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ABSTRACT OR SUMMARY: 
 

At this report you can see whole my knowledge and progress understanding from Academic 
and employability skills that I have learnt in these months at University of Wales Trinity Saint 
David. It includes some of the exercises that we did at class as Personal development plan, 
Summarising, Paraphrasing, Quadrant Eisenhower, Management time by day and by week, 
S.W.O.T Analysis and referencing and analysis of these. This report will help me as well to 
know where I am, what I need to improve and where I want to achieve.  

 

INTRODUCTION: 
 

This report is about Academic and Employability skills and how it can improve our lives 
professionally or personally with basic steps that we can apply to our lives, the only thing that 
we need to do is see the systems and put it in practice in any situation from our lives that 
much with the exercises. In my case I put them in practice day by day at my job for example 
management time since I know the method Quadrant Eisenhower I feel more efficient as I put 
special attention in the important things and urgent and later in the important things and not 
urgent so I do not waste time with the things that are not important or that can be delegated, 
in my life as wellbeing organiser and getting better result to have more time for do more 
things.  

 

METHODOLOGY: 
 

For this report I used the methodology of being hundred per cent at class it means that when I 
am in class, I just pay attention to the class. it what so important for me the things that are 
being teaching by the lecturer. Another method I used was to put in practice every method 
that was showed me in class in the real life, so it helps me to understand how important each 
method for my job and for my life is. Third Method I used to be to make a list of the thing that I 
needed for do this report and later to create and spider diagram fourth step was take time 
visualize the report before to do it. 

 

 

 

 

 

 

 



RESULTS OR FINDINGS: 
 

Let´s talk about whole methods learnt at class, Personal Development plan, Sentence 
Structure, S.W.O.T Analysis, Paraphrasing, Referencing, Quadrant Eisenhower, Management 
Time and Summarising  

 

1. PERSONAL DEVELOPMENT PLAN:  
 

Is a plan that will help you to achieve to your targets showing you your strength and your 
weakness to later pay attention in what you need to improve.  

Objectives are put in place based on the areas you’d like to improve on, and the plan consists 
of your own personalised actions that will help you to achieve them. 

 

According (UWTSD,s.f.) “Personal Development Plan enables individuals to take charge of their 
own learning. Learning becomes a proactive as well as reactive process, designed and 
prioritised to support immediate development needs as well as longer term ambitions”. 

 

A personal Development Plan (PDP) enables you to identify key areas of learning and 
development activity that will enable you to either acquire new or develop existing skills and 
behavioural attributes for the following purpose.  

 

2. SENTENCE STRUCTURE: 
 

This is other of the method that we have learnt it help us to understand every part of the 
sentences how the subject, the verb, substantive, adjectives and adverbs can be allocate in 
English for express the properly information, so it will help us at the time of Paraphrasing.  

We can find 4 types of sentence structure  

SIMPLE: 
This is the minimum part of the sentence According to (English club, 1997) consists of one 
independent clause. (An independent clause contains a subject and verb and expresses a 
complete thought.) 

Example: I like coffee. 

COMPOUND: 
As his name say it is compound for another sentence according (English Club, 1997) is two (or 
more) independent clauses joined by a conjunction or semi-colon. Each of these clauses could 
form a sentence alone. 

Example: I like coffee and Mary likes tea. 



COMPLEX: 
Is composed by an independent Clause plus a dependent clause according (English Club, 1997) 
a complex sentence consists of an independent clause plus a dependent clause. (A dependent 
clause starts with a subordinating conjunction or a relative pronoun, and contains a subject 
and verb, but does not express a complete thought.) 

Example: We missed our plane because we were late. 

COMPOUND COMPLEX:  
According (English Club, 1997) consists of at least two independent clauses and one or more 
dependent clauses. 

Example: John didn't come because he was ill, so Mary was not happy. 

For further information please see appendices 5. 

3. PERSONAL S.W.O.T ANALYSIS: 
 

This is a strategic plan invented by Mr Albert Humphrey in 1960’s. This analysis will give to you 
a general vision about what is going well and what is going wrong. With this method is 
composed per 4 part which are strengths: which will give your strong points, weakness: which 
will give the points that you have to improve, opportunities: which will let you know what is 
the way you can take  and threats: which will notice what you have to do if you do not want to 
fail. For further information please find a table in the appendices.  

 

(Rafael, 2012) 

Paraphrasing: 

Paraphrase is the ability to repeat something that was already said or written with different 
words. 

According (Literaryterms, 2019) a paraphrase (pronounced par–uh-freyz) is a restatement or 
rewording of a paragraph or text, in order to borrow, clarify, or expand on information without 
plagiarizing. Paraphrasing is an important tool to use when writing research papers, essays, 
and pieces of journalism.  

There are 4 types of paraphrase: 

 

 

https://literaryterms.net/essay/


CHANGE PART OF THE SPEECH OR PARAGRAPH:   
change part of the speech or the paragraph, changing verbs and nouns per adverbs and 
adjectives.  

