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Introduction


In my report, I will try to expand on the various topics, which during this first period we have been exploring in classes, through exercises, homework and more. I hope to put into practice my future work.  The relationship between academic skills and employability skills is very close, on the one hand employability. For employers it is very important, skills like interpersonal relationships without neglecting communication skills. On the other hand, the academic skills that we develop gradually are based on our academic needs or in our area of study, in both cases these skills will be linked to a Development among us.  In recent years, academic and employability skills have taken a very important turn, technology has gradually displaced humans, made us look, new skills which we lacked.



My Methodology
The methodology of my report is based on the work that we have done during the first term, week by week we have cleared many little inventions, acquiring new academic skills or skills for the work. 
Below, I will briefly list what I will develop most.

· Personal and professional development, Identifying skills.
· Time management and Employability skills.
-Eisenhower Method 
-Paraphrasing and exercise
· Referencing
-Plagiarism
-Summarising.

The discussion of the aforementioned topics will be based on the development that our weekly speaker Tim Hopkins has enlightened us and helped us develop. Acquire knowledge through class exercises, homework, dissecorating our doubts.
About the 3 articles that I mention below in findings, they are articles that are related to my long-term future once my preparation period ends, they are related to each other in the area of hotel business administration, but it should be emphasized, that within This also attracts attention related to the environment and the integration of disabled people with access problems. All three articles have been extracted from various sources.

FINDINGS: 
Swot Analysis

The SWOT analysis is a general evaluation of our strengths and weaknesses that are intertwined with our internal and external environment.
This helps us recognize the points where we are stronger and weaker, just as it helps us recognize where we should strengthen our bases.

Example:
		Strengths				Opportunities
Digital skills					Interaction interpersonal
High motivation				Teamworking
IT skills						Gaining confidence	
Good memory					Family  supportSWOT 
ANALYSIS


				

	Weaknesses					Threats
Technical Knowledge				Few skills with English 
Lack of time						Lost trust
Lack of organization 				Limited time 
Lack of creative					Academic skills

Time management
Eisenhower method

This method was created by Dwight Eisenhower one of the presidents of the United States, through this method stood out during his life for his level of productivity.
This method is designed to:
- Urgent and important (tasks you will do immediately)
- Important, but not urgent (tasks you can do later)
- Urgent, but not important (tasks you can delegate to someone else)
- Neither urgent nor important (tasks that you can eliminate)
Example:

		            URGENT				                     NOT URGENTI
M
P
O
R
T
A
N
T


N
O
T

I
M
P
O
R
T
A
N
T

                Pay my bills.			   Call my friends
	    Renew driving license		   Clean house
	    Buy gift for Christmas 		   Go to the bank             
	   Go to GP			      Planning summer holidays
		

	      Buy food 				Watch tv.
	      Wash cloths 			Spend time outside.
	      Send money 			Use my telephone for games      

Academic writing
Paraphrasing
It consists of extracting the most important ideas from a text or paragraph and expressing them in a simpler way without losing the main idea. Under the same communication code.
Example:
“The council cut funding so we could not provide free parking.”
My paraphrasing:
Because of funding was cut for the council we could not provide free parking.

Summarising
It is the action of synthesizing in a few words a text in a clear and concise way. 
Example:
“Of course, from the student’s perspective university can be a very rewarding and enjoyable experience. The lecturers can be entertaining and enjoyable, the learning should be interesting, and the social side can be fun in the short term (while you are at university) and useful in the longer term ( as you meet other people who will become friends for life)”
(Morgan, 2017) 


My summarising: 

The enjoyable experience of the students in the university is related to the teaching methods of the lecturers.

Personal Development Plan
It is a plan that will help you achieve your goals in the short and long term, to help you achieve success, you must be honest with yourself. What you crave and what really interests you.

Example

	 
	Short-Term Time Frame 
 
 
 
	Mid-Term Time Frame 
	Long-Term Time Frame 

	Section 1 – My Goals 
	· Move to new home 
· Write the reports 
· Complete my training 

	· Improve my English
· Improve my grammar
· Spend more time for me 

	· Became a professional
· Buy a car
· Change my job 

	Section 2 – Skills and Knowledge to be Learned 
	· Academic skills
-Time management
-Improve grammar
-Improve reading 

	· Finish my second term successfully
· Spend more time reading 

	· Improve my self 
· Be a example for my sons

	Section 3 – Next Step 
	· Try to training more hours
· Don’t waste my time 
 
	· Use more apps in English
· Listen TV in English 

	· Teach English to my family.
· Have my own Hotel


	Section 4- Resources
	· 2 week holidays
· Review my salary
	· Days off
· Change my Rota
	· End of my project.

