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This report will be based on my academic and employability skills, which I explain the definition of communication skills, time management and teamwork; how I use each skill in my workplace and academically 
I did a SWOT analysis, where I explain my strengths and weaknesses, opportunities and threats. Below is plagiarism: what is it? And how to avoid it? 
At the end, I make a DPD with the skills that I must improve. 
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The fundamental process in learning is to know ourselves academically and thoroughly. Skills are those that give us the ability to interact with different people in a given social context and in a socially accepted or valued and personally beneficial way. The SWOT scheme presented below, show my positive and negative aspects. These four aspects will have an impact both on personal and professional development. 



[bookmark: _Toc39609953]Skills definition and why it is needed academic and employability  

A skill is something you learn or something you are naturally good at that you can use in the workplace.
to be successful person at work we all need to have hard and soft skills; Hard skills include the specific knowledge and abilities required for a good job, for example we must know how to use specific machines, software or another tool. Some of the hard skills such as Bilingual or multilingual, Adobe software suite, Network security, statistical analysis. etc. 

Soft skills are personal attributes that shows how you can work or interact with others; these skills are essential for your success in the workplace and your personal life.
Communication the ability we have to relate and make ourselves understood by other people, which is necessary to be in the same tune with the environment, either this though verbal communication is simply sending a message through a spoken language or nonverbal communication relies upon the interpretation of facial expressions, body language and gesture. 

[bookmark: _Toc39609954]Communication is the way where we can express our feeling, ideas and share information to others, for example, in the workplace we as employees have to communicate with our colleagues to have a successful job. At the same time, a good bond and communication within the team provides more motivation. so, tasks can be distributed more accurately, and it is possible to offer a good service 

Through communication we express, dialogues between students and teachers, in order to reach the knowledge and develop skills throughout our learning, so at the end we can use them to complete our objectives set out in our studies or careers.

The communication is relevant so the teachers can send the desired message to the student and in this way the learning is optimized resulting in a correct information the same that in the long and short term will serve to train us academically, also it is possible to obtain better resources thanks to the communication that is had with the peers which can serve as a support when not understanding something or as a means of discussing certain academic topics; so it can be concluded that thanks to proper communication, learning is acquired more easily and correctly. 

[bookmark: _Toc39609955]Time management is the process through which, you distribute your available time in tasks that you must perform, in an efficient way, improving with it. your productivity and quality of life. Time management is growing in interest in our times for the active life we have. Every day we have more obligations and complications in our daily lives that force us to manage our time better. 
Although we cannot manage time like how we do with money, because time flows with non-stop. However, time management is something everyone will have to deal with no matter the task or job. 

It is necessary to know how to manage time if we want to be efficient and productive in our working life and feel energetic and happy in the personal, something that increases our quality of life. for example, At work I will try to do my duties based on importance, urgency and encourage them to complete tasks with the highest priority first, this will allow me to have more time available for focusing on my things, As employee I have to be punctual because it’s a point in my favour, as I said before time is money, if I am late the company reduce my salary.  The better I manage my time at work, more productive I am, which means I do not have to stay late to get everything done on time. also means I will leave early. 

I think time is the most important thing in everyone’s life, that's why time management skills help us as students to do our studies effectively, complete all our assignments on time, for example, in my case I like to do a plan a schedule, which help me to complete my tasks and  activities, otherwise I will rush myself and stay up late to complete my assignments. I am always wishing there was more time in the day, but this is not possible, so I try to keep a detailed schedule, so I know where my time is going.  Manage my time allows me as student to become more organized, confident and learn more about my career. 

As I said above I like to do a list, a schedule, so I can see and think what are my prioritises, for example, A day before I list the most important tasks, so, I know what I have to do during my day. If I must go somewhere, I use to check the bus control, I make sure to leave an hour before, so I am on time to any destination.  When I must study for an exam or something, usually I take my notebook to read on the bus. 

[bookmark: _Toc39609956]Teamwork  basically consists of the completion of a specific task by a group of people who, in turn, make up a teamwork. For this task to be carried out completely properly, the union and blending of each component of the group is paramount. Teamwork involves bringing together several personalities to carry out a project or goal. 

