[image: ]


		Student name: 			Jose Carmona Rodriguez
		Student ID:			1917096
		Module No:			BMSK4001
		Module title:		Academic and employability skills
		Lecturer: 			Alfred Mensah





Table of contects 
Introduction	2
1.Skills concept	2
1.1 Hard skills	2
1.2 Soft skills	2
1.3Transferable skills:	2
1.3.1 Communication	3
1.3.2 Time management:	3
1.3.3 Team working	5
2. Personal SWOT & Analysis	6
2.1 Strength and weaknesses	6
3. Personal development plan	7
4. Plagiarism	8
5. Paraphrasing	8
6. summarising	9
Conclusion	10
Bibliography	11
References	11
Appendix 1	12
appendix 1.1	13
Appendix 2	14
Appendix 3	15
Appendix 3.1	16








[bookmark: _Toc39602062]Introduction
This report will be focused on Academic and Employability skills. During the report, the different types of skills and how to improve will be analyzed through time management methods, SWOT analysis and personal development plan for studies and work. Finally, some types of academic skills will be discussed and analyzed, such as plagiarism, paraphrase and summary learned at university in recent months.

[bookmark: _Toc39602063]1.Skills concept 
Skills are the ability to do something well. These skills are classified into two different groups: hard and soft skills. Both types of skills work very well when used correctly to find a job. These groups are classified as follows:
[bookmark: _Toc39602064]1.1 Hard skills: It is learned by studying or through experience. It can be the basis of the requirements and specific to each job. These skills are keywords in a CV when the managers are looking for workers at the ATS. These are some examples:
Tech Hard Skills It is composed by data mining, analytics, HTML, data analysis, saaS in cloud, AI, machine learning and coding. 
Big Data Engineering It is composed by python, javaScript, java, apache Hadoop, apache Spark, excel, computer science and data visualization. 
Sales & Marketing It is composed by SEO/SEM marketing, marketing, social media, outreach, inside sales outbound calling, strategy, forecasting and CRM.
Accounting & Finance It is composed by mathematics, bookkeeping, IT, quickbooks, GAAP, analytics, auditing, cash flow management, Microsoft office and risk analysis.
[bookmark: _Toc39602065]1.2 Soft skills: These are the personal attitudes that define work ethic, character, communication, teamwork of people in the workplace. These are some examples:
Leadership, adaptability, problem-solver, listening, team-oriented, team player, strong work ethic, decision maker, strategic thinker, skilled collaborator, self-motivated, multitasker, conflict resolution, responsible, flexible, organized, work well under pressure, competitive, entrepreneurial, integrity, innovation, consistent, creative, energetic, enthusiastic, driven, attention to detail and three more that will be discussed in the next step. (Liwanag, 2019)
[bookmark: _Toc39602066]1.3Transferable skills: It can be used for different jobs and industries. It can be teamwork, etc, that manager want in strong candidates. These skills are experiences that can be transferred to another job. These are some example: dependability, organization, leadership, technology literacy. (Indeed, 2020)
These are three of the most important soft and transferable skills:
[bookmark: _Toc39602067]1.3.1 Communication: It is the exchange of ideas or mutual understanding between people by verbal, non-verbal or written way. To be effective it must be fluid. This ability is used to give and receive information more effective, allowing understanding when listening or empathizing. There are several forms of communication, for example, active listening, adapting the style to audience, friendly, confidence, receiving and giving feedback, clarity and volume, empathy, respect, understanding non-verbal cues, responsiveness. (indeed, 2020)
In my case, for example, I am working in a coffee shop and we use verbal communication between colleagues and clients. Written communication to make orders for the next day and non-verbal communication when something unexpected happens. We have personal communication with managers based on trust and mutual respect. On the other hand, good communication is essential in my academic studies to be able to progress quickly, to work as a team with my classmates and teachers and to strengthen my academic future and self-confidence.
[bookmark: _Toc39602068]1.3.2 Time management: This type of the skill is one of the most important and refers to the way of managing our time. Time management is the way to manage our time more productive, whether it is to study or in our natural environment. To use our time well, we must know ourselves well, know our strengths (abilities, ability to sacrifice) and our weaknesses, only in this way, we can make the most of it. 
It is important to manage our time well, otherwise it can lead us to not achieve the goals that we set ourselves when we began our studies, causing stress and frustration that would lead us to make mistakes(plagiarism, cut and paste) because it was not planned in advance. It will also happen at the workplace. It will be impossible to be efficient in the tasks and the problems will appear. It can also cause problems with colleagues, creating mistrust and loss of respect.
In my case, the way of managing my time can be effective because I cannot waste much time during the day. It may not be the most appropriate because I cannot follow my natural time clock, but sometimes it is not in my hands because it may be an external factor, such as my work schedule. These are some ways that I use to manage my time. (Morgan, 2017)
Eisenhower method
	Daily frequency
	Urgent 
	Not urgent

