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1.SUMMARY

This report presents an analysis of my progress in relation to Academic and
Employability Skills, my method included reflecting or in class exercises articles
relating to my future employment area and relevant literature.

2.INTRODUCTION

This report reviews ideas of my own Academic and Employability Skills, that includes
skills that | have learned, and | will have to apply in my future career to develop a
great work.

| am going to mention some types of skills below:

Adaptive skills (Ad) are the attitudes or interactions that governs you and determine
how you manage yourself.

Academic skills (Ac) helps you to develop a solid habit of study therefore will help
you in your future or current career.

One of the skills you can develop while you study is (T.M) time management.
[ransferrable skills (T) are skills that can be used into your workplace and are skills
that you develop and progress while you study and work.

Problem solving is an example of transferrable skill.

Job related skills are skills that you have gained through practice, for example if you
have an interview in a coffee shop and you know how to do different types of coffee,
they might recognize your potential.

3.METHODOLOGY

-My report methodology includes looking at our week by week module, in class
exercises such paraphrasing, summarising, sentence structure exercise,
referencing.

-In class techniques such a SWOT analysis, Eisenhower method, Personal
development plan.

4.RESULTS OR FINDINGS

My findings include all the topics mentioned above such a SWOT analysis,
paraphrasing, personal development plan and many more, which will be represented
below as clearly as possible.

4.1 SWOT ANALYSIS

The SWOT analysis is a tool used to help us to organize and identify our strengths,
weaknesses, opportunities and threats for business or project planning.
As you can see below there is a table where | represent my own understanding.



STRENGTHS

e Can work under pressure

o Deal with problems and find out a
solution

e Punctual

WEAKNESSES

Do not have control managing in time
Get stressed very easily
Have not been studying for the past 3

years so it might be hard to get focus

OPPORTUNITIES
e Gain knowledge about formal writing
skills.
e Location is close to home and
workplace, so give me the facility to
arrive on time

THREATS
Language
Study and work at the same time

In appendix 1.,there is a scan of SWOT analysis exercise.

4.2 EISENHOWER METHOD

The Eisenhower method is used as a tool which help us to figure out our priorities
and organize the order of our duties from urgent, not urgent, important and not

important.

Here you can see a table representing my own understanding.

I
M
P
O o Get prepared o Buy food for a week
R for an interview e buy a laptop
T « Gotoan
A appointment at
N Guys Hospital
T
N
O
T e Looking for o Watch Netflix
I another job o Go out with friends
M e« Cook e Gotothe gym
P e Cleanthe
O house
R
T
A
N
T
URGENT NOT URGENT

In appendix 2., there is a scan of The Eisenhower Method exercise.




4.3 SUMMARISING

Summarising is a technique that is used to take out main ideas of a text (or any other
such an article, passage, lecture) in our own words but in a shorter paragraph
without changing information.

Here you can see an example of my own understanding.

Passage:

University professors, who have often worked in the same institution for years and
years, are experts in their field of interest and study and will probably have written
many books.

Summarised:
Experts lecturers that have been many years in same workplace might have written
books.

In appendix 3., there is a summarising exercise.

4.4 PARAPHRASING

Paraphrasing is a tool that help us to interpret ideas of another people in our own
words.

This tool makes us easy to write reports and essays in the university or at
workplace.

Here you can appreciate a piece of my own understanding.

Passage:

Chocolate has always been considered an affordable little luxury, associated with
romance and celebrations. Therefore in 2001, revelation 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.

Paraphrasing by me:

Chocolate has been considered a delicious snack related to sentimental stuff and
events. In 2001 in a place called Ivory Coast a report says that the production of
cocoa involved kids to slave labour in a several ways shocked to the companies of
chocolate, the governments and people who consume this were not agree.

The legislation of USA approved this standard to prove that companies produce with
not forced labour to label their chocolate “slave-labour free”.

The industry of chocolate did a protocol where they were agreed to give 4 years to
limit abusive practises to the producers of chocolate.

In appendix 4., there is a paraphrasing exercise scan.



