, mental or social. We usually understand the skills as innate talent however the truth is that they can be developed or perfected if a person practice however can always be able to improve their ability to achieve what they want more facility.
Types of Skills:
Adaptative Skills: we refer to adaptive skills when we talk about the capacity, behaviors and skills that a person would have to develop in their usual environments. Adaptive difficulties are limitations of social and practical intelligence. Practical intelligence is the ability to maintain oneself as an independent person. Social intelligent is the ability to understand the social expectations and behavior of others.
Academic Skills: They are those skills that range from the planning of the time available to study and do the task and jobs, the organization of a schedule and the study techniques that one employs.
Transferable Skills: These are generic skills that can be transferred from one situation to another and that can improve your academic and personal profile. For example, learning the importance of teamwork when playing soccer will help you if you have to do group work at the university.
Job related skills: Right now, it is not only important to have work experience but they give it much more importance to how a person can solve the company’s problems and how much creativity you can have at work.

2.   Employability Skills 

Employability skills are those basic skills necessary for getting, keeping, and doing well on a job.
The employers now are looking for workers with an attitude, responsible, who know how to solve problems within the company and it is also important that they have social skills to work in teams.
Employability skills categorized in many different ways but are generally into three skill sets: a) basic academic skills, b) higher-order thinking skills and c) personal qualities. 
a) Basic Academic Skills: reading, writing, science, Math, oral communication, listening.
b) Higher-Order Thinking skills: learning, reasoning, thinking creatively, decision making, problem solving.
c) Personal Qualities: responsible, self - confidence, self - control, social skills, honest, have integrity, adaptable and flexible, team spirit, punctual and efficient, self-directed, good work attitude, well groomed, cooperative, self-motivated, self-management.  

3. Soft Skills
Soft skills are personal attributes and communication skills at work. Soft skills characterize how a person interacts in their relationships with others.
The soft skills include:                                                                                                                                               
3.1. Communication: Employers will always expect you to have excellent written and verbal communication skills. You will have to communicate effectively with employees, managers and customers in person, online, in writing and by phone.                                                                                                          Types of communication:                                                                                                                                                                  Writing:  It is one of the most important skills and to learn to write well and because your text is clear is also organized, it is direct and concise, learning to write also teaches you to speak and think better.                                  Speaking: t is the most important because depending on how you do it, they can know how much knowledge you have about your vocabulary and also the confidence you have doing it.                                                      Listening: to the ideas and concerns of your peers, with that you can prove that you care and understand.                                                                                                                                                                                                      Reading.
3.2. The ability to understand and give instructions: it is to understand specifically what you have to do at all times and know how to give instructions for the work function that are usually called being a leader   
3.3. Working with a team: It is very important for a company to know that its employees get along well where they can give advice or opinions. Employers expect you to be a good player. You will have to be a good worker with other people as a team. Teamworking is where you will have to use all these skills:  communication, listening, conflict management, reliability and respectfulness.       
3.4. Time Management: Employers give great importance to their ability to manage their time and the effectiveness of their equipment.
People who manage their time well are more productive, more efficient and more likely to meet deadlines because they get angry at the most important and urgent tasks.                                                                          Top time management skills: Prioritizing, schedule, keeping a TO - DO list, resting, delegation.                                                                                                                                                                                                                                                                                                                                                                                                     
Hard skills are quantifiable and teachable: they include the specific technical knowledge and abilities required for a job. Examples of hard skills include computer programming, accounting, mathematics, and data analysis. Some can be learned on the job, while others, such as surgical skills, are first learned in a classroom and then refined through work practice
Unlike hard skills, they are learned and soft skills are similar to emotions or ideas that allow people to meet others.
4.    MY Own Skills Analysis
        In my analysis of skills in mind analysis tools I scored 43 out of 100. It is quite low than it should be. This means that I will have to work more on me.                                                                                                                    Leadership and management 9 out of 15                                                                                                                                                                                                                                                                Problem solving and decision making 7 out of 15                                                                                                       Communications skills 9 out of 15                                                                                                                                   Time management 12 out of 20                                                                                                                                    Personal mastery 6 out of 10.                                                                                                                                  
  I am a person that I like to be organized both academic and labor. I like to meet people as they are, who like their characters as to talk to them. I consider myself a mature person from an early age I left home to work and I went to another country so I also consider myself a person who tries to adapt since I did not know the language. I like to help people when they need it. I consider myself a patient person, I don't get angry about anything. I consider myself to be a very dreamy person, I also like to be positive before the adversities of life. Also considers fundamental the personal skills that are health and the body, it is very important to take care of yourself eating healthy respecting the meals, also exercising is important and I usually ride a bicycle so I do not usually use the means of transport. I also try to do yoga to keep myself better spiritually. Interpersonal skills are also very important for life, I consider myself a very open - minded person with whom you can talk about everything. My care is also very important for me, as I take care of myself, as I speak to myself, what I know is good or bad for me. The skills of being a leading person, for me is knowing how to control everything related to work, is to motivate other people and teach them to work. I have worked in fast food and because of the time I had in the company over time I taught new people how I had to do it and accompanied them at all times to see that they did well.    

