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1 ABSTRACT OR SUMMARY

The next report presents an analysis and some activities where shown my
development in relation with my academic and employability skills learned at the
first part in this term.

Also, | will explain the definitions of relevant and kind of skills we have learned in
class.

In my method section | include exercises which was made in class where in one
of those | have related with my actual job where | am applying these tools.

In addition, | have included some articles relating my employment area and
relevant information about my place of work.

Besides | have written some weaknesses | have found to write this report and

also some topics where | had difficult to understand.



2 INTRODUCTION

The present assessment is looking to evaluate the knowledge learned for
students during the first academic term as well as to give some information about
our career and to probe this through some articles how demand is nowadays.
The other purpose of this subject is give an appropriately academic report where
| am going to analyse my academic and employability skills by referring to in-
class exercises and published literature such as articles, internet or some books,
as well I will include scanned copies of in class-exercises and the feedback | have

received in the form of the appendix.

We have learned in class about different skills which have been defined as:
First of all, I will start with the meaning of skills which is the person’s ability or

activity to do something properly and easy.

There are several skills such as:

e Adaptive skills: help us to manage, form attitudes, govern over
interpersonal interactions and determine how we cope ourselves.

e Academic skills: the ability we have developed to use in our studies.

e Transferrable skills: the knowledge we have learned thanks some
experiences for example through our work, studies or personal
experience.

e Job related skills: the ability to allow people get employ because have
the specific characteristics the company is looking for. These skills can be

getting from school others can be learned at the same job.

Academic Skills include: writing, reflective and creative thinking, critical analysis,
research skills, referencing skills.

Employability skills include: teamwork, problem solving, oral communication,
adaptability, collaboration, resource management, technology use.

In my personal academic and employability skills | have mentioned before these

are which | am using at my job and my studies.



3 METHODOLOGY

In this section | explain about how | have carried out my enquiry, first of all | am
writing this report as part of my assessment correspondent to the term 1 to carry
out this I use different methods to search the specific information | need as for
example | will take reading from internet and some books avoiding plagiarism
which it's one of the most important points of this project trying to show the best
of my knowledge also include in my assessment.

The form | will take for my enquires as | mentioned in the last paragraphs will be
internet resources such a google as a website method and also | will continue
exploring at some books because this was required as part of our work as well
as an articles where show about my interesting career and articles where will give
the information | am needing to collect all the main points | am looking for my
essay. Also, | have to review my class exercise discussion which personally |
think there are the most significant aspects because were took as part of the

explanation by first-hand with our lecturer.

The measurement | have taken to make this it's to be careful when | am reading
each article with which is related with my research because | have to be sure the
information given is authentic.

All the subject | will chose are all of those that have to do with the module which
is Academic and Employability Skills and as well all the topic which our

assessment requires as for example about skills.

In class exercises include:

3.1SWOT: it means the strength, weaknesses, opportunities and threats
analysis of each person.

3.2 Daily: organisation and time management about activities you are doing
every day in a specific time.

3.3 Summarising: give the most important ideas about something or someone
explaining in short words and it has not to be too long.

3.4 Report: is an information given in an official document using some

investigation methods.



3.5 Paraphrasing: it is to pass the information | have read and then put the

same but in my own words.



4 RESULTS OR FINDINGS

The exercises | have mentioned before reflects in the next

SWOT

STRENGHTS

WEAKNESSES

My deal to grow up as a professional
Patient and careful
Enthusiastic

Committed with my studies

Not experience at the university
Not creative enough

English is not my first language
Writing essays

Indecisive

Very busy

OPPORTUNITIES

THREATS

New career decision

New challenges/ skills

Experience in different environment
More autonomy

Improve my English

| will have lectures who can help me

Manage time to complete everything
There are people with more ideas and
experience than me

| am not a good team leader

Political and economic effects




DIALY

ACTIVITY TIME PRIORITY TIME ACTIVITY
REQUIRED

Get ready for | 45 minutes important 6:00 am Wake up

job

Dress my son | 10 minutes Important 7:00 am Wake up my
son

Take tube 15 minutes Important 8:00 am Take tube to
go work

Take delivery | 30 minutes Important 9:00 am Organize
delivery

Prepare 10 minutes Important 10:00 am Fill up drinks

fridges and snacks

Start to take | 30 minutes Important 11:00 am Fill up fridges

sushi with sushi

Customer All work’s | Important 12:00 am Serve hot food

service hours

Check 5 minutes Important 13:00 pm Change the

customer bin bin bag

Customer All time Important 14:00 pm Serve hot food

service

Time out 5 minutes Important 15:00 pm Take my lunch

Organize 50 minutes Important 16:00 pm Prepare dinner

home

Collect my son | 10 minutes Important 17:00 pm Go to the park

Go home 30 minutes Important 18:00 pm Prepare
washing
machine

Take a shower | 35 minutes important 19:00 pm Hang out the
washing




This is the exercise mentioned before about paraphrasing.

