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[bookmark: _Toc28787846]Abstract Summary

The purpose of this study is to analyse my progress, learning, understanding, and my personal improvement in the Academic & Employability Skillset. 
I will present a variety of examples of my personal in-class exercises, findings and to discover ways of improving my skills particularly in my profession of work in Human Resources & Training.

[bookmark: _Toc28787847]Introduction
Academic & Employability skills includes a range of individual skills needed within a career, workplace or education. In order to be employable within a sector it is essential and beneficial to have core skills such as being flexible, being a team player, or have good communication etc.
Skills present an external vision about your experience and knowledge to help employers and or academically.
According to Gerencer. T (2019) Hard skills are more concrete such as writing, reading, computer literate etc. Soft Skills are inner traits e.g. having good communication, being friendly, listening etc. 
Within this report it expresses my journey to success, development, and reflection in my current Academic & Employability curriculum.
I will present the ways and resources I used in order to help me in achieving and will also be using my in -class activities including feedback that helped support my main objectives.

[bookmark: _Toc28787848]Methodology 
I have reviewed and researched numerous methods and in class activities that have helped me process, guide and have successfully given me great end results in my skill development.  These include: - 
· My own personal SWOT analysis (Strength, Weaknesses, Opportunities, Threats)
· The Eisenhower Method 
· My own personal Daily/ Weekly schedule plan 
· Personal Development plan 
· Articles within my profession – Training/ Human Resourcing. 
· Note taking 
· Paraphrasing 
· Summarising 
· Harvard referencing work shop 




[bookmark: _Toc28787849]Findings
The resources and tools I have used through my Academic & Employability course each have been very useful in its own original way. The outcomes of each of these are stated below.
[bookmark: _Toc28787850]SWOT Analysis 
The SWOT Analysis Exercise is my own personal Strengths, Weaknesses, Opportunities, and Threats conclusions. I found this to be a good tool and exercise to actually help me in getting to understand my areas in each trait. As, you can see below and in (appendix 1)
[image: ]






















[bookmark: _Toc28787851]The Eisenhower method
This method helped me with prioritising my activities within a day in a life of a Training coordinator and to help me to acknowledge the responsibilities I undertake in my Job Role. I found that in order to help me accomplish my daily and weekly task I would have to prioritise to what’s important and to delegate the less important tasks as shown in the diagram below and in Appendix (2)
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[bookmark: _Toc28787852]Daily and Weekly Schedule Plan 
The daily schedule was based on my time management throughout the day and what I do from the beginning of the day until the end. The weekly task was an outlook throughout Monday to Sunday. I found this helped to create a bigger outlook in comparing to my daily task. I was able to analysis in both what I can possibly remove if not that important or the help re -organise my time management as shown below and in (Appendix (3a & 3b)




[bookmark: _Toc28787853]Personal Development plan 
I found the Personal development plan to be more difficult to complete as I believe you can always have a change of mind of how you want to get to where you want to be in the next week month or year as dynamics can change all the time. Although I would like to set targets It was harder for me to be more precise in the given timescales. I made my attempt into completing it but had to really think about the facts. Please see Appendix (4)

Articles
These articles each helped me to understand some of the challenges and what skills are needed within the Training industry to progress and to help develop my skills. The Articles I used where as follows: -
· Five ways to create a coaching culture (Appendix (5)
· Are You Tuned in your Employees? (Appendix (6)
· What makes a great learning and development manager? (Appendix (7)

Note Taking 
My notes were a very successful tool, as it helped me to record in shorthand all my Academic and Employability lectures in term one. I used important key words to help keep information, reflect and revise when needed if I had a in class practice exercises. (Appendix (8)

Paraphrasing 
The Paraphrasing exercise thought me to re write someone else’s idea into my own words, within this I learnt how to use Synonyms, verbs, nouns and objectives. I changed word class, and word order. I found this sometimes challenging at times but began to grow a lot more confident over time and practice. (Appendix (9) (9a) (9b)
Summarising 
The Summarising exercise is when I had to condense a large section of information and changed the wording but gave the same information as it was presented. This was similar with the Paraphrasing exercise, although I was a lot more confident in doing the exercises. (Appendix (10)

Harvard Referencing Workshop
The referencing workshop was a study on how to reference your work when taking information from books, the internet, or articles etc. This is a very useful exercise and helped me into preparing my report. (Appendix (11)


[bookmark: _Toc28787854]Discussion in Academic and Employability Skills

Analysing my findings and overall academic and employability learning, my skills have become more advance since adding education within my current working career as a training coordinator. 
My in –class activities have helped me to achieve this tremendously, however it also came with a few challenges in which I eventually overcame. 