CHANGE THE STRUCTURE:  
One of the methods is changing the clause from active to passive.  

REDUCTION OF CLAUSES:  
Making a summary of the sentence with other words  

SYNONYM REPLACEMENT:  
We can Use word different word with same meaning to change the structure of the clause.  

  

4. REFERENCING:  
 

Referencing is recognition from someone´s knowledge and work. Below you can find some 
reason why referencing is important. 

AVOID AN INFRINGEMENT. 

ALLOW READERS TO FOLLOW YOUR SOURCES. 

ADD BELIEVABILITY AND AUTHENTICITY TO YOUR ARGUMENTS. 

DEMONSTRATE YOUR ABILITY TO RESEARCH IN DIFFERENT PLACES AS NEWSPAPERS, 
WEBSITES, BOOKS OR ARTICLES. 
 

5. QUADRANT EISENHOWER:  
 

This Method speak about how you can manage every situation giving more importance to the 
urgent and less important to the less urgent. This Quadrant is dividing in four parts, two up and 
two parts down, 1. in the first part on the left you will put everything that is important and 
urgent that cannot wait to do it later,2 in the second part up on the right you will put the 
important things that are not urgent so this is the part where you have to pay attention after 
finish the important things and urgent, 3 the third part is allocate it down in the left and here 
you will list the things that are less important but urgent it means that are things that can wait 
and you can do it another date, 4 in the fourth part down in the right you will allocate things 
that are less important and less urgent and here normally are things that you can delegate. 

To see the Quadrant please see Appendices 3. 

 

6. TIME MANAGEMENT: 
 

Is the ability to be able to do a lot of things in less time with the skill of organizing your time 
being proactive and effective.  According  (mindtoolscontentteam, 2000) “Time management” 
is the process of organizing and planning how to divide your time between specific activities. 
Good time management enables you to work smarter – not harder – so that you get more 



done in less time, even when time is tight, and pressures are high. Failing to manage your time 
damages your effectiveness and causes stress. 

 

7.  SUMMARISING: 
 

Summarising is the ability to write or said something brief with the similar meaning, just paying 
attention in the main points. This is really important for explain any situation to other one as 
per example a client’s complaint, any meeting you had to resaid to your team or for explain 
how is the experience in a restaurant, spa, hotel etc…. 

According ( (dictionary.cambridge, n.d.)to express the most important facts or ideas about 
something or someone in a short and clear form: 
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https://dictionary.cambridge.org/dictionary/english/express
https://dictionary.cambridge.org/dictionary/english/important
https://dictionary.cambridge.org/dictionary/english/fact
https://dictionary.cambridge.org/dictionary/english/idea
https://dictionary.cambridge.org/dictionary/english/short
https://dictionary.cambridge.org/dictionary/english/clear
https://dictionary.cambridge.org/dictionary/english/form


 

DISCUSSION: 
 

This is the first time that I do a report, so every thing for me was new, I learnt as much as I 
could in class asking questions to the lecturer as colleagues in this way I was full involved in 
subject. Another part was to arrive to home and see the campus website from University so in 
this way any doubt I still had it were clearer. Third thing was imagining me anything learnt at 
class in a real life so for me this makes feel as I am learning something with a clear propose.  I 
have been reading the book as well from the university so I took more knowledge; 

 I have been seen videos about communications, academic, employability skills, technology 
and business.  As I work in a hospitality sector for me is really easy to relate any method learnt. 

 For example about the Quadrant Eisenhower it was really helpful for my job as since I know it I 
do not waste my time in things that I can delegate or that can wait so now in the spa are less 
complaints. 

 About the time management I am more effective and productive as now I manage my time 
better than before. 

about the sentence structure it was really helpful for  me as I have to send emails to the clients 
so I have more skills to give better answers or solutions to clients as my skills about English 
have been improving,. 

about the personal development plan I can say that it is important for me I put plan in this  
document that I believe that I will get as I write it as a plan so I can see it every day in the 
fridge of my house and it remember me that I cannot give up.    

The Swot Analysis helped me to realize what are my strong points, what are mi weakness 
points so now I know where to put more attention, the opportunities open my eyes to work 
hard in things that I can get, and the threats helps me to realize to be careful in things that can 
destroy my career, business or life.  

Summarising is another method that is really helpful for me as I had difficult to same 
something brief, it does not mean that now I am nan expert but at least now I am putting 
attention how to sort it out as now, I have the tools to put them in practice.     

CONCLUSIONS AND RECOMMENDATIONS: 
 

My conclusion about this report is that it is a pity that I have learnt different methods as Time 
management and I did not presented the report on time but it helps me to see what was going 
wrong. I had 2 jobs one of them full time and other one part time plus the time I come to the 
university. A realize that if I want to see real my personal plan development that I have in my 
fridge I have to leave one of the jobs , so, I concluded that my second job part time have to be 
gone otherwise I will not able to get my targets.  

 

My recommendations is that days past quickly and when you realize time is gone so do 
everything that you can day by day.  
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