ke

Name: W& 5

Class N~

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

Which sentences are closest In meaning to the five sentences below?
23% of adolescents who have one baby have a second baby within two years of the first baby’s birth. |
i’ 25% of babies are born to mothers who are adolescents.
:::h :ut of four adolescent mothers has another baby before the first baby reaches his second
ay.
< Aquarter of adolescent mothers gives birth when their first born s two.
@ 25% of adolescent mothers become pregnant again when their first babies are two years old.
queve~

1.

2. 1t ha;h been reported that the richest one percent of Americans own 40% of the country's wealth.c
;. I :r«:hesl 1% are 40 times as wealthy as the rest of Americans.
- Ifthe gap between rich and poor continues to grow at the current rate, the richest one percent will
3 500N own 40% of the country's wealth.
£ 40% of the ct?un(w's wealth is in the hands of only 1% of Americans.
) 99% of Americans own 40% as much as the richest 1%.
3. The judge was felimd when the jury was finally ready to announce its verdict.
whgn the jury announced its verdict, the judge was relieved.
b.k The judge asked the jury to arrive at a verdict.
c‘.ﬁ The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.
4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
3. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults. \
Women who observed the abuse of their mothers when they were young are more likely to endure ) rorerese
N
abuse themselves.
¢.  Women who were abused as children are more likely to abuse their own children.
d. 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.

S.
a. Martha thinks that adolescents like to write about their problems.
. @ Martha feels that writing about adolescent problems is worthwhilex O\@ \C~p@n O~
N ¢. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.
/ ntences; - .
Write your own paraphrase for the fo_‘l?‘wliél; aeu‘u i }/q - 0-
1. Alocal newspaper claims tha(li’_‘_of all homeless people do not like homeless shelters and prefer to live
Y o

asthey do now.”
- @ o o .
ve. Paper ~

¢ coalcovd a ¢
2. R%‘;?oldﬁfau%mgt* aeb'eér hdd attacked him, which s"h: found difficult to ‘)el e
mmmmm_ﬂmummmmm“m\\e

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

3;
{er sogY

extra water.

\
4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away

by whites by 1932. “a Qe i ;
Lovety eiahr milliaa of occesuere dodea PO WY Do NoXiae Bmecican

5. A:"tgma'n%}nx-;as nominated by the president to head the department was quickly approved by the
board of trustees 0, dei comisasi0S, &l od ministrodo s L
he o:;s\ Aent ssmiacked o (nonca o moanods the Aseack g\
.._,hef‘-e Ihe cAmins+adi0 q approved vecy fosih,




5 DISCUSSION

First of all after | have analyse each topic now | can interpret the results from the
information | have collected as for example understanding the meaning of
academic skills and their different kinds there are so now | can understand how |
can use it at my place of work as well as in my studies so | have learned the

importance of each one.

Secondly as some evidence provided about one of the activities shown in part
4.1, | could have difficult to manage my time to complete all my duties at my place
of work as well as with my studies but if | analyse this exercise | am capable to
manage properly my time management so as part of one of the important which
belongs as part of academic, or job related skills it is a good indicator | am
applying some topics learned at class. To sum up it shows my direct effort to
maximise my committed to achieve my expenditure of time and energy so
obviously I am not having time wastage which was one of things we spoke in
class as part of the basic time management.

Our lecturer gave us information about another daily time management which is
divide in different sections such us important and not important which are
separate by urgent and not urgent so it have helped to me to differentiate | have
to prioritize some activities | am doing daily or some activities | will do it in the
future to give it the necessary importance to the principal duties in my studies, in

my place of work and in my personal life.

In addition one of the things | found a little difficult was paraphrasing but it has to
be improved by me because | am finding some struggles to find synonyms to give
a text the same meaning but using my owns words however the class exercises
not was than bad as | was thinking as you can see in the evidence | will provide
later.