[bookmark: _Toc28787855]Note taking
Note taking was my first use of tool, but with this is had to use listening skills so I won’t miss any key messaging that I know I will need for the future to prepare myself for revision or reflection. My notes had to be informative so I can always re visit my previous lecture discussions and consider a plan in preparing for my report. Going forward notes will be a tool I use more effectively and be more consistent with and possibly implement more spider grams tools or brainstorm.

[bookmark: _Toc28787856]SWOT analysis
According to Van Vliet, V. (2010). The SWOT analysis technique was created by Albert Humphrey who specialised in Organisational management. He began to research through companies to develop the Team Action Management, after his survey became successful the concept helped executives to manage change successfully.
I had to create my own SWOT Analysis to break down and discover what my Strengths, Weakness, Opportunities, and Threats where. 
I believe the SWOT format was a great way of creating a grid of my own analysis about my skills in appendix () it was very similar to the skills exercise but in a more detailed version. 
It opens up about your skills yet it shows you more about your overall goals but also your barriers. 
It teaches you to make a plan and what are the distractions and also what can possibly hold you back. 
Although it is a great tool, I believe it can also create a sense of doubts as I tend to concentrate more on the Threats and weakness whether the strength’s and opportunities. (Appendix 1)







[bookmark: _Toc28787857]The Eisenhower method
According to Mulder, P (2017). The Eisenhower method is used to help set prioritise within time management. (Appendix (2)
I related the exercise to a day in a life of a training coordinator. 
It helped me to structure the important task to the less important task. This was divided in to four parts Do, Plan, Delegate, and Eliminate. 
On a daily basis I use my own way of structuring what my task are on a daily basis, although the Eisenhower method was a detailed way of organising the importance, I believe that it doesn’t always plan out to happen that way. 
My job can be quiet demanding and although I can sometimes get the support from managers as they also have a busy schedule it still always ends up to be a duty I have to complete, so the delegation and elimination always end up coming back to me. The Eisenhower method is a good way of analysing what your duties should like. 

[bookmark: _Toc28787858]Daily/ Weekly Schedule plan
My daily and weekly schedule plan was quiet challenging because I had to think about what I do on a day to day basis, but I had to merge all activities such as personal, work life, and education. 
I felt as though I was repeating my routines quiet frequently unless I had a slight change in activity such as taking my daughter to an afterschool club or having an event to attend. 
 This is a good way to manage time within all aspects of your life, because you an outlook on what you can possibly change around or adjust. (Appendix (3a & 3b)

[bookmark: _Toc28787859]Personal development plan (PDP)
The personal development plan helped me in making a choice into what I wanted to achieve and in a set timescale. Please see appendix (4). It was a structure of identifying my goals, skills and steps in to achieving the main objective. 
This activity was a little technical for myself as I questioned my plans in the timescales. I believe that trying to narrowing down your plans or future accomplishments can be quiet challenging because you still have your SWOT analysis Threats and weakness to overcome also.  
Although I have long term goals, I felt it much easier in completing my short-term goals as it was I this present time. 
The personal development plan is a useful resource in structuring your long-term objectives and is a useful way to help guide in to getting there. 


[bookmark: _Toc28787860]Articles

My first article Five ways to create a coaching culture by Cooper.K (2019) please see appendix (5) discusses about creating a coaching culture as it is a great way for organisations to develop people. 
Part of me becoming a learning and development manager my communication has to be effective in order to lead, teach, develop and engage individuals. This article caught my attention because it gives you steps on how to help achieve the right coaching and what types of coaching skills are needed in order to achieve this. Coaching helps to encourage and to give colleagues the right motivation and I believe it helps within training because those individuals will eventually be left to tackle the job on their own after giving them the correct training so they need to have the confidence to do so.  
My second article Are you tuned into your employees? Mohl.L (2019) Please see appendix (6) Interested me because me becoming a manager means I will have to engage and relate to my staff. According to Mohl.L (2019) explains the importance of colleague engagement and understanding. Employees that are not correctly engaged can sometimes lead into unsatisfied colleagues and eventually end up leaving. This article shows me how to have the right communication and listening skills and also having the right leadership skills. I want to have a successful reputation in management and to have long term happy colleagues. 
[bookmark: _Hlk28770012]My last article What makes a great learning and development manager? (Blue Eskimo, 2019.) please see appendix (7) relates to my future career as a development manager. According to (Blue Eskimo, 2019.) becoming a development manager it is essential to have a real driving force and be positive for changes within an organisation. This shows me that my I need to develop my skills in leadership and new approaches.