	Section 5- Time Schedule
	· Work part time.
	· Work part time.
	· Work full time

	When will I start?
	· Sept. 2019
	· Oct. 2020
	· Oct. 2022

	Section 6 – Completion 
	
	
	



Research:

Next I will highlight 3 articles that are linked to my future professional career, in my long-term future I would like to dedicate myself to hotel management, one of the important keys for this will be my higher education, I will take advantage of managing 2 languages, I would like to have the opportunity to manage a hotel in the beautiful areas of South America, the land that saw me born, having so much natural beauty I am sure it will not be a job but a pleasure.

My first article, I get so excited to read it because I felt identified with Hayley Mundy, a hotel manager in Essex.

A working life: the hotel manager
(Tims, A. 2012)

[image: ]
One of the things that I can appreciate in this article is the passion that is in his work, something that every morning drives you to stand up because you like what you do, next to a magnificent team.
It does not matter if you have to get your hands dirty on things that are not on your work list, it is the important thing to know how to work in a team either from the comfort of a desk or to clean the corners.

My second article is related to my professional career but has a personal approach as well.



Hotels failing disabled guests, finds survey
(Dinkovski, N. 2014)	
[image: ][image: ]
One of the main problems that currently stands out in the hotel administration is the access to disabled people, because the hotels are not adapted enough not only for the main entrance for the disabled, but that within the same rooms we have great problems of mobility. 
I would like to be able to work inside the hotel in this area in particular, to help improve your experience within perfectly adapted facilities and for everyone to enjoy without exception. That the client is a person with a disability or cannot enjoy comfortable entrance to the pool, bar or sauna.
My third article is related to what I am really passionate about the environment and hotel management. I identify myself as a person committed to the environment and social and integration causes that is why the choice of these 3 articles.

“Turismo sostenible una oportunidad para la Amazonia”
"Sustainable tourism an opportunity for the Amazon"
(N.A. 2018)
 [image: ][image: ]
Around the world, one of the topics that most attracts attention is environmental care, in the lungs of the world, as the Amazon is also known worldwide, it should be noted that other tribes live. This article highlights the fact that 5 important countries in South America as mentioned have the opportunity to link tourism and the environment, in terms of tourism, there are several hotels that work in the Amazon area and have always been able to take advantage of the area trying to respect the ecosystem, work is hard is not easy, taking into account the laws of each country.



DISCUSSION:


Just as important as what I have discussed before, I would like to comment a few more.
I think that I had not taken the subject of skills so seriously before, but until I began studying them in this term, discovering my abilities in which I have my greatest strength and in which I have my greatest weakness. It was also helpful to know how to interpret the kind of skills that can be for example
Adaptive skills, Academic skills, transferable skills or Employability,
All very important but the academics and employability has caught my attention. Why? The first has helped me to understand my other subjects in this term and the second, I see myself in the future in front of my job interviews, taking them from another more professional perspective.

As for time management, through very effective methods such as Eisenhower's, diaries, lists and various techniques that I have been introducing in my day to day, it has allowed me to put my ideas in order and give priorities to the things that are really important , to help me achieve my objectives and goals in the short and long term. Avoiding me so you wasted my time on things that I didn't really consider it that way before.
Including small tips when taking notes, abbreviations or symbols that we sometimes consider outdated but are very helpful, when taking notes as quickly as possible in classes or when working in groups. 

Paraphrasing is a form that helps me to carry out research work like this report. Learn to read cautiously and capture with main ideas and in my own words in my research papers.
On the other hand we have what is the summary of texts is something that even in our day to day we do by transmitting for example a story we hear or a book we read and we do not feel like telling the whole story. Both are very close but at the same time very different. It helps me avoid another issue that we have also studied plagiarism.
A very controversial issue while embarrassing, imagine that we can be accused of plagiarism for the fact of not doing a research work and good paraphrasing and summarizing.
In terms of the report, I feel much more confident when writing it, trying to maintain an adequate structure and order of my ideas with a practical coherence throughout the report.

My 3 articles mentioned in the Finding, they caught my attention, they are related to the areas that I would like to explore in the future, hotel management is something that I wanted to study several years ago but for personal issues I could not materialize, within that same approach can underdevelop other small areas, such as helping hotel management have within its goals, not improving but absolute priority in improving areas of access and recreation to most of the hotel to people with mobility problems, Nowadays, under my personal experience, hotels lack the minimum access for these people who are not second class people, they are human beings with real needs, but not only their families that accompany them as well.
Hotel management from the point of environment, in areas of biodiversity as mentioned in my third article. If we knew how to manage our natural resources in an appropriate way, we would save so many dislikes. I would like to work, in an area that will compile all these ideals, my ideals, because when you work for your ideals it is not a job, it is pleasure.

