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INTRODUCTION
This report   is to show my academic and employability skill that I learned in this first term. This includes exercise we made in class and published literature, we need to understand what we read and explain in our words. This report describes about the importance of employability skills, the skills that an employer is looking for and how to develop your academic skills.
  
[bookmark: _Toc16574230][bookmark: _Toc17280784][bookmark: _Toc15890713][bookmark: _Toc15891058][bookmark: _Toc15891142]How to succeed at University 

In the first year lots of students are failing their assignments because they  are worried too much about and in more hard for them if it the first year at University after a long gap. In order to be successful at Uni you have to know what your strengths are and what your weakness are and starting from there. You have to start working on your self- confidence, make your own plan and interact more with other students. There are students from different country and some of them have different culture, different language and the system of learning may be different from the country to another (Smale and Fowlie 2015).
The students from aboard have to socialize more, read more to understand better this type of education. To succeed at University it important to go to school all the time, while are you in the classroom you have to pay attention at everything what it been saying you have to ask question and respond, finish all your reports in time, take always notes and check your reports after you have finished. Students needs to have the motivation for studying they need to know why they doing that, for what for who and they have to control their emotions as well (Smale and Fowlie 2015).
[bookmark: _Toc15891059][bookmark: _Toc15891143][bookmark: _Toc16574231][bookmark: _Toc17280785]The importance of academic skills
Academic skills are very important for us because people who have academic skills are more privileged for a good job than people who do not have academic skills. However they have more opportunities than other with less experienced in academic skills, they can have bigger wages a good health protection, they do not need social assistance. 
The teenager who have good academic skills are more positive, they do not have any or a very low risk of suffering from depression, anxiety drinking problem or drugs (Regie  2011).
The kids with parents that are get involved in their education are more likely to become good students and to pass all exams, they are more confident in what they do, and being confident in academic skills help them to find a good job and lots of opportunities in the future.
Students who are more organized and they are good in school they gone be as the same good or more in the future.
Academic knowledge is very important for a great progress of teenagers, adults in society( Regie  2011). 
[bookmark: _Toc16574232][bookmark: _Toc17280786]Importance of employability skills

The importance of employability skills is to know how to solve problems, work under pressure and be creative. A study called “The Yorkshire ripper” show us that between 1970 and 1980 the West Yorkshire police was in the middle of a big agitation and they have been worried about all the women from Leeds, Bradford and around because there has been a serious number of crimes. In that period of time they did not have any access to technology and was really hard to identify the possible murder. Now they need to think how to solve this problem and to be creative in the same time. The lead of investigation received a message from someone with a north eastern uk accent and they start the investigation there but the message did not came from the killer, came from another who did not have anything to do with crimes. The problem was that all the victims where prostitutes and are really easy   targets. The conclusion is that if you have employability skills you know how to work under pressure and solving problems.
Isaken, et al (2000)
   




[bookmark: _Toc17280787]Academic skills

[bookmark: _Toc17280788]Paraphrasing and summarising

Paraphrasing means that you write or say in your words someone else idea. When you paraphrase need to make sure that you are not changing the original meaning.
Summarizing is when you take the important idea from a phrase and you have to write or say in your own words.
And here we have the in class exercise we made 
First was the paraphrasing in class exercise which for me was a bit hard but now I have learned how to paraphrase.
Second in class exercise we had was to summarize which was more easy because now I have learned how to paraphrase, and I have received a good feedback from lecturer.
The in-class exercises are attached in the appendix as evidence. 
The importance of paraphrasing and summarising 
Paraphrasing it important because it help us, students to avoid plagiarism and it very important to learn how to paraphrase (Oda, and Yamamoto, 2007).
Summarising it important when you have to take notes about something and you do not have to write everything, just the important thinks.
		
[bookmark: _Toc17280789]Referencing 
Harvard referencing type it is the most used one and can help students to have evidence about they research, we have in text citation as well which can tell the author surname and the year of publication. With referencing it easy to know from where it is the idea (Neville, 2010).




The employability skills that an employer is looking for.


There are eight most important skills:
1. Communication.
2. Decision making.
3. Time management.
4. Team work.
5. Adaptability.
6. Attitude.
7. Responsibility
8. Self-motivation.