[bookmark: _Toc28787861]Paraphrasing & Summarising 
In both in class activities particularly in the paraphrasing was slightly challenging because I had a slight lack of understanding in using verbs, synonyms, adjectives, nouns. However, overtime after researching examples and receiving feedback from my lecturer regarding my progress my overall understanding improved. (Appendix (9) (9a) (9b) (10)









[bookmark: _Toc28787862]Conclusion
I have processed that skills are essential throughout my academic and employment journey. In order to progress into becoming successful within the training and development sector I need to add a wide range of hard skills as well as soft skills to be taken more seriously when applying for roles or widening my education. Based on all exercise and activities my knowledge and understanding has made major improvement and I have become more organised and structured then I was before.
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Five ways to create a coaching culture

22 Nov 2019 By Kate Cooper

Coaching can benefit the entire workforce, not just those in the top jobs - but it takes
dedication to implement. Kate Cooper explains how to make it part of working life

Coaching is an increasingly popular way for organisations to develop their people, it’s
no longer just for overstretched senior executives. Coaching offers a systematic
approach to help people set and work towards goals; take greater responsibility for
their actions; communicate more effectively; work better with others; and derive higher
satisfaction from their work. At an organisational level, coaching also contributes to a
culture that is defined by active listening, constructive questioning, individual
empowerment, the building of rapport, and an emphasis on holding real two-way
conversations.

The Institute of Leadership and Management surveyed more than 1,000 line managers
and staff asking them whether they or their managers used coaching. There was a clear
difference in opinion between managers and managed staff as to whether managers use
coaching approaches. The research underlined that managers have a high sense of
awareness of the importance of coaching their staff; they want to believe that they are
taking a coaching approach to developing their people.

In our 2011 research into Generation Y, undertaken in conjunction with Ashridge
Executive Education, we established that managed staff no longer expect a manager to
have all the answers, to tell them what to do, and to give them feedback on how well or
otherwise they have met the targets that have been set for them. They want to assist in
creating their targets, defining their own stretch goals and know that their contribution
to the work of the organisation has meaning.
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Our research reinforced what those of us who manage staff are no doubt already aware;
people have greater expectations of their managers in terms of their own development
and they expect their managers to support them in their career ambitions. They also
want to bring more of themselves to work, to use their initiative and to take ownership
of their own learning and growth. Managers who coach have a big role to play in helping
people to realise these expectations. In future, good leadership and management will
increasingly be defined by the adoption of coaching approaches.

Here’s how you can create a coaching culture within your own organisation:

Call it out

Make it ok to challenge. When an individual is spoken to by a colleague or manager in a
manner that seems autocratic, directive or patronising, it must be ok for that person, or
another colleague, to point it out and ask for the request to be repeated in more of a
coaching style. This doesn’t have to be confrontational, if there is a widely
communicated expectation that coaching approaches are used, being able to talk freely
about what that means in everyday interactions is vital.

Identify a simple coaching model

Coaches use many different models to support their work but for those new to coaching,
a simple framework, such as OSKAR, GROW, TGROW, CLEAR helps to make sure that
everyone in the workplace is familiar with the approach and there is a shared
understanding of the language used.

Acknowledge, celebrate and reward questions rather
than answers

Great coaches ask brilliant questions. Arriving at an answer or solution too soon shuts
down alternatives. Constructive questioning helps us all consider the assumptions we
make and reminds us to be open to ‘different’

Encourage conversation rather than electronic
communication

Itis hard to coach by email - conversation is a powerful way to communicate.

Appreciate the differences

Understand there are differences in how receptive people are to coaching approaches.
Not everyone will embrace the responsibility that coaching approaches entail, some
people need more persuading, convincing and time to embrace this different style of
management.
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Are You Tuned in to Your Employees?

December 26, 2019Larry Mohl3 min read
B

\ ¥ A

From Fortune 500 companies to lean startups of five, the success of a
company will always depend on its leaders’ staying connected with their
teams. Staying in the loop with employees starts with creating a culture of
employee engagement.