4.5 ARTICLES
Here you can see a paragraph from a chapter of a book.
Kusluvan, S. (2003)

Perceptions and Attitudes of Tourism Students towards Working in the
Tourism Industry

It must be acknowledged that this study is concerned with general attitudes towards
working in the tourism industry. Yet there may be a difference between general attitudes
towards the tourism industry and its specific sub-sectors like the accommodation industry.
However, it should also be underlined that as mentioned above, the majority of the students
surveyed in this study had work expenences in different departments of the hotel mdustry like
front office, food and beverage, and accountancy-human resources. So it is likely that they
have had the hotel industry as the reference point for evaluating working in the tourism
industry. Atitudes of undergraduate tourism students towards different dimensions of
working in the tounsm'hospitality industry are summarised in percentage and median
estimates in Table 5.2. Attitudes towards each dimension is discussed below.,

Here you can see a journal about Tourism management.
Mckercher, B. (2009, 325-335)
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Knowledge transfer and management in tourism
organisations: An emerging research agenda
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Abstract

This paper reviews current research on knowledge management and knowledge
transfer ins the context of innovations, Specific attention is focussed on the
integration of managemnent perspectives into tourism research. The paper explores
some of the key mechanisms and conduits of kmowledge transfer within tourism. In
doing so it explores such concepts as interlocking directorships, communities of
practice, leamning regions and labour mobility. There is also an emerging research
agends on knondedge management within tousism but progress is variable with
most research being within the hotel sector, where 2 range of recent studies have
examined aspects of knowledge transfer. The paper also draws attention to the need
to give closer attention to the nature of innovations within tourism and to consider
these in 3 knowledge management framework.
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Here you can see a newspaper article
Barron, D (2019) “hospitality sector needs to check in to green practices”. The Irish Times.

I'T wNews SPORT BUSINESS OPINION LIFE&STYLE CULTURE  MORE

Sustainable tourism is a big buzzword globally, as the backlash to years of
excess begins. Yet what is the Irish hospitality and tourism sector doing to

ensure tourism on the Emerald Isle is as green as possible?

“The safeguarding and successful growth of Ireland’s tourism sector calls for a

OO0

sustainable and balanced approach,” according to Orla Carroll, director of

product development at Fiilte Ireland.

As the National Development Authority for tourism in Ireland, Fiilte Ireland
ensures that all its tourism strategies and initiatives are planned, developed
and managed in a sustainable way, using the VICE (visitor, industry,

community environment) model, Carroll says.

Yet efforts by Ireland's hospitality industry to date have been mixed. Maurice
Bergin of GreenHospitality.ie and GreenTravel.ie has been working in the
sustainable side of hospitality since 2001.

“Back then, the environment impact was not part of our DNA within tourism
- we weren't seeing any attention being paid to it,” he notes. Yet Bergin

believes it should be front and centre of any tourism strategy or approach.

“The reality is that most of the holidaymakers that come to Ireland do so
because of the pristine environment.”

Some vears back. Bergin attempted to benchmark Irish hotels against their

4.6 HARVARD REFERENCING WORKSHOP
Here you can see an example of referencing in a book:

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

In reference list: Neville, C (2010) The complete Guide to Referencing and avoiding
plagiarism, open university press, Maidenhead.

In appendix 5 there is a Harvard referencing exercise scan.



4.7 PERSONAL DEVELOPMENT PLAN

Short-Term Time [Mid- Term Time Long- Term Time Frame
Frame Frame What do | want to accomplish in the
What do | wantto |What do | want to next two to three years?
accomplish in the jaccomplish in the
next three to six  jnext six to two
months? ears?
Section 1- [ want to | want to accomplish || want to accomplish to be an
My goals [accomplish to writejmy managing time |International Tourism Management
What are  [an assignment
my overall |without any
goals that | [problem
want to
accomplish
in this time
period?
Section2- [ need toimprove | need to improve the || Need to be focus and develop an
Skills and my writing skills  |managing time academic and employability skills
Knowledge
to be
learned
Section3- [lam goingtodo [l am going to achieve || am going to acquire this skill by
Next this by practising this skill by making [studying during | these years
Steps exercises in class |priorities
Section4- | need free time | need to learn how to || need to be focus and acquire
Resources jand a loan that do essay with no study habits
What allow me to pay theproblem and
resources [career do research
do | need?
Section 5- [Oct-2019 to oct- |March 2020- March  [Oct 2019 to oct-2022
Time 2020 2022
schedule [1 year Between 6 to 2 years 3 years

5. DISCUSSION
As | mentioned in my findings earlier, | am going to explain each topic more

detailed.