Communication and shared information are basic, because working as a team requires collaboration, mutual recognition and fellowship at work especially when we are at the workplace, for example, In my workplace everyone have the same goals because we are looking for the customer satisfaction, to have effective and efficient work we have to support each, to have a better work environment, a greater sense of collegiality, and improve performance, at work we always say the “whole is greater than the sum of its parts”. 

For the subject of Digital skills, we did a group job in which we had to make a presentation and an essay, in my case, we are four people in the group, it took us a while to complete it since unfortunately our leader did not know how to direct us, which made us have a problem, we were able to solve it by talking to a teacher of another subject , then they chose me as group leader, I tried to get all the members of the group to give their personal opinion, we split the work so that we could finish it in time.
I as leader of the group asked my classmates to share their ideas, their thoughts, the doubts, so we did a feedback to fix our work. Working together helps everybody, for example, working as a team allows us to optimize and streamline the work so we must listen to what others have to say, whether it seems like a good idea or bad.
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	Strengths 
	Weaknesses

	Strengths  It is something personal that stand out positively to the people, the strengths of a person are those things that we are good at, for example, I consider that I have a good level of relationship with people, which means that I am friendly, which allows me to have more friends, to get help more easily. I think that I am lucky to speak two languages which are Spanish and English, which allows me to have a better job opportunity. I am a very positive person, what I always say when something goes wrong is “things always happen for a reason” I like to be an organized person, which allows me to know what I must do during the day. I like to learn from experiences or maybe mistakes that I had in the past, so I won’t repeat them. Also, I consider myself a very responsible person since I had to mature at an early age, that favoured me because now I can do everything by myself but with responsibility. 

	Weaknesses are skills that prevent us from improving as a person, I think we must consider the aspects that most fail us. One of my biggest weaknesses that I have is distraction in other activities, I constantly carry out activities that I don't necessarily have to do. Another of my weaknesses is that I generally lose attention in what I do by thinking about different activities that I would like to do. 
When I'm doing something now, I’d focus on it and lose track of time, so I’ve had to try to be more balanced and manager my time better. That's why I decided to make a list because helped me become more efficient. 


	Opportunities 
	Threats 

	Obtaining a professional title would give another boost to my professional career allowing me to opt for a higher income. By opting for higher income, my level of consumption and wellbeing would be higher, which leads to an improvement in the quality life.
	Threats are external elements that we cannot control, for example, going through an illness or accident; any event unfortunately would affect my health and I would not be able to continue with my future plans, which would also affect my career and I wouldn't be able to obtain the professional title.





[bookmark: _Toc39609958]Plagiarism 
Is when people use someone else’s work, ideas, or words as if they were their own, without explicitly crediting where the information came from. In different words, plagiarism is an act of fraud. It involves both stealing someone else’s work and lying about it later. 
It is necessary to avoid because is equivalent to refusing to think for ourselves; because that is an attitude that delays the progress of knowledge. We can avoid it by quoting the phrase directly from the original and referencing the authority. 
· Paraphrasing; it is to use someone ideas, but using them as if they were their own, so you can show your understanding. The three techniques used to paraphrase are using synonyms, changing word class and changing word order.
· Summarising; it is and important skill, which help us as student to extract the most important points from the text. 
Presentation skill are a set of skills that allows an individual to interact with the audience; covey messages clearly, engage the audience in the presentation. I should improve this skill because personally I am shy, I get nervous and in front of a group even more. 

To start I would like to finish my studies, graduate and have a degree, obviously to be able to realize my dreams I must study and dedicate one hundred percent to university. I would like to be a flight attendant, that has always been my dream but first I want to finish my career, which will allow me to have a better future. But I must have patience to achieve my goal.
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	Skills 
	What I do 
	How to improve 

	Decision making 
	I always ask for help to decide. 
	To improve this skill, I think I should be clear about what I want to achieve.

	Understanding 
	Sometimes I get distracted because I don’t understand what the people is saying.
	I have to pay more attention and I think I need to improve my English language. 

	Patience 
	I don’t have patience, I get stressed, I lost control of the thing, I don’t like when someone or something make me wait. 
	To improve this skill I have to detect what makes me lose my patience, know that I don’t have control of everything. 
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It is of great importance that through academic training we consider the labour skills and competences that are presented, since these are changing with respect to the demands of companies that request a public accountant 
Of the skills mentioned some of them we develop less, in my case it is time management, which causes me to have problems with the rest, and if something goes wrong, the only thing I could do is take responsibility for my actions. 
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