First, it's important to understand what employee engagement is and what
it is not. There is a misconception that engagement is the same as
employee satisfaction or happiness. Employees can be satisfied or happy
while still not being fully engaged. While job satisfaction is important, it
does not tell the entire story. Leaders must unearth a much deeper
understanding of the employee experience. Employee engagement is a
discretionary act; engaged employees are so invested in the company
that they make the choice to give non-mandatory effort, because they
want to go above and beyond.

iHire's 2019 talent retention report found that 51.7% of employees have
left a job voluntarily in the past five years. Simply put, employees who are
not highly engaged in their current role or who are dissatisfied with their
growth opportunities and company culture tend to leave.

Here are a few ways leaders can tune in to their employees before they
tune out.
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whether he or she stays long term. Relationships with their manager,
peers and other colleagues can help shorten time to performance and
determine ultimate success.

Five Steps to Greater Employee Engagement
1. Start With Listening

There are two things leaders should always listen for: What are people’s
aspirations, and what are their barriers? When they understand and
unpack these questions with their team, positive change can occur.

2. Understand What Drives Your Team

Why do team members go to work each morning? What drives their
passion? When leaders can answer this question about each of their
employees, productivity and positivity are a direct outcome.

3. Leverage Strengths

Good leaders always notice, name and nurture their team members’
strengths.

4. Value and Appreciate People and Their Contributions

Great leaders recognize their team members’ strengths with specificity.
Being able to call out exactly how someone created a positive change or
outcome on a specific project does wonders for employee morale and
engagement.

5. Provide Opportunities for Development

Many employees will not ask for help when they really need it. Leaders
must notice and be there to guide their team when they need them the
most. Helping an employee create a development plan, providing
coaching and offering performance support will help them become more
engaged and productive.

There is no doubt that customers are a business priority. However, most
companies now realize that employees are the engine that drives
success. Leaders at all levels must make a conscious and consistent
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Listen

Listening is one of the most important skills leaders can possess. Taking

the time to sit down with their team members and understand their
thoughts, suggestions, comments and concerns enhances their
engagement.

It's easy for leaders to confuse an employee’s concern with complaining.
However, as people experience issues or obstacles, if they really care
about the organization, they communicate them. Intuitive leaders can
differentiate between employees who are complaining and employees
who are voicing worry or distress because they care.

Align Employee Passions With Strengths

Leaders can make an effort to understand each team member's passions
and strengths and then give them opportunities to grow in those areas.
When leaders can align what their employees love doing with their
strengths, employees become highly engaged.

Invest From Within

In the current economy, it’s important for employers to develop their
current staff. The job market is stable, enough so that people are more
apt to consider greener pastures with another employer. Employees

are looking to grow. Developing them within the company sends a strong
cultural message that leaders are willing to invest in their futures.

The cost of employee tumover can be much greater than investment in
employee growth. Developing a culture of growth is about building strong
employee capabilities within the organization that allow it to become more
agile as a business. When its teams are equipped with the right tools, the
company will grow by leaps and bounds.

When its teams are equipped with the right tools, the company will grow
by leaps and bounds.

Establish Relationships

Organizations large and small must foster an ecosystem of relationship-
building early on in the employee joumney. Strong internal relationships
formed early in an employee’s onboarding are a key determinant of
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What makes a great learning and
development manager?

We take a look at the superhuman attributes needed to deliver

amazing value as a learning and development manager.

Filed in Employment strategies

Leam@ng and development is always about change - changing people, changing
organisations. So it follows that being able to embrace change is an important attribute
for anyone in a learning and development role.
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But for learning and development managers, it's even more vital. The learning and
development manager has to be a real driving force, a positive agent for change within
the organisation.

And never have organisations needed change quite so much. According to a recent
study by the CIPD, most UK organisations are using outdated methods for training their
staff - often using leamning methods which are’ now considered the least effective.
Apparently only around 11% are using e-learning and just 17% are planning to "reduce
their reliance on classroom and instructor-led courses" over the next couple of years.

Well, we firstly have to go off-topic a bit to note that we're not entirely sold on those
numbers. We work not only with learning and development people, but also e-leaming
companies and leaming departments, day in, day out. We'd say that themajorityof
demand for leaming-related skills was in some way connected to e-learning and learning
technologies. But that's only based on our water-cooler moments, we can't back it up
empirically.

