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1. Abstract or summary 

 

This study provides an overview of my skills development. The intention 

of this report will be able to plan and develop for my future employment 

areas such as have a correct behaviour and decision with all themes 

already studied with relevant literature, Techniques, identifying skills 

reflect as a success objective to future writing. I will add all the exercises 

and extra work paper including as an evidence done and made on this first 

term during class in relation to my different worked skills.  

  



  

2. Introduction  

 

  

On the current class of employability skills, we have got   discuss and organize 

ideas  about how to manage time sorting out by chart can be daily, weekly or 

annual, and follow the instruction through The method of “Eisenhower” both  in a 

organise way.  

Now we know the important to summarize main ideas with our own words to get 

a brief and formal answer to any propose. 

On the other hand, some literature practices to build and extend vocabulary for a 

better communication. 

Solved all misunderstandings troubles reflect on exercises with a personal 

teacher correction one by one with the point to reach and revise for a second time 

the mistake by ourselves and own research aside from questions in case we don’t 

still believe the correct form and in some of one case need to other sources to 

consult and verify for a second opinion, which all of us considering this tool 

essential at time to make reports and know how correct our mistakes and doubts. 

  

  

 

  



3. Methodology  

  

My methodology include some exercises that we have been working each week 

on Module with extra homework that  teacher provide us as well which we have 

all with correction and revised we have to say that according to the new week, 

we revised different things with any pending questions is because we managed 

employability skills classes great having all contents in our folder. 

Starting with SWOT where we made a homework include the meaning of swot 

with each respect personal points (Strengths, Weaknesses, Opportunities, and 

Threats).  

Handle the time when a specific schedule could be organised daily including 

weekly for all our daily routines with a method called “Eisenhower”. 

Paraphrase demonstrates if we have learned the text on a short passage 

maintain  same structure which is totally different between summarising, on this 

case we have to find the main idea of the text condense with our own words  

adding synonyms identifying what class of word is because this can be variety 

changed from adjective to noun or changed the order in a sentence for this reason 

we have to be able to recognise the type of word for do any changes. 

We have used Harvard referencing by newspaper, Web pages, journal articles 

and base on books, in these activities we wrote the correct form to make the 

correct reference for each text.   

 

  

  



4. Result or findings  

  

4.1. SWOT:  

An analysis of personal level  where it is reflect different situation according to 

our qualities know ourselves for enhance weak points and keep each strengths, 

this process will help to view an all-round of organisation to get a good job, career 

growth correctly without any confidence problems.   

 

   

                                                                SWOT  

Strengths   Weaknesses   

• Facility understanding with follow 

instructions   

• Get skill and knowledge through all my 

lifetime as student   

• Good networking contacts   

• Concentration at any time  

  

• Lack of work experience   

• Not confidence at the first time   

• Daily Procrastination 

   

Opportunities   Threats   

• Opportunity and facility to access 

education   

• Enhancing my knowledge in a daily 

routine   

• Concentration at any time   

• Have job and education at the same 

time   

• Waste and don't manage my 

time   

• Wrong thoughts respect my 

future   

• Lack of order ideas   

  

 

 

 

 



 

 

 

 

 

 

4.2. Time management: The Eisenhower Method   

 

This method consist to identify prioritization into daily task finding easy not 

spending majority part of our time doing unnecessary things we have to transform 

this activities on a productive way otherwise will be a failure day. 

 

  

  Urgent   Not urgent   

Important   • Do my homework   

• Take care my siblings  

• Pick up one of my 

siblings from school when 

nobody is home   

• Book an appointment for 

cleaning teeth or general check  

• Making calls   

Not important   • My mother must cook 

lunch while I am study   

• Look at the window as a 

distraction   

• Watch TV for more than I 

expected   

• Procrastination   

  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

4.3. Articles Research   

According to the last swot where I select all my self-points to each initial here are 

present it under my professional area which obtained as my first job; Cleaner. I 

have thinking about change it on a future where I can use my skill and continue 

learn new things, I would like work as my career or similar I considering for the 

moment I have maintain study for get more experience on in. Now I am going to 

write the respect SWOT base on my professional area.  