5.  SWOT Analysis 
The SWOT focuses on the origins in the internal and external origins and negative and positive aspect of a company or make it personal about you, where Weakness, Strengths, Threats and Opportunities are analyzed. The SWOT helps you identify and prevent problems, find solutions, analyze weaknesses and transform them into strengths and opportunities.
This analysis could allow formulating and selecting the solutions to the problem. The importance of the SWOT is that it allows you to analyze all the elements of a company or yourself, and in this way, meet the objectives set.
Strength: I am a responsible person, empathy, generous, positive, organizing, recognizing mistakes, consistent in what I believe and do.
Opportunities: being in a country that is not mine, learning the language, being able to work and study without problem, being able to help me manage my time.
Weaknesses: I am a little shy person, I have trouble getting out of the routine, I don't have much confidence in me.
Threats: not knowing enough the language of the country, the self does not take time to study.

6.  Personal Development plan     
    I would like as a personal development especially in my life to be a more disciplined person in my things, to take care of myself more like eating a better diet than I have, to do more sport than I do first for health. As long-term professional goals I would like to work helping people like the ONU. The skills that I would have to develop would be to understand how to learn, to organize and manage my time, to make presentations, research skills, writing and critical analysis. I would like to be able to achieve from here a year to be able to finish my foundation, have learned a lot of English, do social work, be well with myself, proud of what I did, take care of myself more.
  Having been able working to fast food I had to work as a team and the truth has been very good with my colleagues because we have all helped each other. My strengths were speed and my weakness not being able to communicate so clearly.
  My concrete plan would be to finish studying at the university. I need to practice my English, study and learn more about the topics that I would like to know. I would like to study during the week, work less and spend more time studying this new year as a goal to propose.

7. Academic Skills
    My academic skills are mainly as I organize my time to study and learn in class and at home. I usually try to study when I get up three or four days a week for two hours, I set study goals, I see where I need better or learn. In teamwork we meet as a group to see how we can do the work, each one gives their point of view of how we want to do it, we help each other if we do not understand something, as for communication I think I try to communicate as much as I can With my classmates, speaking the topics that we give in class, we write the written form taking notes of classes and in the work where we have to expose everything we are giving.

8. Research and Note-taking
Taking notes means that you are attentive to what the teacher explains in class, allows you to select the relevant information, organize and write it to review and study.
Important keys for good notes:                                                                                                              They must be their own since if we copy it to another person we would not understand.
Use your own words to write the ideas in a short way, because they help to specify and fix concepts.
Use an abbreviation, there are many words that can be reduced easily and understandably to take notes without stress.
Copying and pasting when you take note of a book is not valid since it is plagiarism.
Leave spaces in the annotations so that later you can put more ideas without any problem.
Use post-it notes                                                                                                                                         


9. Academic Writing – Essay, Reports.
Writing well is essential in professional and personal development. Writing consists of learning to organize ideas and identify them clearly.                                                                                                                                         For a good writing is it necessary:                                                                                                                                              Avoid colloquial language                                                                                                                                                                  Omit contractions                                                                                                                                                                     Use passive voice judiciously                                                                                                                                                        Use the first person effectively                                                                                                                                                    Do not end sentences with preposition                                                                                                                                         Provide page numbers                                                                                                                                                                       Provide your essay with a title                                                                                                                                                              Proofread carefully                                                                                                                                                                      Incorporate time for revision                                                                                                                                                Read your paper aloud.    

A sentence is a series of words expressing one or more ideas where we need always the subject, verb and complement.
 A simple clause can be expanded to provide more detailed information, where we need adjectives, adverbs and connections words.

An academic essay is a formal written text that addresses a subject having previously investigated.         The basic Essay structure is: 
Introduction 

Conclusion  

Report is transmitting information, give views, reach conclusions, make recommendations.
Structure of report: Introduction, explain, present, comment, conclude.



10. Referencing and avoidances of plagiarism

The reference is a number, a fact which can be a name, which allow you to locate the text later when necessary.  
The reference we can take from book, journal articles, newspaper articles and website.
Baker, E., Barrett, M. & Roberts, L (2002) Working Communication, Milton, John Wiley and Sons.
Example: 
(Baker et al.,2002) 
(Baker et al.,2002, p. X)
Baker et al. (2002) discuss….

Plagiarism is copying and pasting everything a person has written and taking it as your own. We can avoid the plagiarism using summarizing, paraphrasing and always by references.
11. Paraphrasing
The paraphrasing is our word changing the structure implying the same of text. Paraphrasing is useful when you are using the work of others to support your own view.
The techniques used is synonyms, changing word class, changing word order.

12.Summarizing
 The Summarizing It means developing a summary of a text in a shorter way.
 The most important thing is that it is written "in your own words" and focuses where it may be most      important. It takes from the main theme the central theme, the main points and the key ideas.

13. Communicating and Presenting information
       The good presentation skills matter because they help keep an interesting presentation, can help the presenter communicate with confidence and motivate the audience to listen.
It’s very important that before the presentation you have to know:                                                                  Pre-talk preparation.                                                                                                                                                                           Handouts.                                                                                                                                                                                                 Speaking.                                                                                                                                                                                                  Body language.                                                                                                                                                                                          Questions.                                                                                                                                                                                                    Conclusion.
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