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1.SUMMARY 

I write this introduction of Academic and Employability skills course. 
In this report I will explain all my progress during the term of this course as well as about my 
future plan and my experiences during my work life and my personal life. 
 
This report focuses on several key areas and tools that I have developed during this term, in 
this course Where I will present examples with results with the tools we have used during 
this term. 
 

2.Introduction 

 
The objective of this report is to present all my experiences during my life and this whole 
term of this period, term. 
I am Anthony Jheff Portaro and I present this report where I briefly and concisely describe 
some of the issues we have used in this term.  
 
To also then confirm my employability in the future by using some of the tools and skills we 
have acquired and learned, as well as a better awareness of my existing skills and how my 
potential weaknesses tremble. 
I have used some well-known and respected tools, such as 
 

A) SWOT analysis  
 

B) DPD personal development plan  
 

C) SMART goals 
 
D)  The Eisenhower method  

 
 
In addition to having learned and acquired a lot of knowledge during this period, we have 
learned to use two very important tools, such as paraphrasing and summarizing effectively. 
  
Finally, the report will consist of three different articles that we will discuss throughout this 
report.  
And so, see how important and relevant they are for my future in life and also in my future 
professional career chosen in Business and administration. At the end of this report I will be 
able to demonstrate all the knowledge that I have acquired during this term, as well as 
everything that I am improving over time. 
 
From being a student who just begins to be a person with sufficient skills to be employable 
with much to offer in the difficult, exciting and challenging world of Business. The area of 
Business that interests me most is business administration and in the future to start my own 
business. 
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With all the knowledge acquired during this term and with these tools, they will help me to 
focus my attention and thus be able to overcome my fears in my working life. 
 

3. METHODOLOGY  

 

My methodology section covers all the tools we have used throughout this term as well as 
all the exercises we have done in class and some of the techniques that I have learned to be 
more aware of my strengths and work skills to improve in any area and thus overcome my 
fears and overcome my weaknesses or lack of knowledge. 
 
In class, we analyse the SWOT analysis (Strengths, Weaknesses, Opportunities and Threats), 
The Eisenhower method to help us in our time management and a PDP (Personal 
Development Plan) to establish our objectives and goals in our personal life and in our 
working life. 
 
Here I am going to show you a paraphrase tool and explain how it also works. This tool that I 
studied and learned is the art of paraphrasing a technique to eradicate and thus end 
plagiarism. as well as another way of simplifying a particular piece of writing without 
changing its general message as well as always referring to our work to avoid the possibility 
of plagiarism. 
 
The next tool that I am going to show you and also very useful that we should use and I 
learned was the summary, It is the tool that allows us to communicate the main points as 
well as the main idea of a piece of text but in a more brief, concise and precise way . 
 
I will also show 3 different articles which are more relevant to discuss in order to show my 
understanding of these specific issues and my interest in the world of business and my work 
with which they relate. 
 
 
4. FINDINGS 
 
 
Now I will show you and also explain the steps to follow from my findings in my best 
possible way to be able to make myself understood and to demonstrate my knowledge of 
the subject. 
 
 
4.1 SWOT ANALYSIS. 
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It is one of the most important tools because it allows us to evaluate ourselves to see our 
fears, strengths, opportunities and threats and thus prepare our strategy for a better 
defence. 
 
 
 

STRENGTHS 
• Experience in all my different types of 

work that I have done during my life. 
• All knowledge I’ve acquired in my life. 
• Computer skills and knowledge in new 

technologies. 
• Good aptitudes and problem solving. 
• Passionate about what I do Sociable, 

like to help others (teamwork). 
• Good networking contacts: contacts in 

maintenance and security industry. 

WEAKNESSES 
 

• My lack of working experience. 
• Limited Education. 
• My age is not very important, but I 

think it is important in these times. 
• Not having enough skills to perform my 

work. 
• Negative personal skills, like not trust in 

myself. 

OPPORTUNITIES 
• Education: It is the most important 

thing to continues to educating and 
improving everyday to creative those 
opportunities. 

• Fields of you needs of your skills: 
Creativity. 

• Geography-ability to move: If the 
opportunity is better for me, my ability 
to move is total. 

THREATS 
• Competition of younger people with 

better studies. 
• Training and education obstacles. 
• Limited ability develop for lack of 

experience. 
• Limited positions in your area for your 

age and your studies. 

 
 
4.2 EISENHOWER METHOD 
 
 
Proposed by Dwight Eisenhower, during the period from 1953 to 1961, it is one of the best 
tools, as well as a very important and brilliant idea based on the strategic plan of the 
organization that is very important and useful in our daily life (routine). 
 