	Important 
	Work
Study
Make food order at work
Family time

	Sport training
Make food

	Not important 
	Job courses

	Social networks


To do list-daily
	Activity
	Time required
	priority
	time
	activity

	Breakfast 
	20 minutes 
	
	5:00 AM
	Enjoy 

	Undergruond
	   1 hour
	
	6:00 AM
	

	Work 
	   1 hour
	
	7:00 AM
	Set up

	Work 
	   1 hour
	
	8:00 AM
	Make coffee

	Work 
	   1 hour
	
	9:00 AM
	Make coffee

	work
	30 minutes
	
	10:00 AM
	Make order

	break
	30 minutes
	
	11:00 AM
	Lunch 

	Work 
	30 minutes
	
	12:00 PM
	Pick up deliveries

	Work 
	30 minutes
	
	13:00 PM
	Cover break

	Study 
	   1 hour
	
	14:00 PM
	MAE

	Study
	   1 hour
	
	15:00 PM
	MAE

	Study 
	   1 hour
	
	16:00 PM
	ETW

	Study 
	   1 hour
	
	17:00 PM
	ETW

	Back home
	   1 hour
	
	18:00 PM
	

	Shower & dinner
	   1 hour
	
	19:00 PM
	Enjoy 

	Social networks
	   1 hour
	
	20:00 PM
	Enjoy 

	Sleep 
	   8 hours
	
	21:00 PM
	Enjoy 








[bookmark: _Toc39602069]1.3.3 Team working
It is the way to help each other as a group to achieve better results in our work goals or obtain better student goals in an easier way among all and for all of us.
Team working is made up of a group of members in a common project. Each member performs most do a part, so all the skills are complementary to each other and must to be close and consistent collaboration between them for it to work well. It must be a very committed group to celebrated progress as a team win and each setback a failure, forgetting personal ambitions during the project. These are some effective techniques:
Small: A team of five or six people would be ideal. A large team would be difficult to coordinate and organize and would not be effective.
Complementary skills: If a small team needs a lot of knowledge, it must select candidates to cover all the functions to be effective. If all candidates have the same ability, there will be the functions that cannot be performed.
Common purpose: The team must sacrifice itself with the objectives. Supporting and giving up their own ideas. This purpose raises emotional effort.
Specific goals: Each member must know the objectives to achieve them. Otherwise, there may be frustration with having to edit the work of others.
Common approach: All members must agree on how to achieve the objectives to avoid division in the team.
Mutual accountability: The team must support each other with a strong bond to gather strength and stay together if something goes wrong. This type of bonding helps keep the team together after the job is done. (Morgan, 2017)
In my case, We are currently doing teamwork for digital skills and management enterprise in the 21st century modules with good results because we help each other, the differences are discussed with respect and it is helping us to create a bond of friendship between us. Now we are understanding the importance of communication. About the job, we use “personal communication” style of work that helps us to trust, express opinions, solve problems at work in a familiar way among all of us. This makes us fell more motivated to be part of the company´s objectives, for example, making more money for the grow of the company.






[bookmark: _Toc39602070]2. Personal SWOT & Analysis 
                                                                              Internal                   
	                                       



          External 
	 STRENGTHS

1.Responsibility
2.Work well under pressure
3.Flexible
4.Adaptability
5.Team working
6.Motivate
	WEAKNESSES
1.Shy 
2.Digital skills
3.Basic English to speak and write
4.Leadership ability
5.Creative
6.Decision maker

	OPPORTUNITIES

1.Possibility to change country
2.Earn more money
3.Improve my future
4.Improve skills
5.Manage companies
6.Open a business
	STRENGTH TO SIZE OPPORTUNITIES
3/1. Flexibility to change country
6/6. Motivation to start a business
	OVERCOME WEAKNESSES BY TAKING ADVANTAGE OF OPPORTUNITIES
5/5. Manage companies to improve as a leader
4/2. Improve digital skills

	Threats 
1.Back to my country for family problems
2.Much needs to be learned
3.Limited advancement in field
4.Advanced technologies
5.Coronavirus
6.Unstable economy
	STRENGTH TO AVOID THREATS
1/6. Responsibility to save money
4/4. Adaptability for technological advances

	REDUCE WEAKNESSES AND AVOID THREATS
3/2. Learn English perfectly
2/4. Prepare myself technologically



[bookmark: _Toc39602071]2.1 Strength and weaknesses
The important problem of weaknesses can be the language and shyness, creating insecurity to be a good leader, make decisions or listen well. This complicates being an effective person. However, the good thing about these weaknesses is that it brings out my best strengths, being responsible, adaptive, or flexible to compensate for everything else and thus preserve my position and respect in the company, even in others different places. Personally, I think my best strength is motivation, thus creating a good teamwork and being able to work under pressure in the most positive way.
	     
