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1. Abstract or Summary 

The main contents of which this work speaks are all the ways learned to organize my life and future plans in the short and long term.
I have learned different forms of organization. Example:
· The Eisenhower Method
· Weekly and Daily plan 
· Personal development Plan
· Swot Analysis
Also in this work I talk about everything learned to facilitate knowing how to do a report like this.
                Example:
· Paraphrasing 
· Sentence Structure
· References
· Summary 
I will explain all my employabilities skills learned in this course, from where I have obtained more information about everything given and how I analyze myself using tasks done in class.







2. Introduction
In this work I will explain what each thing given in class means and the tasks done.
· The Eisenhower Method is to know how to organize your daily routine from more to less urgent and from more to less important. It helps you prioritize your tasks.
                                                                                 Nguyen,H.(2012)
· Weekly and Daily Plan serve to organize and plan each and every tasks makes them easier and your life infinitely better.
· Personal Development Plan serves to clarify your goals, to set your goals and be prepared in case they arise or appear incidentals. Organizing your development plan you realize the effort required by each goal and task and how much they ask of you. Your work makes more sense because it has an objective, a destination point and that motivates.
· Swot analysis helps you to manage and dose our own strengths to know how to use them and use them to the fullest. We can also help improve our weak points.
                                                                            Shewan,D.(2019)
· Paraphrasing serves to give the idea or concept of something through our words. It is a way of not copying ourselves and for this it is better to underline the idea or the text from where you got it.
· Sentences structure serves to write sentences grammatically in the appropriate way, so it can be easier for us to do paraphrasing.
· References they serve to demonstrate the source in which you have obtained information and so you also show that said information is not copied.
· Summary It helps us to better understand a topic by putting the most important ideas. The best way to do it to be effective is to read, underline and make schemes.

3. Methodology

To do this job I used methods learned in class and methods also found in other types of sources. They have been very helpful since they have facilitated the organization  and structure of the work.
The first step I took was to ask myself questions about what information I wanted and had to know, how much information I need from each thing and I also have to know where I found it.
Then I started researching the topic in various types of sources as internet or books and when I got enough information I used the steps taken in class and the steps found in my searches.
I started to write using summaries and inside of them using also the paraphrasing. And with all the information already captured in a paper, I started to make a scheme and then I made the report structure after reading the information again I drew my own conclusions that also I was writing down in a paper to have clearer the main ideas. 
When I had all these steps finished I started to transfer the information of this report on the computer since I had everything completed.
Having finished the content page I knew how the structure of my report would be and in what exact order each point would be.
I also had to look for specific information about some doubts that arose at the time of making this report and these investigations helped me as well as some notes taken on the explanations in class of my teacher and in books on aid for this type of work.
Step by step, as I was doing the work, I understood what it was required to expose each point and it became easier for each of them to finish the report.


















4. Results or findings

Types methods to manage
your time

	                                             Swot analysis
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	Opportunities
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Development
Plan
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Eisenhower method
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Weekly
And 
Daily
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Personal Development Plan

	
	  3-6 months
	    6 months-
2 years
	     2-3 years

	My goals
	
	
	

	Skills and knowledge to be learned
	
	
	

	Next steps
	
	
	

	Resources
	
	
	

	Time schedule
	
	
	

	When I will start
	
	
	

	When I will finnish
	
	
	



Just a paragraph


Summary
Main ideas



Written in third person


Uso of own words



One third of the original text
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5. Discussion