As my findings show in the SWOT analysis | can work under pressure, deal with
problems and find out a solution and | am a person very punctual, the qualities

mentioned above are my strengths.

As a human | also have weaknesses that are the following; | don’t have a good time
management, also | get stressed very easily and is hard to me to get focus because |
have not been studying for the past three years so | lost study habits.

My opportunities of study again are that | will gain knowledge about formal writing
skills and the location of the institution is close to my home and workplace.

Finally, my SWOT analysis helped me to identify my threats that are the language
because English is not my first language and study and work at the same time.



In my findings | also mentioned the Eisenhower Method that helped me to manage
my time and identify priorities.

Now | know how to order duties by organising them from important, not important,
urgent and not urgent.
| acquire the skill of summarising that consist in find the main ideas of the text and
write them in a shorter paragraph. This tool helps me to understand the main idea of
a text.

I learned to do paraphrasing by taking only the important information, changing
verbs into nouns, adverbs into adjective, breaking long sentences into smaller parts
but without changing the information.

This is a tool that helps me to write ideas of another person in my own words.
Paraphrasing is useful to do essays.

As you can see in my findings, | found 3 articles.

The first article is from a passage of a book that speaks of general attitudes that
approach work in the tourism industry.

The students that were questioned, the majority answered that have had experience
working in the hotel industry, for example working in a food and beverage that is like
a reference in favour for evaluate them in the tourism industry.

This research (Kusluvan, S 2003) shows that if want to have an approach to work in
the tourism industry | need to have had experience working in a hotel industry to
have more points in favour and this applies to me because | have experience
working in restaurants.

The second article that | found (McKercher, B. 2009) speaks about a research of the
current knowledge of management and knowledge transfer that is focused in the
integration of management perspective into tourism research.

In this journal are some keys of knowledge that were explored, and that mechanism
are labour mobility and learning regions.

Also exist a study that shows the knowledge management in the industry of tourisms
progress is variable specially in the hotel sector, finally the innovation in the industry
of tourism is considered as a knowledge management framework.

This journal gives evidences that do research in the industry of tourism is critical to
advancing and innovating of the tourism. This is another good point in favour to me
because researching will be professional useful in this field.

the third article is from IT News (Irish Times).

Barron, D. (2019) says that most travellers that go to Emerald Isle if for the pristine
environment but people on charge of sustain the place as green as possible are not
doing anything lately so Bergin believes that he has to stay in front of this case and
take the charge.

In this article give a suggestion about take care the environment what is critical to
maintaining the tourism sector. Their culture and respect for nature makes me think
about changing climatic and tourism are intertwined, and it is important to maintain
the industry of tourism growing. | am a person who love travel and know cultures so
this will be professional useful.

As | show before in my finding the Harvard referencing workshop is a tool that
helps to write a reference in a right form when doing researches and putting the
links.

Finally, | mentioned the Personal Development Plan where | shows my goals and
skills that I would like to acquire in a determinate time.

10



The first section in a term of 6 months, the goals are that | want to accomplish is to
write an assignment without any problem, in a term of 6 to 2 years, learn to
managing my own time and after 3 years became an international tourism
management.

In the second section there are some skills that | want to accomplish in a term of 6
months such writing skills, in a term of 6 months to 2 years | want to know how to
control the stress and in the period of 2 0 3 years | want to be focus and develop
an academic and employability skills.

In the third section | explain how | am going to acquire the skills and knowledge.

| am going to do it by practising exercises in class, by making priorities and studying
during these years.

What | will need in the next section is free time and a loan from the government of
United Kingdom, | need to learn how to do essays and research and be focus and
acquire study habits.