	Next three to six months
	Next six months to two years.
	Next two to three years

	
	
	
	

	     GOAL

	Certificate in higher education: skills for the workplace
	BA(Hons) business management 
	Sodexo manager at the City university of London campus


	Skills and knowledge to be learned



	Academic and employability skills, digital skills and research methods, effective team working and communication, managing enterprise in the 21st century, problem solving and decision making, professional career development.

decisions with sense, social intelligence, innovate and adaptative thinking,
culturality and diversity, big data universe, media literacy, transdisciplinary, creative mindset, knowledge management, virtual collaboration.
	Applied personal & professional development, Accounting fundamentals, marketing essentials, the global business environment, introducing the modern workplace, entrepreneurship, management economics, project management.

Improve the language.
	Strategy management & sustainability, international financial management, leadership and management theory and practice, international business communications and dissertation.

Start putting patience into practice.

Start getting used to the change from coffee shops to offices.



	Next steps




	Doing the Certificate in Higher Education: Skills in the Workplace at UWTSD university.

Sodexo trainings personal account.
	Start BA (Hons) business management career at UWTSD university.

Sodexo training personal account.
	Third year of BA (Hons) business management career at UWTSD.


Starting the practices in the company.

	Resources
	Access to university modules to finish my studies. 

Access to all Sodexo online courses.

Free time due to the pandemic.
	Flexibility at work.

Help from my managers to familiarize myself with some university modules.

Motivation 
	Flexibility at work.

Extra time to stay learning in the offices.

Help from my managers to teach me properly during practices.

	Time schedule



	From 7AM to 7PM

Start from 15/06/20 until 16/02/2021
	From 7AM to 7PM

September 2021 until June 2023
	FROM 7AM to 7PM

September 2023 until September 2024

	Completion

	Date: 

Date:         
	Date:

Date:
	Date:

Date:


[bookmark: _Toc39602072]3. Personal development plan


[bookmark: _Toc39602073]4. Plagiarism 
It can be defined in several parts: using ideas from others to use them as ours, using texts without putting references or through videos, music, etc. There are also various types of plagiarism.
Literal copying: Copy from a text of other people without putting the author.
Paraphrasing: Copy the author but write it in another way and different context.
Substantial copying: Be copied from diagrams, etc., without citations.
Text recycling: User republished part of another own´s paper. (Press, 2018)
Plagiarism is a serious crime, but the people continue to do it for the ease that the internet brings. It is necessary to avoid because it can be taken as a habit and harm the academic career or even expulsion. It would be better to use one of these strategies to avoid it.
Use Anti-plagiarism software: The text can be verified using software. Once verified, the plagiarized appears and the text can be changed to prevent plagiarism.
Paraphrasing: Understand the text and put it with our words to make it look original.
Quoting: It is permitted when taking an original text or giving an author´s point of view by writing the phrase in quotation marks, for example:
“you need to remember that most of the text needs to be paraphrased, so the use of the quotes should be significantly limited” (Robinson 2016, p.123)
Citing: Refer to the work of other authors using quotes in parentheses and using the ideas of others in their own words and crediting them. For example:
Plagiarism is unprofessional, illegal, and disregarding. (Robison 2016)
Get help of professionals: Ask for help from professional writing services if needed. (Ragin, 2016)

[bookmark: _Toc39602074]5. Paraphrasing 
To paraphrase is to change the form of the text leaving the same meaning but in our own words and making the citation on behalf of the author. There are several techniques to effective paraphrase.
· Use synonyms.
· Change word order: this may include changing from active to passive voice.
· Change the sentences structure and use different connecting words.
· Change a word from one part of speech to another.
· Change numbers and percentages to different forms.
· Use different definition structure.
· [image: ]Use different attribution signals. (Lane, 2020)

Example: 
Chemical-free local food production is required to achieve a healthy way for humans or the environment, showing affection and respect to producers and customer.