Another important point was study about SWOT, this has been one of the things
at the beginning | found difficult to understand because | never studied this topic
however now | know how useful it can be to myself for later apply to my studies

or work

10



To continue explaining about my academic or employability skills 1 will explain
some different topics we have discuss in class as for example skills for effective
learning which include:

Research skills

Referencing skills

Writing skills

Critical analysis

Memory.

All of these are going and already are being used in this report to be completed.
So for example research skills I am using to find all the information | have to
include here, referencing skills is about to show where | have took some articles,
writing skills one of the most important because it means the most relevant work
trying to write properly and finally one of the points is give a critical analysis to
conclude which you will read it at the end of this report.

One of the other problem | am having to write this report is referencing because
| cannot completely understand how to write in a properly order the sources
where | have took the information so maybe you will see my mistakes at the end
even thought | will try to do the best kind of possible however | know | must
continue working and studying to understand completely how | should cite
different sources. As we know there are two forms of cite referencing so the part,

| have to practice more is the large form.

To continue and to explaining about SWOT in relation with my job | could say my
strengths are the followings: | am a good worker, patient, careful, well educated,
committed with my duties, all of these are helping to me to do properly duties
required for my company.

Weaknesses | don’t have experience to deal with people face to face, English is
not my first language, also | didn’t have experience with a similar job, work under
pressure.

Opportunities as all new challenges will give me, first of all experience to deal
with people face to face which means to get knowledge with customer service so

at the same time | am learning new skills and getting more autonomy as well as

11



improving my English, finally | have people who are available to help me to
understand everything | need to complete all my responsibilities.

Threats: as in my example given before the difficult is manage time, there are
people with more experience than me in this sector.

Putting in practice all of this with the recommendations given by our lecturer about

SWOT | am developing and improving some new and existing abilities.

Actually, I am working at Wasabi shop as floor team member which belongs to
the hospitality world but in a future, | would like to be working at Human
Resources Management so | am going to focus in give some information with
examples taken from different articles in relation with this.

As a part of Wasabi shop as they mention in their website they are a company
who has a roll for everyone don’t mind the skill level but for them is essential you
are a hardworking and enthusiastic, a good customer service, ability to work
under pressure as well as to give support to the branch kitchen team. (Wasabi
Co.Ltd 2019)

To analyse this topic in relation with this subject and with the different tittles we
have studied we can see how important skills are to be taken at our place of work
so it's important to understand properly about how we can improve or develop
any ability.

To continue writing my report | will add some information in relation with my future
career | would like to take after finish my university studies, as | have mentioned
before | would like to be part of Human Resources Management so next | will
give some information about this kind of employment.

| will start explaining about Human Resources Management: first of all, human
resources are employers who works in a company to manage their duties. Also,
this department is who have to plan some strategies and at the same time they
provide help to other departments in a company, so itis an important and exciting
campus in relation with business.

In addition, they have to develop their employers giving motivation to work better
besides of analyses the place of work, define the position, get proper professional

profile for then start with recruitment and staff’'s selection.

12



We have understood the meaning of skills but now | will name the important

required for human resources management which are the followings:

e Leadership

¢ Ability to incentive employers

e Good communication skills

e Ability to create a good teamwork

¢ Help to evolve employers

e Be able to communicate with all company’s members

e Good ability to negotiate.

There are several demand for HHRR position and through Job Today application
| found a relevant available job in London, South East England which describes
as full time, obviously | will need to apply and pass some interviews to be
accepted as part of the duties they describes they are looking for maintaining the
organisation’s staff as well as to evaluate candidates, prepare new employers,
team management and others as we can see all of these things have relation

with the explanation and some examples | gave before in my last paragraphs.

13



6 CONCLUSIONS AND RECOMMENDATIONS

To conclude with this report, |1 would like to say | have learned many things as
part of the subject as for instance | would like hame to drawn together mains
issues such as SWOT, daily, summarising, report and paraphrasing also the
definition of each one and | will put in practice to my life.

As part of the recommendations | think it has to be given just to myself because
| have to continue working to improve some topics | have mentioned before.

On the other hand, our lecture gave us all the necessary information to complete

with this report, so | don'’t think it need some recommendation.

14
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8 APPENDICES

In this section | attached relevant exercises done in class.