The time schedule to do all this thing are maximum 4 years.

6. CONCLUSION

In conclusion all the topics that | mentioned above helps me to understand and how
to put into practise each tool, all the topics were interested but ones of the tools that |
recommend more is the Eisenhower and SWOT Analysis because these help us to
know the priorities therefore will be easier to get focus.
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“ R Academic ond Employabliity Skilis - 8MSWA001
»Y (ondam Term 1

clasy covoine L Paraphiaviog 100 2017}
stucent Name: 2o Yiedeba layondrisnemo: 44906220
Time JHOCITO: 1 MOUL. PACSE Fetav pou pager 10 (A RLlarer Kpos COrEAeron, X sk be retsered

€0 you @F The Beat Asion You Wi Bred to inchde @ sceeend CODY of 1EX xeraise it the form of o0
OEnein together weh you Yok T (oot of the Axndnmot for ths maduv)

£x 1 Wnite 3 paraphesie of the folowing possage.

Chocolate has 3hways been contaered a0 altodable ikt e lunwry, avaocates wath romonce and
celebrations. Therclore in 2001, reve 31003 thal tha production of coiol I Ty Coast invdives
S sl Ll s dreply shocked chocolole corr 20 €3, COMEAE’S Ind EOWTAm ANt #lhe. The USA
Dassed IR S1a1hn Mmandating INT stardatis be (rested to penmet cNpINIes whD could prove tha
thaw chocolate won prod u2ed withou® furied aligur 1o Libe! their chocobite “dave. anoul free” The

horoate industry 3RrCCt to an itermabonal prolocol e would @ve <hotoate producss fout
yean 10 Fmt abumve practoes.

R Vol ) Caudt “c o dvpd el

L 20CA B place Crlled \snry Leogh o xepald i

— \d_..ha.-‘ 3 e _pooducliag  £NC O Ol KidS
Loe. MMML&‘

/ LLnipanils of choselate 4 he gesscoaentc ass

{ LR ke (oDSluafl  PIUS weciocoaf  agte

1";‘«.4-" wlathon eSS lus_s.LﬁuJar'J:..“’O frev
- O ST th:LLw Alata R _u.h:_nf.i_(-otu;
—Corour da Xabel dbeis,' desclase M gia =

/ Sl katy wccE el Lo i 4 gecrs o
J . POLTT A P -

alsrye prochces do_tud’ wr.

o reb s -

: e =R
Lectuter’s comments: s ,a__’_._Ld_.ﬁ/,(..o' 4 7
R B [ ik jnw'

15



Appendix 5.

16



@ ) Agdadix Brecdo Hecnance?
b

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:(Neville , 20 \O)

. : +o
In reference list: QQ\,\\M_/C CQ_Q\Q) +he Comp/&/t‘/ swo/C
YQ,FQYPJACXMZ, aud auoio/éulj/ p/a;lo.rkm , Openr
\L«‘.wvg,',ls’ press Maxld@uLquol‘

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 P A =

Book: English. .
Publishedf.os Angeles, Calif. ; Londonm 2007

mtem(“\'g;ﬁ;;*“ﬁ‘i 2009 )- / [

In reference list: 4 ' (2Q03 4(0(&4(7of0/’#”/e W"“}‘é
W, S _(ad-) . Loy /’n‘?,/n,, C/vt([r‘ LOJQA\\qu'Q

/}w‘bfp(?—o°7)‘(\of4;50\v;‘4'w Lea v, . e Ua o ) e S Cod
Aty St Fo Dystomt Shden 2 5Lasl Mfﬂiﬁ S: )

Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Jo o
1139_1156? 4 urnal of Criminology volume 53 Issue 6 (2013):

In text: (MU‘(Q\m’, 2043, AM34- 1456)

In reference list: Hu\ca‘.ﬂ-L C’LOB> iy Jevinal (}e C‘““""'"‘Ol‘ﬁ‘/“
53/€, 139 - 1156,

' Putting, g Dejendark - - -

Wy do we sull madu - 7 Brithh Jowaros o

Uohnhn a3 BT Tpp A -1

Appendix 6.



Personal Development Plan
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