[bookmark: _Toc39602075]6. summarising 
It means identifying the most important ideas or facts and writing them again as briefly as possible. It is essential for students, although it is difficult to express what is most important without giving many details. A good summary should be short and specific. These are some technique:
Somebody wanted but so then: Each word is a question related to the elements of the story.
SAAC method: Each word in the acronym means an element to be included in the summary. State, Assign, Action, Complete.
5W, 1H: It is based on six questions to provide the main character or main ideas. Who, What, When, Where, Why and How?
First then finally: Helps summarize in chronological order. Main action, the techniques and conclusion.
Give me the gist: Express the essence of the story as briefly as possible. (Bales, 2018)

[image: ]
Photo by: Power point
Example:
Plagiarism increased at the university of Toronto due to limitations and internet almost 100% in three years.


[bookmark: _Toc39602076]Conclusion
Due to this assignment, it is much clearer the important of knowing how to manage time properly, the effective of working as a team, the satisfaction of analyzed  and planning the future in the simplest possible way and learning the most useful ways of making a report using academic skills without forgetting the importance of it. 
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Natural body clock
from wake up to sleep

Serie 1	5
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raphrasing Practice

Suggested paraphrase:

2. The main causes of plagiarism arise from lack
of training/preparation and insufficient resources,
as well as the Internet. At University of Toronto, in
the three years between 2000-2002 web-related
plagiarism cases doubled / increased by almost
100%.

Page 18
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Test Your Skills and Find the Resources That Will Help You Most
Instructions

For each statement, click the button in the column that best describes you. Please answer questions as you
actually are (rather than how you think you sholild be), and don't worry if some questions seem to score 'in
the wrong direction'. When you are finished, please click the 'Calculate My Total' button at the bottom of the
test.

to Answer t Rarely Someti

15 Statements to Answer

1 I routinely set realistic goals for
myself, and | track my progress until ¢ o { R 7
I've reached them.

2 When | have to make a decision, | pick

e . x 0 5
the first good solution | find.
3 | approach life with confidence, and | ~ ~ - ® -
have high self esteem. J
4 When it comes to managing my ~ -~ ~ o &

workload, | know my priorities.

5 Team development is an area | admit
to cutting back on when time and g & r o r
nebuce  resources are limited.

6 | lose time during the day because I'm N ~ ~ ~ ~
not sure what | need to get done.

7 When | want to motivate people, | try

to use the same approach with each o 8 (3 * &

person.
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15 Statements to Answer Rarely

8 The work | do on a daily basis reflects
my values, and is consistent with the 2 {
goals I've set for myself.

9 I'm able to communicate my needs,
and | make sure that my message is ¢ e
heard and understood.

10 When | encounter a problem, |
immediately begin looking for potential o &
solutions.

11 When there's conflict, | use my
communication skills to find solutions & o
and work things through.

12 I'm aware of the differences ~ o~
between leadership and management.

13 When discussing an issue with
someone, | try to stay one step ahead
in the conversation, and | actively think
about what I'm going to say next.

14 When | encounter a setback, | have
difficulty focusing on the situation o ¢
positively and objectively.

15 I'm motivated to complete all of my ~
work in a timely manner.

Sometimes

o

2]
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1.

2.

3

4.

5.

25% of adolescents who have one baby have a second baby within two years of the first baby's birth.

a. 25% of babies are born to mothers who are adolescents.

@ One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.

c. A quarter of adolescent mothers gives birth when their first born is two.

d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

It has been reported that the richest one percent of Americans own 40% of the country's wealth.

a. Therichest 1% are 40 times as wealthy as the rest of Americans.

b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.

@ 40% of the country's wealth is in the hands of only 1% of Americans.

d. 99% of Americans own 40% as much as the richest 1%.

The,judge was relieved when the jury was finally ready to announce its verdict.
When the jury announced its verdict, the judge was relieved.
—The judge asked the jury to arrive at a verdict.
The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
(B) Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
c. . Women who were abused as children are more likely to abuse their own children.
Girls who testify about maternal abuse tolerate abuse as adults more readily.

Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
&> Martha feels that writing about adolescent problems is worthwhile.
c.  Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1

Qéﬁm&m of fnl  woker

A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
asthey donow. 3 cuardn

oo, Frefll 4o Qe (M The foce wirene
gwety HIOUIS | MW/ 5e0ben $0id .
Ronny told

his aunt that a bear had attacked him, which she found difficult to believe.

z A Li i o T sl -
R 200G At Deoe) 't Bliee. WAL e SR She couvlbNE
M fie plASor Wiy Trte Bannl  cawn A7’7‘F«(;ﬁ/ M-

Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of

extra water,
Al Jpme P ens KowS  fuwot frree Aeo)) To TOKe [lr€ X1l vpesn

12 osave Ofsont
Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away

by whites by 1932. )
Whires Left purwe Armenicars Wil Hock Twe donesiv 45 yene

A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.