* Trinity Saint David Academic and Employability Skills - BMSW4001
Term1

g Y 2T
X-) LONDON
In-class exercise 1: Paraphrasing (Oct 2019)

student ID: _ 1209 699

er to the lecturer upon completion. It will be returned
exercise in the form of an

Student Name: Mydam TouueaaNon
Time allocated: 1 hour. Please return your pap
to you at the next session. You will need to include a scanned copy of this

appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an qffordabl_g_little luxury,/associated with romance and

celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast’Mv_eﬁ__
governments alike. The USA

child slave labour deeply shocked chocolate companies, consumers and
F passed legislation mandating that standards be created to permit com. anies who could prove that
their chocolate was produced withoen;{ forced labour to label their chocolate “slave-labour free.” The
e industry agreed to an international protocol that would give € \()Té'te’;lgq_yg[s four

chocolat
years to limit abusive practices.

~ed wivalane ar oS r\a(_‘):)c of Yhe
cans Adeced an exr‘)(’(\i-u*’ c\:"ar soace
< \eo¥ed taudued wiXhn AlAS
Aackiaa kece =ome comr\ac.ni_eﬁ
ent oS wel\l The 0SA

{hocolcXe has beea osSods
oveat s as el oS X oS
[N c}_\\'\.\‘ee(\ eSS aQo, Tuocy Coo
wanc¥s hacd - Sa COCOOI S QO

X = asd (\_‘nqeu\m

A oo stokok e no demands Xe ccecke \ed&S XO

Mok Ane o chocolole o
waeclA Lixhoot &\Cmef\'/“
oivth Xhe 2akecactSaaal

o Ane chocolake mosutaciace”

\eXx rr‘cv\§n39< shous
NG enaca\exe !

1o dAnste S S eonend
2 seaastc o

The c\-\mr\\&‘(‘p

Q4 _yearsS xo s*-o.? e ecuel :\acac-\'ces.,

y
v

Lecturer’s comments: A 40 oA i< 4 ¢+ At < i gss

band \,,.W

o/ upw oM rm %
A A-A»/’
s Date: __ 2\ '(.Iﬂll

Lecturer’s signature:

1|Page




i i 4) You weren't careful, so you made so many mistakes. (had)
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B T David Academic and Employability Skills — BMSW4001
LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

watd

1) There will be a few changes around in the office. (announce)
The boss _g wa 5O in the office.

2) He doesn't write to me as frequently as | wanted.

I wish \-\gl aditesS da e moce Ahan he does
) vethe

3) We were concerned about her health.

We had some 1n0ccieS onmook hec ghysical cpadidion

@qt so many mistakes.

5) The council cut funding so we could not provide free parking.

Because of f&%ﬁs&&m&s&%&m:_&u_@x&nwm_h__a_m‘

His proposal

7) It was Mary who stole money. d fye :./Lf,

He accused JA&LAWM&/_'—

//8) He seems well-educated. However, he's not very bright. (although)

\@ol S \acci t\[/,\\e S T uecy cleuer

. gox </ ; B
9) Universities place the burc?; of understanding plagiarism and attribution conventions on
students.

oA

—

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)

The Yhwed gork of adelesceal= uhey Alcen \\/ oo \a\m/ hove thav
second oy whes e Kesk WD dwo YecJ< o\d.

Lecturer’s cc its:

— 4 _gool efirvre

Lecturer’s signature: Date: 21. 4. (%

6U

2|Page

The responsibility for @L{u,@(s\i'\ﬁs“mm)& \ob shudedts Aa noex{ and _aXrebNoa ¢ «mue\\'\‘\oc\s
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INIVERSITY OF WALES

\, E_:"')VOF:‘""& Academic and Employability Skills (ACE) — term 1 \
' BMSW4001 i
In-class exercise 2: Summarising (Oct 2019) \

\

Stude . ° 5
nt Name: My, lam juu\ngu\'\‘(\ Student ID/Group: lﬂQSﬁC 2 SZ é .}

Time alloc : i

to you at t:teed. 1 hour.. Please return your paper to the lecturer upon completion. It will be returned

appendix t ri Sestsmn_ You will need to include a scanned copy of this exercise in the form of an
ix together with your Task 1 (part of the Assignment for this module).

Ex.1

R 5
fead the fol!owmg 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.

