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The global world is transforming. It’s imposing new and higher standards. Both in the learning process and in the ways and approaches to doing business. Awareness and application of one’s own responsibilities and proper goal setting need a good knowledge of established theoretical models and their application. The key moments are an adaptation of these models in a real-world environment. 
In this paper, the most important characteristics of habits and skills for decision-making models were identified, which enable positive results to be achieved.

1.1. Developing a set of own responsibilities and performance objectives

In developing an accurate view of our abilities, we need to gather evidence (P. Morgan, 2017). 
The learning process is characterised by defined rules and criteria. To a large extent, the student’s responsibilities are defined in the legislative framework. That the student enrolled in the institution means that the student meets the requirements. In the learning’s course process, it is necessary to build further development and refine several skills. To accept new responsibilities to be successful. It is crucial that this process begins at the initial stage of training. The learning process places each new student in a new environment. Furthermore, requires increased responsibilities. Missing this initial stage can cause difficulties in the learning process for both parties. As a result, these difficulties can lead to unsatisfactory learning outcomes.

1.2. Personal Development and Learning 
To develop an accurate view of our capabilities, we must gather evidence. A significant approach to our own qualities would bring better objectivity to the overall picture because of the weakness of each individual to overestimate their qualities and skills. At this stage, it is convenient for the student to seek the opinion and advice of the teachers of the institution. The student may be well acquainted with his / her qualities, but he/she perhaps misses some of what should improve because it does not yet have a good knowledge of the learning process. It is here that the advice of teachers would be useful to give the student a good direction. 
Building these skills requires not only a student’s desire but also a good understanding of the theoretical foundations of the process. The Kolb’s Learning Process can be applied. 

Four-stage cycle
Specific experience
Mental observations
Abstract conceptualisation
Active experimentation
Removal, Assimilation, Convergence, Adaptation.

Within the process of skill building, all the elements of Soft Skills (Academic skill, Employability skill, Communication, working with a team, Time management, Referencing and avoidance of plagiarism, Paraphrasing and Summarising) 

	Soft Skills


	Comunication

	Listening

	Speaking

	Reading

	Writing

	Working with a team

	Time management




2.1.Evaluating own effectiveness against defined objectives
We must guide the following basic principles in the development of the goals set in the framework of improving personal qualities and achieving good results in the educational process. The goals set must be positive, they must be within the scope of our own competences and must be specific. It is pointless to set abstract goals that are beyond our purview because they will not produce any results.
The definitions of SMART vary, but most focus on specific measurable achievable goals that have a particular time frame (A Conzemius, J O'Neill – 2009)
 SMART targeting technology is widely known and has proven effective. It is also fully applicable to the formation of goals by the student within the learning process. SMART is foremost a specificity, which is what makes this targeting system so successful. 
Concurrency in the planned desire, Measurability in concrete units, harmonisation with the real state of affairs, the fulfilment of obligations to achieve the goals in time, limited to achieve the goals in time
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The SWOT evaluation of academic and employability experiences is essential for an individual to know their effectiveness and weaknesses that an individual might own. 

2.2. Recommendation for improvement
The building of qualities and the acquisition of habits start from the earliest childhood. Family and school environments are important in this respect. The student in the conditions of study at a higher education institution needs to gain new habits and improve the already gained ones. For the successful realisation of the student within the educational process, it is necessary to improve the following habits and qualities. Responsible attitude towards work and colleagues - development of industriousness, attentive attitude towards people, development of a sense of personal responsibility, a high degree of personal discipline. Increasing the level of professional knowledge. 
Gaining the qualifications and successful passing of exams in the professional field, ability to work with scientific literature and a wide range of scientific and official information, habits and skills for interaction at different levels within the state, the institute and among colleagues.

2.3. How motivations techniques can be used to improve quality of performance

According to a survey conducted by Grand 2008, motivated employees are oriented toward greater independence.
Motivated individuals are more committed to their tasks and more likely to take on responsibilities. (Kuvaas, B. and Dysvik, A 2009)
In this respect, high commitment to the learning process is a prerequisite for achieving better results, which are a motivator for the student.
A passive approach to the learning process in which the student gains knowledge but does not apply the knowledge gained and does not upgrade his knowledge is unacceptable.
Improving knowledge requires this high level of commitment that Grand is talking about and high motivation.
It is for this reason that building habits related to the learning process and a high level of self-discipline are the prerequisites fundamental for assuming responsibilities and achieving better results.