CONCLUSIONS:

In conclusion of my report after the aforementioned, I feel very happy to have been able to write this portfolio, because it has helped me to reinforce my knowledge and techniques, in addition to awakening new concerns about other issues that I have been finding in my way of investigation. It has been very important during this first term to have received all these keys that will connect me with my second term, these bases will be the ones that help me to work in a team without wasting my time and to be able to develop reports and presentations with more personal security trying to avoid problems Very serious such as plagiarism.
In addition to acquiring new tools, practice and development help to expand our vocabulary level leaving aside a basic level to be able to transmit it on a slightly more professional level. Although that is only the beginning, it is good to have a good knowledge base like the ones explained above in my discussion.
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Hoteliers have been urged to do more
for the disabled after a survey found
that only one in 10 hotel bedrooms
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According to the survey by online training
company AccessChamp, hoteliers are falling
short when it comes to providing great customer
service to disabled guests. It claimed that the
industry is overlooking the £2bn stay away from
home market for disabled people, as valued by
Visitengland in 2010.

The research, conducted with 276 members of
Disabled Motoring UK in 2013, revealed that 60.4
percent of disabled guests found bathroom
facilities in hotel rooms as just ‘oK’ or ‘poor".

Meanwhile, 52 percent said the same about the
room facilities, while 59.8 percent offered the
same response about the location of their room
in relation to the reception.

Service shortfall

Arnold Fewell, report author and managing
director of AccessChamp, said hotels were a long
way from providing an outstanding service to
this valuable marke.

He explained: “Every day in the UK, 25 percent of
the population deals with a disability, either as a

disabled person or as a carer. Surely, in this day

and age, disabled people should receive the
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Turismo sostenible, una oportunidad
para la Amazonia

), 2018

El turismo sostenible aparece como
una oportunidad para fortalecer el
desarrollo de la Amazonia y
favorecer la conservacion del bioma
en esa region, concluyeron hoy
expertos de seis paises reunidos en
Medellin.

"Hemos identificado que uno de los
sectores estratégicos para la
conservaci6n del bioma amazénico es el
turismo, particularmente el de naturaleza.
Paises como Brasil, Perd, Bolivia,
Ecuador y Colombia tienen experiencias
muy importantes en esta direccién”, dijo a
Efe el coordinador regional del proyecto
IAPA, José Antonio Gomez.

Goémez, del programa de Integracion de las
Areas Protegidas del Bioma Amazénico
(IAPA), indico que el propésito es
"armonizar las agendas” de los paises para
ver al turismo como una "oportunidad" para
el desarrollo de la Amazonia y para la
conservacion de las areas protegidas.
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El turismo es un motor de desarrollo
mportante que por un lado favorece la
Jonservacion y visibiliza el papel de los
»ueblos indigenas, y por el otro moviliza a
tros actores interesados en conocer estas
egiones", aseguro.

A estas conclusiones llegaron 26
epresentantes del turismo del sector
>tblico y privado de Bolivia, Brasil,
“olombia, Ecuador, Perti y Costa Rica, que
se retinen hasta este miércoles en Medellin
»ara discutir sobre el aporte de las areas
:mazénicas protegidas al cumplimiento de
os Objetivos de Desarrollo Sostenible
oDS).

A la reunién también asisten, ademas de
S6mez, expertos de la Organizacion de
\aciones Unidas para la Alimentacién y la
\Gpcltua (EAQ) B WIWE Y ONU Medio
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PERSONAL DEVELOPMENT PLAN

Whatis a Personal Development Plan (PDP)?
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Top 10 skills employers want

Commercial awareness
Communication skills

Teamwork skills

Negotiation and persuasion skills
Problem solving ability
Leadership ability

Organisational skills
Perseverance and motivation

PR NO DA ®wN R

. The ability to work under pressure
10. Confidence

Adapted from: www target.co.uk (Nov 2012)

Mid- term goals

What do you want to achieve by the end of the 1 year?

In your class? In your professional development?

How will you measure success? How will you know you have achieved your goal?

Step 2: Evaluating your current position
Think of situations where you demonstrated any of the 10 skills mentioned before.
How successful was your personal activity during the situations you are considering?

What were your strengths and weaknesses? How do you know? Give evidence of your achievement.

Step 3: Creating a plan

Deciding on a plan of action to get from here to there. G oA L

Make concrete plans:

*» Define what you need to do

** Define when and how you will do it
** Be specific about your milestones " ¥
< Plan review points L

Adapted from: http://www.youtube.com/watch?v=VLTcm63n10l
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Personal Development Plan

Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 1 - My Goals

What are my overall goals
that | want to accomplish
in this time period?

