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TASK 1
Essential skills 
Essential Study and Employment Skills for Business and Management Students offers a comprehensive, one-stop guide that will equip you with all the necessary skills needed to enhance your success both during university and in your future working environment. It covers all the core areas associated with business and management degrees and offers a unique focus on employability to ensure that you can translate the skills you acquire into professional practice.
This third edition has been fully revised to include a new group activity in each chapter, as well as updated activities throughout to reinforce the skills introduced in each chapter. The content and structure of the book has been updated to focus more effectively on core areas such as the use of quantitative data, and the development of professional skills and employability.
With the focus Essential Study and Employment Skills for Business and Management Students offers a comprehensive, one-stop guide that will equip you with all the necessary skills needed to enhance your success both during university and in your future working environment. It covers all the core areas associated with business and management degrees, and Essential Study and Employment Skills for Business and Management Students offers a comprehensive, one-stop guide that will equip you with all the necessary skills needed to enhance your success both during university and in your future working environment. It covers all the core areas associated with business and management degrees, and Essential Study and Employment Skills for Business and Management Students offers a comprehensive, one-stop guide that will equip you with all the necessary skills needed to enhance your success both during university and in your future working environment. It covers all the core areas associated with business and management degrees and offers a unique focus on employability to ensure that you can translate the skills you acquire into professional practice.
This third edition has been fully revised to include a new group activity in each chapter, as well as updated activities throughout to reinforce the skills introduced in each chapter. The content and structure of the book has been updated to focus more effectively on core areas such as the use of quantitative data, and the development of professional skills and employability.
With the focus of the book firmly on active experimentation and reflection, Essential Study and Employment Skills for Business and Management Students remains unparalleled as a resource to support, encourage, and develop business and management students throughout their time at university and beyond.
Online Resource Centre:
For students:
Selected activities from the text (including templates to complete online)
Answer guidance on writing style and using a narrative approach
Critical incidents log
Excel workbook to provide additional support in areas such as constructing pie charts, bar charts, and line charts
Information on using Excel in data analysis
Web links
YouTube channel featuring relevant videos on skills, including interviews with students and graduates that accompany the book
For lecturers: offers a unique focus on employability to ensure that you can translate the skills you acquire into professional practice.
This third edition has been fully revised to include a new group activity in each chapter, as well as updated activities throughout to reinforce the skills introduced in each chapter. The content and structure of the book has been updated to focus more effectively on core areas such as the use of quantitative data, and the development of professional skills and employability.
With the focus of the book firmly on active experimentation and reflection, Essential Study and Employment Skills for Business and Management Students remains unparalleled as a resource to support, encourage, and develop business and management students throughout their time at university and beyond.
Online Resource Centre:
For students:
Selected activities from the text (including templates to complete online)
Answer guidance on writing style and using a narrative approach
Critical incidents log
Excel workbook to provide additional support in areas such as constructing pie charts, bar charts, and line charts
Information on using Excel in data analysis
Web links
YouTube channel featuring relevant videos on skills, including interviews with students and graduates that accompany the book
For lecturers offers a unique focus on employability to ensure that you can translate the skills you acquire into professional practice.
This third edition has been fully revised to include a new group activity in each chapter, as well as updated activities throughout to reinforce the skills introduced in each chapter. The content and structure of the book has been updated to focus more effectively on core areas such as the use of quantitative data, and the development of professional skills and employability.
With the focus of the book firmly on active experimentation and reflection, Essential Study and Employment Skills for Business and Management Students remains unparalleled as a resource to support, encourage, and develop business and management students throughout their time at university and beyond.
Online Resource Centre:
For students:
Selected activities from the text (including templates to complete online)
Answer guidance on writing style and using a narrative approach
Critical incidents log
Excel workbook to provide additional support in areas such as constructing pie charts, bar charts, and line charts
Information on using Excel in data analysis
Web links
YouTube channel featuring relevant videos on skills, including interviews with students and graduates that accompany the book
For lecturers: s of the book firmly on active experimentation and reflection, Essential Study and Employment Skills for Business and Management Students remains unparalleled as a resource to support, encourage, and develop business and management students throughout their time at university and beyond.
Online Resource Centre:
For students:
Selected activities from the text (including templates to complete online)
Answer guidance on writing style and using a narrative approach
Critical incidents log
Excel workbook to provide additional support in areas such as constructing pie charts, bar charts, and line charts
Information on using Excel in data analysis
Web links
YouTube channel featuring relevant videos on skills, including interviews with students and graduates that accompany the book
For lecturers:





Task 1 b
similarity score.
My Similarity score is 69% and should be no more than 30% lower the better. I would like to improve by using paragraphing tools and looking at different adjectives. also, by looking at other sources for information and researching the most common and non-common essential skills for studying and employment. I will look at the skills I am currently studying compared to what is needed in organizations. I will proofread it to make sure that I am not copying and pasting anything. that is not essential or related, so that my similarity score is low for next time.
Score: 67    
I scored 67% myself because I used a wide range of literature, which includes the references I researched whilst completing the task. I also showed a good understanding of the concepts and principles of this task and interpreted qualitive and quantitative data accurately.
























e-Portfolio

This is my portfolio 
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Mendeley
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Mendeley is a reference management programme that was created in 2007 by PhD candidates Paul Foeckler, Victor Henning, and Jan Reichelt. In 2013, Elsevier purchased Mendeley. It is used to create bibliographies for academic articles and maintain and distribute research papers.
I will demonstrate how to download a MENDELEY for you.
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All communication involves (at least) one sender, a message, and a recipient. Communication is simply the act of moving information from one location to another. Although it might seem straightforward, communication is an overly complicated topic. There are a wide variety of factors that can influence how a message is transmitted from the sender to the recipient. They include our feelings, the surrounding cultural context, the communication method, and even our geographic location. Accurate, effective, and unambiguous communication is actually very difficult, which is why companies all over the world place such a high value on these abilities. The ability to listen to what a person is saying is itself a skill and you should focus on that while communicating with others.
If you have good listening skills, you will be able to understand that person’s words more clearly and react in a positive manner. It will also send a signal to the other person that you care about what he/she has to say. Common to all interpersonal communications are some basic principles.
These principles govern the effectiveness of our communications; they may be simple to understand but can take a lifetime to master.
This page explains these principles and gives examples of how, why and when interpersonal communication occurs.
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