3.1. Develop solutions to work based problem
Problem-solving in the learning process is a prerequisite after the completion of the learning process. The student has developed good enough skills to overcome the problems and to solve problems in his work. The steps to build solutions to overcome the problems are as follows. 
Problem determination, Brainstorming. We should focus brainstorming on the specific problem, and it is desirable to take place within a small professional group, colleagues, fellow students. Choosing a solution. Implementation of the decision. Review and analysis of results achieved. The solution should be relatively simple and aimed at solving the problem, not postponing it.

Communicate in a variety of styles and appropriate manners at various level

Communication styles determine a person’s behaviour when interacting with other people. The choice of a particular communication style is determined by several factors, among which the following are important: the purpose of communication, the situation in which it is carried out, the status and personal characteristics of the interlocutor, his worldview and position in society, and a characteristic of the form of interaction itself. 
The dialogue, or humanistic style, is opposed to authoritarian and manipulative types because based on equal partners. It manifests itself during a friendly conversation, dialogue, exchange of views. So, we often communicate with classmates, teammates, colleagues, fellow travellers on the train, etc. The purpose of such communication is not to subordinate, not to manipulate, but to understand the other person, his views, preferences, interests. Such communication allows you to achieve complete mutual understanding, build a common reality with other people, learn about the world.


3.2. Identifying effective time management strategies
Time-management - a set of techniques aimed at developing skills for the effective organisation of personal time. The time management techniques helped cope with a lot of things in a short time, to get rid of chronic fatigue, the pressure of time restrictions and eternal stresses. With the correct application of the recommended techniques, labour productivity is significantly improved, and we find time for rest. 
Various time management systems train conscious control over the time spent on tasks, optimally distribute the work, and contribute to professional and personal growth. 
Eisenhower’s matrix is ​​a well-known time management concept for prioritising. The main purpose of the method is the competent sorting of cases into categories of urgency and importance. The approach recommended by US President Dwight Eisenhower helps you not to get lost in an endless list of tasks, easily highlighting the main thing.


Eisenhower matrix is used for short-term planning, with this method all day cases are arranged by priority of importance and urgency. (Yevdokymov, Konotoptseva)
The importance of a business is determined by its impact on business, urgency - by its attachment to a specific date/time. I should enter each case in a matrix scheme and distribute into separate columns corresponding to the characteristic type: 

Franklin Pyramid

Benjamin Franklin’s planning system is an excellent assistant in quality time management. We use it in life and in business. 
According to the pyramid, life or work goals are allocated to individual items of some importance: 
1. Foundation - the main mission, values ​​and guidelines, the vector of the direction of motion. 
2. A global goal. 
3. The general plan for implementing the idea, intermediate tasks. 
4. Long-term plan for 1-5 years with exact deadlines. 
5. Short-term plan for the week/month. 
6. Daily plan.


3.3. Suggesting alternative ways to complete task and achieve team goals

Planning is shaping the order of action to be taken. It involves setting a goal, achieving it, and choosing the best options. At this stage, it is necessary to know ​​the alternatives available. Plans are being drawn up for both the economic entity and for individual units. We, therefore, require coordination to ensure consistency. An alternative. This is the conditional naming of some possible ways of achieving the goal. Each individual alternative differs from other ways of solving the problem by the sequence and methods of using active resources, a specific set of instructions to whom, what, whereby what and by what time. Where the chosen strategy has led to the achievement of the set goals, it is worth to think about how to use it and, naturally, trying to improve it. If, however, a significant discrepancy is found between the results got and the desired results, other strategic alternatives should be sought and perhaps other approaches may be used. 

4.1. Evaluating tools and methods for developing solutions to problem

I understand management as finding a specific variant of achieving a goal or solving a specific problem, i.e. solving a problem by applying a set of techniques or operations. 
Indecision theory, there are three conceptual approaches: 

1. Qualitative-object concept (descriptive approach). 
2. The concept of mathematical choice of solutions (normative approach). 
3. The complex concept of management decisions. 