Example: become a
Student Affairs Officer;
learn computer graphics
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Section 2 - Skills and
Knowledge to be
Learned

What specifically do | need
to learn? What project do |
need to work on?

Example: Student advising;
Banner; Dreamweaver;
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manual
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Section 3 - Next Steps

How am | going to acquire
the skills and knowledge?
How am | going to do this
project?

Example: take
Dreamweaver class; do an
informational interview; set
up a project outline
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasingl.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.
a. 25% of babies are born to mothers who are adolescents.
@ One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. A quarter of adolescent mothers gives birth when their first born is two.
d. 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.
l§> The richest 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
s0on own 40% of the country's wealth.
c.  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.
(@ When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
c. 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.
c. 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.
c. 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 she\gers and prefer to live
asthey donow. =5 A m‘tc/a on The hewdpaper Thet  thn
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3. Ahyone who has ever driven through the Mojave Desert knows that one should always carry a supp\y of

T Iy pogon ilh_tpuioncdison e Myple 2l il

4. Of the 138 million acres of land that Native Americans owned in 1887, 90 mi
by whites by 1932.

n‘acres were taken away

5. A woman who was nominated by the president to head the department was quickly approved by the

board of trustees. 7[
1 : ]
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ompletion. It be returned

Time allocated: 1 hour. Please return your paper to the lecturer upon c
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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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, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
Theboss___Make g pome Chomgeo  gnoum in the office.

2) He doesn't write to, me as frequently as | wanted

|wish7pf\b/uh~e, ML _mde ,M.,cf)-/. Hrertingn, o

SR
3) We were concerned about her health.
We had some

ftem rs/ nwtd) vt hoare a2 ) -
4) You weren't careful, so you made so many mistakes. (had) (07 vt oyid trng g )
&aol Wwae Caut qu o oot mode. - so many mistake§’ :

l/ov»
5) The council cut funding so we could not provide free parkmg

Because of "'Mdh“g) woo et ut’m the Comecl ule Cuufd M# 910\/zdl. e fwz"g'

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

7) It was Mary who stole money.
He accused _# ouw
A9

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

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

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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Sales careers bring excellent earnings potential. Actual earnings may vary
widely depending on many factors including the type of position, the field,
2nd the ability to ear commissions or bonuses.

Careers in sales have potentially great wages. The actual amount / salary
7 monéy can be different and are determined by the nature of the job, the
sector and whether one can recelve / make extra money.
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receive / make extra money.
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HARVARD REFERENCING WORKSHOP (/8)

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
( ook. Englis - 2nded. ublished Maidenhead ~Open University Press 2010
- |

In textm————_

Weidtle, 2010) i
In reference list: )

N o~ £
wedlle— N, (Lo10) L (ZM_@d)'MchAwo,

O%en  uneRsiTY TEESS .

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:

(HAgiznles, 200, CBaty, 2002)
In reference list:

(HAE‘EEZM&S} 5.08007) Coltaporatiie lengniniis’y by (

HAreuves

Bary,T) ey

5Ky £ls FoR a-/olz;c/c SN T3, /of, Mﬁz/es, cal: {7 ; Lo/\,’opﬁ, ¢ SA LG
Sl e ep

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.

In text:
(MoLeany, 2013, 1130~ 1l55)
In reference list: Puthing e defen dent n thar Placey,

Holeary L. (2012 Why 2o we sTill ose Tug oocr idl ki nid.
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Equity and Efiiciency in the Workplace: New Trends in Managing Human
Rosources, Reid, Dougles: Strudler, Robert; Ryner, Sara; Dyer, Les. ILR
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Daily Telegraph (London) October 21, 2013 Monday p1
Fears ofrising bils as deal i struck for new nuclear plant. Roland Gribben

ntext:
Gaisses, 2013 )

T eference st .
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Web pages.

Typo the following words into Google: BBC news electronic retinas. Wrie a reforence
for the articie “Two blind Brilsh men have electronic retinas it

Intoxt.

Welsa (202" Tugy gty gizsw pon e eloervic wenns
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A working life: thhe hotel
IMmanager
Hayley Mundy's job as a Travelodse

manager means belng, preparoc forn
1cluding Gdd pets and lost

> 3

he management of an affordable
hotel at one of the busiest
junctions in Essex involves
singular challenges. How to
remove spray tan from lavatory seats. for
nstance? "Lemon juice.” replies Hayley
Mundy. “That's a headache — alons with
glitter spray on the bathroom walls.”