Communication; it is the most important thing in a workplace, there are tree important types of communication which are: verbal, nonverbal and written. It is important to have a good communication with your co-workers and the boss.
Decision making; always needs to know how to take a correct decision, how to manage a situation, how to handle with some problems that you may have at the work place. Use all information you have and continue to improving your knowledge.
Time management; need to have the necessary time for work or studying and you most have a schedule all the time.
Team work; we need to know how to work in group, with different persons and different cultures. To respect everyone ideas and the point of view they have, respect other teams as well. You have to take decision for your team to reach the goals, to have a high performance and to know how to be a leader to your group.
Someone says that the group and teams are almost the same but can be differences between them like: the way how they work, what ability can have different ideas. A group may be a number of people that are going to see a football match but a team is made to be creative solve problems, expand a good result and finish projects (Gallagher 2010)
Adaptability; Always to think in a good way all the changes that may come at your work or in your personal life. Respect all the co workers even are from different country or they have different culture. You 
need to have new ideas and to be creative.
Attitude; You need to have you right attitude, have to believe in yourself, to be honest with you and others, to have a god energy and to have the capability to finish a job.
Responsibility; To be able to make the correct decisions at work and in your personal life as well. Be responsible in managing money and time.
Self-motivation; always have a motivation for what are you doing even it a small think you need to be motivated; like why are you doing this for what this type of questions you need to have.
[bookmark: _Toc15891061][bookmark: _Toc15891145]Be confident, to start increasing your self- confidence we have to try new things and start learning new skills. If you are feeling anxious when you start a new job that is happening because you do not know what to expect but you have to be confident and goo ahead. 
[bookmark: _Toc17280791][bookmark: _Toc16574234]Swot analysis

· What is a swot analysis

Swat analysis is a plan used by different people or groups to find out in what are you good what are the opportunities you have, what are the treats and in what you still need to work to improve.
How to do Swot analysis?
You can use this in two ways:
1. Make people get along together to find solution for different problems.
2. In a more complicate way, like a master plan tool. 

S- STRENGHTS; in what are you good, what you know to do better.
W- WEAKNESSES; in what you need to work to improve your knowledge 
O-OPPORTUNITIES; what new thinks you have to help you to succeed in life
T-THREATS; what do you think it gone stop you to do or to achieve what you want,( Pickton, 1998).
[bookmark: _Toc17280792]

My personal Swot analysis

	STRENGHTS
I am good to communicate 
with other people, I am good
with kids and a good listener, always 
ready to help others.


	
	WEAKNESSES
· I need to improve my academic writing ,
· I need to learn how to work in a team
· and under pressure, how to paraphrase,
· and speling.

	Opportunities 
I have the opportunities to start learning in university of Wales (TSD) after a long time. 
I had the opportunity to work with children being volunteer
	
	Threats 
Because of the Brexit find a job may be hard, the wages not gone be the same and my family from another country cannot come to visit because of visa.




[bookmark: _Toc15891063][bookmark: _Toc15891147][bookmark: _Toc16574236][bookmark: _Toc17280793]PERSONAL DEVELOPMENT PLAN[PDP], WHAT IS A PDP

This means that you have to decide your goals. To know how long it gone take to accomplish the goal, this can be: long term, mid term and short term. First you have to see what you know and what you need to improve, also have to know what resource we need how we gone achieve the skills and knowledge, how we gone do this project.
A PDP is a informed arranging self-empowers people to assume responsibility for their own learning. Learning turns into motivated or as accessible procedure, structured and organized to help quick improvement.
My PDP is attached on appendix.
[bookmark: _Toc15891065][bookmark: _Toc15891149][bookmark: _Toc16574237][bookmark: _Toc17280794]How to develop your academic skills, know how and what I need to learn.

· Why do I need to improve my learning skills
· Reflection to learning
· Understanding assessment 
· Completing group assignment with success 
· Check regularly activities and advanced reading online, website.
· Work more in groups.
We all know that learning it not just from schools, we learn lots of thinks from day to day life. Learning in university has to be effectively if you want to realize your goals. It important your time how we learn, how we can upgrade our learning skills.
Why reflecting it saw important; because we have to understand and solve problems. 
We have to complete our group assignments to be more motivated and we have to check all the time all the activities [reading, writing].
To work in group we can learn from each other and share ideas and opinions and we can receive or give feedback.
I need to improve my academic writing and reading skills because I want to became a good health career or a nurse, I need to know how to talk with people and how to write a report about them and for this I need to practice everyday and be focused in classroom.