' / 2 - ; s - ’ =
100E oAU KEE Tl tion  oderEKLYy APPRoVER  the Kew freswadt
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50 LEARNING HOW TO STUDY

INTRODUCTION :

In reality, there is probably no such thing as ‘time management’. It is not really something that can be
managed or controlled - time is there regardless of what we do, and it ticks away regardless of whether
we think we can really ‘manage’ it or not. We cannot add to it or take away from it — it is a finite
resource. What we are really talking about here is our ability to use our time effectively.

As we noted in Chapter 2, there is a variety of skills needed for making the most of the academic oppor-
tunities you have been given by university study, but this skill is probably the most fundamental — which
is why we are looking at this before anything else.

Being a student involves undertaking various tasks: from reading to attending lectures, thinking
about subject matter, taking exams, and so on. Successful completion of those tasks requires time —
usually a considerable amount of time. Of course, failing to manage our time well could mean that we
really do not perform well. We give ourselves insufficient time to read (if we do any at all), do not do
any of the seminar exercises, miss a load of lectures and then find that we are really stressed at assign-
ment or examination time because we suddenly realise that we do not know half of what we probably
should know (and are perhaps confused about a load of the lecture slides). The worst situation is where
‘we are forced’ to go without sleep simply to catch up on work we should have done earlier or the day
before an important exam - or, worse, we download something from the Internet and submit that
because we have not given ourselves enough time. In other words, failing to manage time well will
mean that you end up behaving in all sorts of ways that you suspect are wrong - or you continue to do
what you have always done, and maybe just about pass your degree.

We will begin the chapter by giving you the opportunity to analyse your skills, and then take some
time to examine the role that others’ expectations play in the way we use our time. We will then spend
some time looking at goal setting — a major influencer on what we do in relation to time management —
and apply this to how individuals set goals in relation to their careers. We will spend some time looking
at the impact of motivation on time usage and finally conclude the chapter with some principles which
could improve your use of time, and with some tools which might be helpful.

SKILLS SELF-ASSESSMENT

It is helpful to note down your reflections on your own abilities (reflection, remember, should be hon-
est and open). It is private, so there is no need to deceive anyone or make yourself out to be better than
you really are.

Read carefully each of the following descriptions and say how typical you think each statement is of

your behaviour or attitude by giving it a score between 0 and S, where 0 is ‘not at all like me’ and 5 is
‘very much like me’.

ftem
number item

(Continued)

(Continu

Item
numbe

An inter
can be f
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(Continued)

Item
i number  ltem Scors
4, 1 get annoyed when | have to wait for oi"hers to come to pre-arranged meetings 2
5 [ find doing many things at the same time very easy 2
] i 5, ! think [ need someone efse fo help organise my life: | always forget what [ should be l
; i doing or who [ should be meeting
3 7 Uhave bean known to lose my keys or my bags quite regulaly. 2
= £ 8. I have and use a diary @
4 i
b 92 I'find waiting for others or waiting for events fo start really frustrating: why should [ Z
| waste time waiting?
| 10. { often plan ahead and think through carefufly every possible cutcome ’-{
1t tknow what { am doing tomorrow =
2 Ifind there is nothing wrong with the excitement of doing everything at the last minute 7
: 18 [ 1 find something hard, I will try and overcome the difficulties myself rather than ask for 3
help
14. I'live for the moment': tomorrow is another day which will take care of itself I
15. lam not good at motivating myself over a tong time for long projects 2
16. I need others to help me know where I should be and when ]
17 I find it easy to say ‘no! to people who invite me for a meal when | have something more L.t
important to do
18. | probably spend too much time watching TV, playing computer games or chatting to |
friends online
19. I'am used to using electronic ‘tools’ (iPhone, Galaxy Tab, PC, etc.) to organise my life L{
20. I keep a record of things | need to do each day, and tick them off as they get completed ?
21 I believe that only the very best work will do: | need to be proud of what [ have done L{
22. I find it easy to begin assignments and essays Z
23! I'have all my lecture notes in a pile on my desk or on the floor (or similar) [
24, | am clear about my goals for this year of study 3’
25. I think that studying does not usually take that much time: | have got just a few hours of Z
lectures and tutorials each week
26. I'have never had two appointments clashing at the same time ’
An interactive version of this test along with answers, comments and thoughts about these questions Wﬁ, AGTIVE
v
0 be founqg o the companion website for this book at htt s sagepub.com/morgan. TEST
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