It means prioritizing the most important and not so important things to avoid wasting time 
and get a better result of effective development in our daily lives 
 
 

 URGENT NOT URGENT 
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I 

M 
P 
O 
R 
T 
A 
N 
T 

 
 
 

• Taking care of me and my 
family 
 

• My work and be punctual 
 

• Food, rent and bills 

 
 

• Study, improve my English finish the 
university. 
 

• Find a better job 
 

• My future plan, make my own 
business. 

 
N 
O 
T 
 
I 

M 
P 
O 
R 
T 
A 
N 

 
 
 
 
 

• Ask for help to another person  
 

• Delegate housework 
 

 

 
• Waste time spend money 

 
• Using social media 

 
• Continues study something else and 

try to learn another language 
 

• Travel 

 
 
 
4.3 PARAPHRASING 
 
 
This is one of the best and most used tools, based on the transformation or change of 
technical words to colloquial words, which helps and also facilitates that the message of an 
article can become an easier message to understand but without changing the result or 
Meaning of the original content. 
 
 
Example 
 
 

• Changes in work practices, demographic, technological and environmental 
changes are raising new concerns about occupational safety and health OSH, 
according to a new report from the International Labour Organization ILO. 
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• My Paraphrasing 
 
 The types of demographic, technological work in the environment. They change 
over time and that is causing concern for public safety and health. 

 

 
 
4.4 Summarizing 
 
 
It is one of the best tools for when you need to explain a message with a few words. With 
this tool, you can summarize a paragraph in a few words. Without losing the result in a 
shorter space of the text accurately and concisely. 
 
 
Example 
 
 
 

• Definition of security risk. 
Someone who could harm an organization by providing information to an enemy 
or competitor. 
Someone or something that is a security risk Any package left unattended will be 
considered a security risk. 

• My Summarizing 
 

 
 

 
 
 
4.5 PERSONAL DEVELOPMENT PLAN 
 
It is one of the best and most useful tools to create your project and set your goals, based 
on your own awareness, personal value and reflection for your personal development 
within a period of time. 
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 SHORT-TERM TIME 
FRAME 

MID-TERM TIME FRAME LONG-TERM TIME FRAME 

 
 
SECTION 1 - MY  
GOALS 

 
• Finish my 

assessment on 
time. 

• Be more Patience 

 
• Improve my Second 

language 
 

• Continues with the 
university 

 
• Try to find a better 

job 
• Improve by myself 

and with my family 

 
SECTION 2 - 
SKILLS AND 
KNOLEDGE TO 
BE LEARNED 

 
• Improve more in 

the new course 
• Get the driver 

license 

 
• Read more 

constantly 
• Improve my skills for 

life 

 
• Learned new course 

of cousin 
• Be more active in 

my life. 

 
 
 
SECTION 3 - 
NEXT STEP 
 

 
• Travel with my 

family 
 
 

• Be more organise 

 
• Discover new 

cultures 
 

• Improve with a 
speech course 

 
• Buy my first car 

 
• Get more license 

and grow up in the 
security industry 

 
 

5.ARTICLES  

Now I will show my three chosen articles, relating to my field chosen career.  
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Townsend M, (2019) This article shows us one of the many risks of the security industry. 
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Tobin L, (2012) Here I show you this article that talks about how security forces receive 
special training against enemy attacks. This shows that training is very important. 
 
 
 

 
 
McLeod K, (2018) This article shows us how it has grown and how many advantages  have 
emerged during the passage of time by women in this industry. 
 
 
6.Discussion 
 
The first article tells us about a news item of a quality Romanian national who suffered an 
attack. This teaches us and shows us how much risk occurs in the security industry. 
This shows us that nobody is safe from the risks that the industry has. 
 
The second article shows us another case, but different about the security industry. 
When the armed forces of another country request military support, it is a special training 
for the armed forces. Because when they receive new staff, because they need to learn how 
to use it. 
 
The third article shows us the growth of women and the importance of women in the 
security industry. 
Women have achieved a very important and decisive role in the security industry 
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7.Conclusion and recommendations 
 
These articles have served as an example of how it is projected and the meaning of the 
security industry. It also shows us how risky this industry can be if you don't receive the 
right training. to be able to perform and capture your skills acquired during your 
preparation and training. In recent years we have witnessed the growth of female staff in 
the security industry and over the next few years we continue to grow and the 
opportunities that this will bring. 
With all this I can say Thank you very much because with all the knowledge acquired during 
this term, he learned how to evaluate myself and also detect my fears and recognize my 
strengths in order to use the best ways. 
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