Descriptive decision theory is aimed at empirically investigating and describing the behaviour of individuals and groups of people in the decision-making process. It has a pronounced explanatory, not prescriptive character. It uses psychological models that take into account the processes and forces that explain the real behaviour of the leader. 
The purpose is to identify patterns of decision making in the process of interaction of the initial parameters of the problem being solved and the characteristics of the subject (individual or collective), the decision-maker. 
The normative theory is not concerned with the description and explanation of real decision-making processes but concentrates its attention on the development of organisational information, methodological bases for making a rational (economically sound) decision. It strives for the development of “traffic rules” in management work, which will ensure that it makes the optimal decision. 
In the framework of mathematical decision theory, it develops normative models of decision making. 
To develop managerial decisions, the manager must not only possess theoretical knowledge, rich experience, managerial foresight but also be qualified enough to put into practice: 
- the method of management decision making; 
- methods of development of management decisions; 
- organisation of management decision development; 
- evaluation of the quality of management decisions.


4.2 Evaluating the potential impact on the business of implementing the strategy

Balanced Scorecard. Attempts to streamline and plan key targets and balance the framework of goals are constantly being made. In 1992, Robert S. Kaplan, a professor at the Harvard Business School and David P. Norton, an independent consultant, proposed a company performance metric called the Balanced Scorecard. The idea of ​​a balanced scorecard was to link financial metrics to operating metrics such aspects of the enterprise as customer satisfaction, in-house business processes, and innovative activity. 
Within this concept, the balance is multifaceted, covering: Relationships between monetary and non-monetary dimensions of measurement; Strategic and operational levels of management; Past and future results.; Internal and external aspects of the company.


Conclusion
Based on all theoretical models for skill building and goal setting, it can be concluded that the process requires a high level of awareness and commitment. It must be recognised that, with the right approach, improving skills leads to better and more positive results. On the one hand, the pursuit of such results builds habits of serious work. On the other hand, it refines the skills already achieved.
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A 4 In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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adapted from http ' web fioy cuny.edu/ esl/r

Ay
Which sentences are closest in meaning to the five senten 3\5“0“ ?
# ey
1. 25% of adolescents who have one baby have a second W O
a. 25% of babies are born to mothers who are adolescerts A —— :
@ One out of four adolescent mothers has another baby bafore te FR BEEY Wi
birthday. ’ i
¢. Aquarter of adolescent mothers gives birth when m; 5 il pop—
d. 25% of adolescent mothers become pregnant again it
i S B0 ¥ L
2. Ithas been reported that the richest one percent of Amiarican: awn 48 57 AT

a. The richest 1% are 40 times as wealthy as the : g E
SB_ If the gap between rich and poor continues to Brow at the éurenf el o S S R
500 own 40% of the country’s wealth :
@ossof the country’s wealth is in the hands of only 1% of Amércahs
d. 99% of Americans own 40% as much as the richast 1%

3. The judge was refieved when the jury was finally ready t6 anrimme s o aama
@ When the jury announced its verdict, the Judge was refiaved
b, The judge asked the jury to arrive at a verdict
. The judge welcomed the prospect af ah immineht vardiet

The jury welcomed the judge's relief. : i
4 Rm@aumhummmgmnmmﬂ
girls who did not. A o

a. Women mmumwmmm
b, wommwmm

abuse themselves . v S ol Blise, trem
= Wommm&-dummmmmnh-m
(€] Gilswho(esﬁfyabommabuse!olumchmal‘“m

1‘ g 5 Mlnhathinks}tutusmdmwpmlmmh“
‘ a. Mamhﬁmm&ewmmmm

i (@7] Maﬂhafeelsthmmmudmwobhmhm

| o wmmhlmﬂnhmmmdﬂumhbum
| &Mmmmmouuumununwm«m

wmmmmﬁhmm
1. Alocal clai it 7! I
e paper claims that 7% of all homeless pegpls 4o 1o ks homiess A i < e

'awff"“ P mgé_;! Mé M?’»ﬁ E o
2. Ronnytommsmlﬂmabwhadmackndium,whlc_amg\gm i e, D, ‘N Cv‘l“ “‘ﬁ
<

' Eewi e cqy
3. Anyone who has ever driyi %’ . !
extra water. S the M?J!',’E Beserl mg“ﬂ‘! ‘m L4 %%M) T o gy

Luerybotly pym, iy &M& AR P e Cuitr

land that Native America i | . A{Q
by whites by 1937, 7 AR VR e, T v s,

e

5 mmumnunwm.ympgmmwmw e
_IL_&!.:&Bf $is ki Mo %

é&u‘»‘-‘rs 7LLL Pfli’Q‘“ ? t M‘/; .....

i