Technology is core to learning

But the point is still clear - technology is becoming a core part of learning. While some
organisations may yet have to implement technology as part of their leaming strategy,
many already have - or are already moving to newer technologies, such as mobile and
HTMLS.

In itself, this is driving a change in how learning is approached. Once part of the leaming
process is under evaluation, it typically all is. So, the learning and development manager
can find herself or himself responsible not only for the change that derives from the
leamning process, but also for changing the learning process itself.

But great leaming and development managers don't simply respond well to change -
they're constantly on the lookout for it. Like many talented leaders, learning and
development managers like to maintain their coalface skills too - staying connected with
the reality of their industry. They keep up-to-date with leamning trends, changes in
learning theory and developments in leaming technologies.

Staying ahead

Being proactive, ready leamers who are self-starters gives great leaming and
development managers the ability to not only track change but also anticipate it, too.
Which means they're better at spotting it, responding to it and - in turn - implementing it.

This makes a learning and development manager eminently more valuable to an
employer. In effect, it combines the approach of a 'safe pair of hands' with that of highly
informed innovation. This can result in entire new approaches to change being
implemented - which can fundamentally affect the fortunes of an organisation. Who
wouldn't want that?

Collaboration and idea exchange
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We also tend to find that part of the process of being so proactive means that many
great leaming and development managers network highly too. They exchange ideas,
articles, information - using tools such as LinkedIn and Twitter. This feeds their natural
desire to leam and helps them keep at the top of their game.

But really great leaming and development managers have other skills which enable
them to balance their passion for their vocation with the needs of the business. After all,
no organisation wants something implementing just because it looks sexy - a solid return
is needed. Leaming and development managers have to spot what's hot - but not get
distracted by gimmicks.

So, it's equally important that leaming and development managers understand theneeds
of the business. Not just in an inward-looking way ("what kind of training should people
have?") but in a way that genuinely considers where the business needs to be ("what
are the goals of the business, what's missing in the skills set and how is that added?") in
the short and long term.

This ability to align the leamning strategy to the business's long-term goals is every bit as
valuable as the ability to embrace and enact change.

Inspirational leadership

As if that wasn't enough, there's another skill which great learning and development
managers need in spades: inspirational salesmanship. Any significant change within an
organisation can be met with resistance - no matter how logical, beneficial or necessary
that change is. For change to stick, people have to want it. They have to buy into it. In
short, it has to be sold to them, marketed to them - and not forced on them. It has to be
sold with belief and passion too - starting with the top team and working down through
every organisational level. Other people have tofeelyourbeliefin what you're proposing.

One person having all those skills sounds like a tall order, but we do see these attributes
in many of our leaming and development candidates. At the heart of it, they love what
they do - and can bring their entire organisation along with them.

Browse jobs
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Sentence Structure Exercise
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1. mother strangers me speak to not my never told to.
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PN Trinity Saint David Academic and Employability Skills - BMSW4001
Y LONDON Term1
In-class exercise 1: Paraphrasing (Oct 2019

Student Name: Student ID: lg Oa l 3&)_
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

years to limit abusive practices.
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u‘ Trinity Saint David Academic and Employability Skills - BMSW4001
*/ TONDON Term 1

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, usingthe word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

wo

1) There will be a few changes around in the off#®@ " announce /
The boss _@.naewaced Mﬁm\ﬂ, in the office.
2) He doesn twnte to me as frequently as | wanted. /
I wish !
/MJ ‘s

3) We were concerned about her health,
We had some

wear

4) You weren't careful, so you made so many mistakes. (had
If S0 many mistakes.

) The coyncil cut fundmg so we could not provide free parking.

7) It was Mary who stole money. /
He accused _ma.ca_zzhﬁﬁé‘mjﬁ_ﬂa._maﬁ‘r_—

8) He seems well-educated. However, he's not very bnght (although)

W 3

- .
9) Universities place the burden of understanding plagiarism and attribution conventions on D(LVW
students, [
The responsibility for o Shre 1y O Pl@ 1ang
mnd  aHn bubien cmm thar Shalsnfs .
10) 33% of adolescents who have one baby, have a second baby Within two years of the fi r_)/
baby's birth, (third)

W%M%w
baky wdHK o yeas Priov tle A bet/bg)&bw*"\
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
/?f 25% of babies are born to mothers who are adolescents.
O One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.

c. Aquarter of adolescent mothers gives birth when their first born is two.
25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. Therichest 1% are 40 times as wealthy as the rest of Americans.
% b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
@ 40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
V@ When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
¢. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
@ a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
¢. Women who were abused as children are more likely to abuse their own children.
@ Girls who testify about maternal abuse tolerate abuse as adults more readily.