 

• Strengths: capacity to follow the instruction that manager give me   

• Weaknesses: problems at time to have a long conversation with 

someone for inconveniences such as the time or don’t have Topics to 

discuss or interests   

• Opportunities:  relation with managers and staff for future promotion to 

a good and secure position,  

• Threats: the point of not receive training classes before began this work 

as a result this action can be in many cases dismissal or replace to another 

person with experience 

 

 

 

 

 



4.4 online Article  

According to my expect career relevant to law I have searched different 

articles based into employment.  

 

“Six Examples of Pregnancy Discrimination in the 

Workplace” 

 

In this article the main idea is inform the situation of each woman who suffer 

discrimination above her pregnancy, nowadays they may be facing illegal 

harassment with anyone know about it could be through threats. 

This case have increased 50% between 1977 and 2011 for this reason legal 

resources comment us six different cases to discrimination in a workplace 

because it most common abuse on this type of situation because as we already 

studied we have to be able to express and be freedom at time to transmit a 

message as long as be permit without threats and insults. 

4.5 Book article  

“Flare: opinions (Law human rights and politics) “by 

Ankur Mutreja  

This book represent the real thoughts and opinions of the author Ankur Mutreja, 

he always tried to talk of law of any situation even politics but is nevertheless all 

encompassing so at the end he wants emphasize more than one critiques respect 

to murders, this book I have found interested because I found some information 

mix with law and politics that I haven’t ever seen before or simply know about 

other ways of thinking if all of this relate with academic and employability skills 

we have to say that this book reflect clearly and organized of each chapter and 

how the author got summarized his ideas on a brief way without forget nothing to 

express. 

  



5. Discussion  
 
I have to interpreter all my assessment collects and evidence suggest and 

I have get understand first of all the importance to development my skills 

with proprietary concentration an patient face to the labor and daily life 

govern our interpersonal interactions which will be effectively if we value 

time management knowing how to divide it among work, family and 

recreation being appropriately without procrastination in any kind of  

situation, as a recommendation to this point would be better if we made a 

list including activities that we have to follow or are predict for get best 

result and a completely organization. 

Talking deeply on literature and different techniques help us to a correct 

handwriting and final essay starting with abbreviations   which include, E.g. 

(For example), i.e. (for say something), etc. (more than one examples).  

Summarizing techniques consist basically to take notes organized ideas 

in a logical order concisely, identifying important key ideas and get a short 

paragraph of all. 

When using Synonyms can find out as first point Nominalization putting 

the sentence which contain a verb automatically will convert to Noun, 

second point we have a sentence conform by an adverb which will convert 

to adjective. Finally, there are changes depend how does begin long and 

short sentences on this case is necessary summary the text for a better 

compression. This material will be professional useful on my actual and 

future work. 

The significance all this project is reflect all these weeks worked to a real 

life such as have a CV on a correct position talking by expression and 

manners to wish the goal , or know ourselves adding qualities from 

weaknesses to strengths being honest and precisely according SWOT that 

in this case was in based personal and deeply hide  thoughts . 

We have been worked for prepare futures assessments in how to type and 

add reference part into consequently cited article, online, books, journal 

articles, newspaper even web pages. 

 



 

6. Conclusion 

On conclusion and after summary all content that we have revised and 

analyzed, All this information are necessary for our future because even 

though is the first term we have learnt themes useful as a tool for enhance 

and progress as a person in a different aspects not only as a student but 

as a people who wants to learn and get all proposes made, I am 

considering that the material obtained this time has been successful on all 

aspects. 
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8. Appendices  

Harvard referencing: 

This homework we had to apply what we learnt 

this day through PowerPoint and all tool are on 

Moodle as well.  

 

 

 

 

 

 

 

 

 

 

 

Time manage: Method Einshower 

We had to plan our activities through this type of chart separating important and 

not important things. 

 



Exercise of paraphrasing: 

On this activity we had to rode a passage where after had to summary with our 

own words building the vocabulary and grammar. 

On the next page consisted to apply synonyms and in one situation make 

changes or change order  

 

  



Exercise of Summarising: 

 On this exercise the unique thing that we had to do is read between lines 

carefully one or  more times to can separate ideas and divide on paragraphs 

with the principal  objective of write with our own words without repeat words or 

plagiary sentences. 


