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INTRODUCTION


1. This Report is about Academic and Employability skills. I have learnt about Time Management, Paraphrasing, Report Writing, different forms of Reflective Writing, CV Writing, Academic Writing, SWOT Analysis and Personal Development Plan and Team Working.
Employability Skills is the ability to do special tasks with determined results. With these skills you can get a decent job. These skills help employers in their establishment and show fellow employees that these are the skills that are looking for.
SWOT Analysis and Personal Development Plan is used to show one's strengths, weaknesses, opportunities, and threats in an establishment. Weakness and strength are internal whilst opportunities and threat are classed as external.
Personal Development Plan helps to show strengths, limits and cut weaknesses and helps to elevate opportunities. This plan makes people more aware in showing their strengths, job opportunities and their weaknesses.
Time Management is the showing and planning time spent in work related field. This helps to divide and organise time in different activities. Not managing time leads to stress.
Teamwork is exceptionally good it helps people coming together in a team and thus avoiding conflict. Involving other members of the team in good decision making.



This Course has been highly informative to me therefore I can now write about the three different topics that I have chosen to do.
2. Reflection Model
Gibbs Reflective Modul is focused on the ability to self-reflected on your own action to interact with the process of continual learning (Wilding,2008). This plan is used for examining different experiences that requires room for improvement.
This covers six stages
(a) Description: Describe what happened.
(b) Feelings: What were your thoughts.
© Evaluation: Was the situation good or bad.
(d) Analysis: What can you evaluate from the situation.
(e)Conclusion: What other solution could be offered.

(f) Action Plan: If the situation happens again, what would I do.


3. Academic and Employability skills
These are skills in the work industry that requires different skills needed from higher education that is used in different companies in meeting deadlines, time management, and written and oral communications. These skills are especially important in the development of work Industries in the present and the future. These skills are needed to gain employment. Good Team is essential. Interpersonal skills able to interact with people.
3.1 Topic
PARAPHRASING

Before this term I knew what Paraphrasing meant that I had to use different words or phrase, but it had to mean the same. Messages or ideas. The main concept needs to come through, but the wording must be different. 


I have learnt that it is important to paraphrase because in our day to day writing if we do not rewrite and use our own words then it will come across as someone else 
This Topic is extremely useful in my Academic and employability journey because I will be doing a lot of reading and writing and doing research so therefore, I will have to use paraphrasing to get the same expressions and ideas without using the writer's own words.


3.2 REFERENCING

Before this course I did not know a lot about referencing I only did know the basic about putting down where I found the information.
  
I have learnt from this course where and how to find the references for the relevant topics.
This topic is extremely useful in my Academic and employability journey because it works well in the academic skills and practices and helps in the presentation of our work. This proves that our writing skills are based on the knowledge of our reading abilities. We need to us referencing to appreciate someone else's' work.
3.3 CV Writing
I can say before this term I could write basic CV's. 
This term I have learnt how to write a professional CV.

This topic was particularly useful and informative in my Academic and Employability journey because I now understand and can write a proper CV. This information is about my written work and education and skills that I have gained. This will help me in getting a decent job and help relevant companies that I have applied for see all the information about me and see if I fit the descriptions.

CV
Name: Maria Williams
Address: 20 Southborough Rd, Bromley, BR1 2EB
Email: Mariawilliams38@gmail.com
Mobile: 07987651136

QUALIFICATIONS
NVQ level 3 in Health and Social care
English, Mathematics, computer literate and currently doing a degree in Health and Social Care.

EXPERIENCE
4 Years working in Lewisham Hospital as Care Assistant
10 Years working in the community as Health Care Assistant

HOBBIES
Use Computer
Reading and writing
Travelling the world

Please free to contact me for References.

  


4. Conclusion
In concluding all that I have written I can say that I now understand all the different topics that I have researched about and can put them into context. Therefore, looking for a job I will be successful because I have achieved the different skills in getting an excellent job and qualifications.
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