@ 5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
b. Martha feels that writing about adolescent problems is worthwhile.
@ Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live,

as they do now. a newsPaver MG‘V‘FC_A ‘H\.Dc

351 0F homoless Roople do nst lults homeles Shollevs and Oufec bo v abiyds

2. - Ronnytold his aunt that a bear had attacked him, which she found difficult to believe.

. _Qonng_informed by Huok a o hea - kower his aune
{2vab\g

U
3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away G
by whites by 1932.

The Nahie Prwengas ouved 10 1887 , 128 mulkon ares of lund, Honesor Go.

5. Awoman who was nominated by the president to head the department wasquicklyapproved by the

board oftrustees 'v\ d M
~
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Paraphrase the following sentences from student paragraphs to avold plagiarism.

!J

However, college students today are the first groups of students to need the Internet for
most of their schoolwork.

aw the fds Aumeer o F
Qu@“‘%i rod Ua 9 afermat anﬂp\m\dm;ﬁ o4 W Sched.

Chinese speculators are ablc to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

THe—Chong. Chuaise Mowe ronad Yot e Hove (s
A creone 1n e by anl Self Prorety La&f&:y

- Researchers have found a strong association between computer and Internet use in

adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.

Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.

Tre U\ tpafe tnfrchun 1S o Seasns (Ssue vdfhin

]25,? Legistonte 'ﬁafﬁ:f‘{ Fhraps- 7@ me
6014/:7 ot e 0{ Olru rren? Pog-vrm

North China's Shanxi Province, the country's largest coal supplicr and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of household garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.

H' MA_WWJ_M a Mn_af_m&_&a_@d‘
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Academic and Employability Skills (ACE) — term 1

S NGY Trinity Saint David
Y LONDON BMSW4001
In-class exercise 2: Summarlising (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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In-class exercise 2: Summarising (Oct 2019

student Name: \2rvoyucen O Ner Student ID/Group: ﬂ /[ 1907\ Ho

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 your Task 1 (part of the Assignment for this module).

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 in d intentions, but those oftenm due to the demands — and
perks — of the job. If u evote some time and energy to self-leadership, says consultant
Lars Sudmann der 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.

L , Sudmann realized he was fighting against certain Mactors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough ti doit;
they don’t clearly think through their priorities and strategies; and being in s them

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

Sudmann ﬁﬁﬁMn to these ’@mre"aﬁ'gfgsfiiWEBM" 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 )
(,0 this orientation tren helpful. Below he breaks down three actions that go into self-leadership.

all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
aknesses. Another idea is to tg@.W\lnﬂtg?EﬁMay 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 | faced? What about my challenges today? What
could I 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 assoclates who anger, frustrate or annoy you. That’s 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.

Wi el e e [ o T S
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010

In text:

(Lolm llmo)

In reference list:

Colin, N. (2010) 74e complete Guck 7o refecencn, am/aro/cé,,
P/qua»/sm Zodl ¢d~Mardenthead * oven univer: thy Press

Chapter in an edited book
Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248

contained in the following book: Study skills for Dyslexic students.
Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007

In text:
Hogreares, (2007)

In reference list:
U

F <Zm'—})‘ Co\\abém“’th \mmm%’l '\ H“(S\'eavu .
(td) Shtd_‘j Stalls f5 Og!/ax:c Stidents . Loadon: Los P ey, Cah

Sa 4
Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal
Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.
'”‘e"“(ﬁ deahoorg)—  Medehe Mulcahy 202 f. 139-115(
In reference list; silin i it Sh / s tﬂe ﬂgd{ In Croing ﬂfo(eedyf?
M ik - [2or) ' ce /
W%-éson-a[Bn/ﬁflJ ourngl of Cf’mma/{zy/ 53/6 P 1139 -1I56.
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Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring 1987): 35.

In text:

red ,ee.at/u,&/(!q 1)

In reference list:
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Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben

In text:
Grrbben, (2013 ), p1
In reference list: )
Coribben R, (2013 ) ot of resuig blls ar oleal &
Shuck  [for  pews nucleor planés Oalg Te/iym 12h P

Web pages

Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted”.

In text:

In reference list:
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