These learned techniques have helped me a lot in my daily routine since I work many hours, I am studying in the university and I like to have free time but without wasting time on unimportant things.
The ones that I put into use the most are the daily and weekly routine since they help me find and maintain a balance and not overload certain days besides knowing when to do everything at the right time. It also helps to take advantage of the time since you know the tasks that you have to complete and if one of them for a certain reason is canceled you know how to invest in that time left over.
The end of this is to save time and it is helping me to wake up every morning knowing that there are goals and objectives to meet every day and is psychologically encouraging me to realize that I can with all the purposes that I intend to carry out.
Also the Eisenhower method helps me to distribute my tasks intelligently since this method makes you prioritize your tasks more easily in addition to the fact that Swot analysis is also making it easier for me to know myself more and to know the things that I have to improve that taking a paper and a pen and writing your weaknesses makes you think about this topic and also think about how to improve them and also improve yourself, I have learned to make the most of my skills and performance and with this know how to squeeze the good things out of myself and learn to know how to make the best use of them. It has also taught me to see the opportunities that I can take and take advantage of in the short and long term.
What I certainly liked to learn the most is the Personal Development Plan since I could have some doubt about how I could get to achieve my goals and that I also didn't know how to organize my time to start working on it.
Thanks to this method, I now know how far I want to go, I prefer to mark the path I want to travel since it is important to have some plans before starting to work on something, now I also know how much or little that each task that I have to fulfill can demand from me until I get the marked purpose. Every step I take is with a specific intention or reason and all this has been thanks to this method.
The biggest goal is to save time and with this I can meet them. From here to three or six months maximum I would love to reach certain objectives that I am working on since I have clear the tasks that I have to fulfill since I made my own development plan.
The long term I have much bigger goals in which I also know how I will start working on them and in how long I must meet them since I have set a deadline for each of them.
I found the sentence structure very useful to learn it since my English is not my main language and I would like to improve it in addition to being also very useful to paraphrasing something that I have also learned and it has helped me a lot when it comes to getting information by example to do this work and when reading a text of any subject.

Learning to summarize properly is what helped me to know how and how much information I have to obtain from the different sources that exist. While I learned to make summaries I also took the routine to underline the main ideas with which I wanted to stay from each text or information I read, I also learned here to give the true use to paraphrase, which made it very easy for me to know get the right and necessary information and explain it with my own vocabulary and my own ideas.
Knowing how to paraphrase and know how to summarize seems to me to be the most important things that I have learned in these weeks since, in addition to using for example to make this report, it serves me throughout my life for any type of information that I want to read , understand, study or learn.
Thanks also to know how to summarize I learned something that also serves me a lot of use; Knowing how to make schemes to receive any type of text or information that also helped me a lot when I started to get all the information for this report. 
                                                                          Edu,I.(2015)
References also seem interesting to me to learn because it is always important to show where you got the information and also show that it has not been plagiarized and that the information we have read has been used to draw our own conclusions. In addition to that I found it very interesting to learn to know how to obtain references from any type of source since it is very important because I will give them a lot of use because I would like to continue studying and in each assessment they require me to expose references.

6. Conclusion and recommendation
· Conclusion
After these first weeks the analysis of the progress of my employability and academic skills have reported an increase and improvement thanks to the techniques learned and the plans developed.
These techniques in which we can mention: Paraphrasing, Sentence Structure, References and Summary are very useful skills when doing researches and preparing the structure of this report. Each one has its functionality but all will be very important throughout my academic year and will be very good tools that I would like to improve.
References are also very important for any academic or employability work because always when you get any idea or information from a source or an author you must accredit them to avoid any kind of plagiarism or copyright.

Also thanks to the plans seen as: The Eisenhower Method, Weekly and Daily Plan, Personal Development Plan and Swot Analysis I have been able to know myself better, set my long and short term goals, prepare a daily routine and a weekly routine which allow me to enhance an use and administration of all my time. I have also learned to know how to prioritize between urgent and important things with non-urgent and non-important things which I must delegate or not do them at all.



· Recommendation
My personal recommendations that have helped me a lot to improve giving use at these techniques are practicing summarize and paraphrase from random text taken from internet or reading synopsis. For the sentence structure there are few application to correct you grammatically and then you can do some tasks online. For the references, I used the Harvard References List from the Moodle and I have done some random references from books, newspapers and websites. 

My recommendations for the personal plans are set easy goals for short term the ones you can achieve them faster and keep you motivated to keep moving on to fulfil the rest of them. And always been honest to yourself because If you lie writing these plans down you would be lying only to yourself.
Do swot analysis after a while to review how your weaknesses are improving and checking out what opportunities are incoming and do not forget take advantage of your strengths to do not miss any chance.
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&
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.

w6
1) There will be a few changes around in the office. (announce) '4( ‘/
The boss (1)1 l[ QNNODACY g BQUNS in the office.