[bookmark: _Toc17280795]Conclusion 
In this report I have explained how to be successful at university the importance of academic skills, employability skills what an employer it looking to an employee. I have done my personal development plan and
I have learn how to do my SWOT analysis, how to paraphrase and summarise and it is very important to know all this academic skills because it very helpful in life , it helping you to find a good job and how to talk in an academic way.

[bookmark: _Toc16574239][bookmark: _Toc17280796]
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PERSONAL DEVELOPMENT PLAN



What is a Personal Development Plan (PDP)?

“Personal development planning 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” (AUA Postgraduate Certificate in Professional Practice (Higher Education Administration and Management (OUVA))

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 purposes:

· enhancing performance in your current role

· addressing anticipated changes in your current role

· addressing career aspirations towards a future role



		Step 1: Deciding on your goals

Long-term goals 

What do you want to achieve after university? 



To help you think about your goals, ask yourself:

· What areas of my studies/work/life do I want to develop? 

· What areas do I need to improve? 

		[image: \\LAW3\Staff\s.hoffmann\Desktop\goal-circled-in-dictionary.jpg]





· What might be some long-term career goals and what skills would I need to develop to achieve those goals? 

Consider these ideas to get you started:

· Talk with your lecturer.

·  Schedule a confidential session with a careers advisor at UWTSD. 

·  Read career development books. 

· Set realistic priorities – what’s achievable in the next three months? This year? Within 3 years? 

Employers are looking for specific attributes when recruiting graduates. An employable graduate will be:

· Capable of applying knowledge

· Enquiring – critical thinking abilities 

· Creative

· Enterprising – creating solutions 

· Ethical 

· Thinking internationally 





Top 10 skills employers want

1. Commercial awareness

2. Communication skills

3. Teamwork skills

4. Negotiation and persuasion skills

5. Problem solving ability

6. Leadership ability

7. Organisational skills

8. Perseverance and motivation 

9. The ability to work under pressure

10. Confidence 

Adapted from: www.target.co.uk (Nov 2012) 



Mid- term goals 

What do you want to achieve by the end of the 1st year? 

In your class? In your professional development? 



How will you measure success? How will you know you have achieved your goal? 



Step 2: Evaluating your current position

Think of situations where you demonstrated any of the 10 skills mentioned before. 

[bookmark: _GoBack]How successful was your personal activity during the situations you are considering?

What were your strengths and weaknesses? How do you know? Give evidence of your achievement. 



		Step 3: Creating a plan 



Deciding on a plan of action to get from here to there. 



Make concrete plans:



· Define what you need to do

· Define when and how you will do it

· Be specific about your milestones

· Plan review points 



		

[image: \\LAW3\Staff\s.hoffmann\Desktop\goal 2.jpg]









Adapted from: http://www.youtube.com/watch?v=VLTcm63n10I







Personal Development Plan

		

		Short-Term Time Frame 



What do I want to 

accomplish in the next 

three to six months?



		Mid-Term Time Frame 



What do I want to 

accomplish in the next 

six months to two years? 

		Long-Term Time Frame 



What do I want to 

accomplish in the next 

two to three years? 



		Section 1 - My Goals  

 

What are my overall goals that I want to accomplish in this time period? 



 



Example: become a Student Affairs Officer; learn computer graphics 








		

I want to lose weight,pass my assigments with high marks.

I want to start a first aid course.

I want to improve my digital skills  to manage better computers.

		Increase my knowledge in health and social care, I want to became a health  career.

I want to learn more of academic writing. 



 

		I want to finish level 5 and 6 at tsd university and start a good cariere.



		Section 2 - Skills and Knowledge to be 

Learned 



What specifically do I need to learn? What project do I need to work on? 

 

 



Example: Student advising; 

Banner; Dreamweaver; develop a procedures manual 








		To lose weight I need to have the right and  healthy food exercise more going to gim.