To be a great leader, you need to start by leading yourself

::ec:;t ‘foplfhgeo.:::""mp positions with good intentions, but those often crumble due to the demands — and
L’ﬁ?%‘ Cag; job. If you m?&g&ggﬂ, dgvote some time and energy to self-leadership, says consultant

> umann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other |
people make. But when it’s our turn to assume the role, we find that reality doe/s;;';ln_qt_cigyr expectations J

or imaginations. Sudmann, for example, believed that he would ace his first Jeadership role. Then, he held |

= " 2 P e TRy | o
his first Tnajor staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.
— (

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do_ and n’o-tﬂegg_ughj_(mo doit;
they don'_t_clearly t_hi’nl_t_th@ygh__(heir _prioritigignd strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

sudmann found a potential solution to these "claiﬂggw_ev'm_lﬂ_ems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,

Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership.Sudmana has found
this orientation tremendously helpful. gelnws he breaks down three actions that go into self-leadership.

tC HhC o
1735; leaders need to know all of their biases, predilections

3y € »
w SRS

af
(221

First of all, you need to be sware
el A Yl teie= P - B ,
and s. Anothei idea is to tan 1ites every day to think about the challenges you've recently

handled and the ones you'l! scon face. While iviarcus Aurelius was fond of reflecting in the evening, Sudmann
Tikes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

1oy snin
v

v

no matter how much preparation and reflection you put in, there will be

tes who anger, frustrate or annoy you. That’s where the practice

. on a scale from 1 to 10, how |mp_o£Ms Alssui

|d the leader | aspire to be handle this situation?
CMBL GO e

Also, regulate your feelings; '
employees, colleagues, clients and associa

of “reframing” comes in; stopping and asking yourself ..
right now? Then, give yourself amoment to think: “How wou

The answer will come to you.

pate: ____

Lecturer’s signature:

18



Trinity Saint David Academic and Employability Skills (ACE) —term 1
LONDON BMSW4001
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.

A (ot cf:x*na\e woal in Wxroene oo c-car\ \(-‘(\(\P{_}&ﬂ__“ﬁﬁfﬁ—ﬁhif—-
WN&H ann c\m“;\re )m\s ms.—\ OMM

\\ <o RS Areae  oce o.ccOu)ék\ (\(’“f‘“(\

Whan xaple m'\ Ao oS Xa Ae opels —the\/ Waoe 0 he?
> :\c —\erz\@(S\\\Q t£

oS Mo Ye AeMen sedaas\y ostal N et-sQ{x\ScL\\\\-
We oced X6 Aiabh hain wae mo agha gy &c <&Yceed d\é c\sa Ao
Y ad\e ko cesalae [eX\N =5ees e o\ haue hZWecaose (an@q

mgjg&be_&s&cog‘k:_nl__ﬁ.mgms e ace hn o SAuwaNaa uinich
23S N€€eran® Yhan  ong excﬂc%e\'\ S .
To Ais case Sodoaan \\A(‘\ s €05 cne= Q(.\ oS o \aAeLS&BQ

MOQ\AQ\\ OOSWEC v anesSNOO cacdce \Q\,l on m?\n\(/@

Hraths lote e Sodmen O was \c\n(\(x Ao b o S\QA \en(\@(i\\\ug
aod ne ceaNsed Vo Aaenc ial Mocte woefe o Nob of eecple
G \exs o aghie S WX ’:\—\m wece «epz\mg PoNatva \-‘\‘m@\ s
Xooy, o \A D ot (\\fio(‘l\@(\ Noeer 1 dans X cnm\e\e\ce o 3 h

Micc 6\l SAmann €acad o sdakian Yo \ecdecshig axoe X
s > ‘m\os:m\mer cNed Yaccas

AuaceasS so b oo \d XaVMe ca odedaX: qa ‘\-a Wmm&_g__mc,squmg

<e\fF-\eadecsht Q

XKLAQSc:‘_\bM\\C\ £ocos oo o0r oS Secaasce Yodec s
Ko

(=)

crante S o Aniald hauns OC S\ \ % SO a®

aoeshigal Yo Wensa\l 5o compasC o \mg__;gc;s_\;eeo:_&,ism_be

kommw%e S eaouy ood \.\\\Q‘\ Ve con Ao Yo sock oot feam e r 5

BT MOWGr The SIT0oTion e alwoyS o] hol® 1SSaes 4o ™ w\\'\\
ovver paoele , \Jowcdﬂ_!fs oy frostedion Ts Ao My ASSes WA@Y 5 which
ear\.

Mooae Qf-ceec\s Ao fnish
Lecturer’s comments:

Date:

Lecturer’s signature:

lei;}t‘
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