2) He doesn't write tg me as frequently as | wanted.
Iwish __ o A% text o e oo Hean e ¢ de\X\g s
WIOUL — Ve Mﬂ (44‘()
3) We were concerned about her health. Fesr ’ pu Y 4
We had some _cesagmmen. Ceesdgn e bog g,& na¢ a 2 it
v

4) You weren't careful, i . "
) 50 you made so many mistakes L(‘b‘a,d) woe U ) \)(
so many mistakes.

If
LoL [@eX
5) The councitcut funding so we could not provide free parking.
Because of _ =™ ) ~e\dipt -+

= grea porriny X

6) His proposal was a failure as it was teo theoretical. (relied) \/
His proposal %@W@M
2 I y
7) It was Mary who stole monéy.” 0 F WM’] /
He accused _+4e }gagw %ﬁ % COCNG L }
e > )
8) He seems weII-e;uzated. However, he's not very bright. (although)

\ooks Cfg&)ﬁ oacth o WLWM Q'\"(\C.\JS\G

e s not fgety g Jvaae /o B
9) Universities place the burderiof understanding plagiarism and attribution conventions on

students.

The responsibility for e onipessihes 1§ mgtm_\ce_smm_umy\&\’d
about dagiansm acd ofouhon conue tMaas |

10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby's birth. (third) N/
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: g Q. (gg calay Student ID:

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).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.

Lecturer’s comments:

Lecturer’s signature: Date: M/‘ //- /jZ
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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. 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.
b. 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.
25% of adolescent mothers become pregnant again when their first babies are two years old.

2. 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%.

3. e judge was relieved when the jury was finally ready to announce its verdict.
a,)) When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomegéhe judge's relief. "

4. Research data sugﬁs( 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.

5. 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. )( 4
d. Martha thinks that adolescents can write about their problems. s ’__‘
Write your own parap%lor !he following sentences: e [ 4 ‘I, varten~y u},

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live

as they do now. X§5(o o% howeless Esebda donHt gyt v e howelos §
steltecs acd +ke Aci N sTeaid

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

N\ AR
3. Anyone who has ever driven through the Mojave Desert kiows that one should always carry a supply of
hoold cauw

gxtra water. \ dawecs “ KooudE -Hhark ML-\ S
\ SN m \

4. Of the 138 million W(ggng that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932.0Jece  remvoed G0 milllon  oscve s of +tte 423 mullon acces

5. Awoman who was nominated by the president to head the department was quickly approved by the
board of rustees/ UIGH W\ O WREY svorit ‘i\ oc o wWonManN who
Wos nominoted by Ate presdat oy ocd o ustean.
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Internet for
most of their schoolwork, ~
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2. Chincse speculators are able to realize profits from this buy-and-scll practice as property
prices are currently on the upswing.
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3. Researchers have found a strong association between computer and Internet use in
adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.
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4. Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.
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5. North China's Shanxi Province, the country's largest coal supplicr and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the citics surveyed and less than 20 percent of houschold garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilitics and 130 citics had not been equipped with garbage disposal plants.
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In-class exercise 2: Summarising (Oct 2019)
Student Name: SQ o« ('\m facCeV Student ID/Group: _AQQ33 X G(OUP “Q

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).

Q ity Satnt David Academic and Employability Skills (ACE) - term 1
L)

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.

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

Most people go into top positions with good intentions: but those often crumble due to the demands — and

perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant

Lars Sudmann. 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 doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a que';zion 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 nd not enough time to do it;
they don’t clearly think through their priorities and 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 “classic leadership problems” 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. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to p_ke 5- 10 minutes évery day to Think about the challenges you’ve recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann

likes 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 I do differently?” Write down your thoughts so you can refer back to them and learn from them.
———————————————————

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now/? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”

“The answer will come to you.
B cor
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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.
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete o referencing and avoiding plagiarism by Neville, Colin
Book. Englns 2nd ed) Published Maldenhead Open University Press 2010

p\C\Q ev — 7 oobl s her

editon
intext(Newille , 2040)
In reference list: \JE\)\\\Q C.{ 040} The complete Giick o
fpge ena and o;dlh& pro&:m‘um

(Lt <l umdthQdd fros Unvecsity

Chapter in an edited book
Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248

contained in the following book: Study skills for Dyslexic students.
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Published Los Angeles, Calif. ; London : SAGE 2007
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Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.
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Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring 1987): 35.
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Newspaper articles
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Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben
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Web pages

Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted”.
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