For the first aid  course I m gone register my self in  british red cross to do  this. It is a 6 hours practice follow by a writing test.

To improve mi digital skills I need to work on my computer one hour a day and ask my teacher   to explain and show how to use different things.

		I need to learn about people how to communicate  with them. Problem solving ability,  to be more motivated .

		I need to learn how to manage with people with different illness,  I need to learn how to take the right decision and  to solve problems. I also need to learn to work in team and under pressure.



		Section 3 - Next Steps

 

How am I going to acquire the skills and knowledge? How am I going to do this project? 

 

 



Example: take Dreamweaver class; do an 

informational interview; set up a project outline 






		I m gone read thing about diet an sports.

For the first aid course I m gone start reading the preparation book and take notes.

For the digital skills i m gone take notes from my teacher I m gone exercise by mi own.

		I m gone read articles about health and social care to understand better what I need to do, I m gone ask people who already work in I m gone talk with the lecturer and I m gone pay attention in the class.in my academic writing I m gone write and read  more.

		I m gone attend all classes I m gone take notes ,I m gone work in class group , I m gone ask teacher to give me task and to finish them in a short period of time.







Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf







		

		Short-Term Time Frame 



What do I want to 

accomplish in the next 

three to six months?



		Mid-Term Time Frame 



What do I want to 

accomplish in the next 

six months to two years? 

		Long-Term Time Frame 



What do I want to 

accomplish in the next 

two to three years? 



		Section 4 - Resources

 



What resources do I need? 

 

 

Example: free time; funding








		

To loose weight I need motivation.

For the first aid course I need time ,internet and financial support.

For digital skills I need also internet and  some one to explain to me how to use computers.

		I need time ,financial support, attend all the classes that I have, access to internet and lots of motivation.

		Financial support ,access to internet, time and motivation.



		Section 5 -  Time Schedule 

 

What is my time schedule?  



		Loose 10 kilo in 3 months. firs aid  in one month and digital skills in 3 months.

		3 months in academic writing and almost one year for health care.

		3 years I m gone finish the school and for a good job in the 2 years.,



		



When will I start? 
 



		Septembre 2019 for loosing weight and for digital skills I started in June 2019

		I started in June 2019 for academic writing and health and social care

		I already started the school in June 2019 and . for the job I do not know when I m gone start.



		



When do I expect to finish?

 



		I m gone finish on decembre 

I m gone finish in septembre 2019

		Academic writing in septembre 2019

Health care in June 2020

		I m gone finish the whole 3 years in 2022

The job hope it gone be till I m gone be old.



		Section 6 - Completion 

 

When have I completed each 

step? 
 



		□____2019______

      Date 

 

 □_2019_________

      Date 

 

 □__________

      Date



		□_2019_________

      Date 

 

 □_2020_________

      Date 

 

 □__________

      Date



		□___2022_______

      Date 

 

 □_do not know._________

      Date 

 

 □__________

      Date







Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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&Y Trinity Saint David Academic and Employability Skills (ACE) — term 1
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: OANR OLARI Student ID: __ /88224

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to Ieadershipqpositions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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N Trinity Saint David Academic and Employability Skills (ACE) — term 1
L\ 5T LoNDON BMSW4001

In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

] \/
Paraphrase 1 {acceptable)/ unacceptable
Reason: : 1C5: y eAi ¢
American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and

growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracgs are the biggest stumbling block on the road to the

educa;.orf(f%;% fbe o'qﬁ ‘Hme%‘ne - ouaTFL mere  Jot |pshtuhoin

(Cunacceptabley

Paraphrase 2 - acceptable

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the duca‘;nal goals that w fse their primary o ectlve

TREY Shouldl $ininK  mere 0ot $he 340 be cais€ Juevew'%a
: ) e‘j %@ﬂe be U(‘ (15 Weee

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

AN
Paraphrase 4 - accepta le nacceptable

Reason: They gheudd Fhiak aere Yo Yhe mr@wﬂ\ of- dhe Sludunts
becashe they heave Sour ), ménisvy -

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience."
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In-class exercise 2: Summarising

Student Name: OAana- oy Student ID: /& [£ 32 Ly

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

- The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its compétitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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