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Summarising
In this report I have included an introduction of my work in which I define what means a SKILL and how many types of skills they are. I also included the methodology which I have used to finalize it and as well the results which I have obtain based on the methodology. I made researches in books and articles related to the subject of the report and  I analysed my academic and employability skills I have included as skills: time management( The Eisenhower Method), paraphrasing(in-class exercises), referencing (Harvard Referencing Style), summarising(in-class exercise), a SWOT analysis about my skills( strengths, weaknesses, opportunities and threats), personal mastery and a personal development plan (PDP with in-class exercise). 
After I finished my academic and employability skills using all these methods I attached the results and create a discussion about the accuracy of these results and what I found out during my research. I have conclusions of the report, a list of references which show to the reader what sources I have used in my work and I have attached in appendices all the practical application and the scanned in-class exercises which were really helpful to touch the main objectives of this report.
Introduction
Skills are the ability or the mastery required if I am planning to do an assmignment or any piece of work. Employability skills permit me to do a specific job. There are numerous distinctive sorts of skills that can assist me to succed at all viewpoints and goals of my life whether I speack about my academic progress , work or my hobbies. I believe that skills ar what makes me sure on myself and independent in life if I want to succed. Even if it might take a lot of determination and time to practice nearly any skill can be learned, developed or improved. In order to identify my academic and employability skills I have set realistic expectations, objectives and goals and during this term I get more organized and prepared to learn.

Figure 1. Categories of skills
[image: ]
According to Robinson, J.P in 2000 he specified in ”What are employability skills?” The workplace three major categories of skills. In Figure 1 which is attached bellow those categories have been divided in different sets of abilities which represent every major skills which are included in those three categories. This skills are required and they must be created  and developed by individuals if order to initiate in progressing in academic field or career either maintain self-confidence and quality raised at the business’s standards. Some of the abilities and  skills of an individual  are required by the business or the organization where they are working , or the individual set his  academic or career targets according to his future personal development plan and  all the SMART goals and he tried to achieve those skills according to his plan (Brewer, 2013).

Methodology
[image: ]In this section I want  to mention what methods I have used to finish this report about my academic and employability skills. During the whole term I haved learned about time management from Stephen Covey. 
The Eisenhower Method is a matrix in which I have analysed the importance and urgency of the tasks that I have planned to do. That is a method that helps me to analyse which one is more or less important and more or less urgent and in the figure bellow it is explained really well how to do it.



After this I attached an example of Matrix of Eisenhower Method which I have done as an in-class exercise.
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Another skills that I have gained during this term is paraphrasing which means to write the ideas of another person in my own words. This is really useful when I am doing researches and I want to use the studies, articles and the work of other individuals to support my own view. An important fact when I am paraphrasing is to change the words and the structure but I need to keep the same meaning. In week 5 me and my colleagues make an in-class exercise about Paraphrasing and you can see it attached bellow and in Appendices. I learned as well about referencing and the styles.
[image: ]
Even If I am paraphrasing someone’s work I need to acknowledge it by using another skill named referencing. 
[image: ]
The thoughts that I am referencing may come from books, diary articles, newspapers articles on internet, videos, lecture notes, module teaching materials or any other sources. I need to include somne details and elements about the sources which I have used in my work so that my readers can discover the original materials effortlessly. In my academic writing I have learned about Harvard Referencing which I need to use when I am doing my assignements and I made a in-class exercise which is included  both here and in my appendices.
Another skill that I learned about is summarising. This process of summarising represents also a important skill in academic writing and in professional career. It permits to someone to extract the most esential points from a textual content and allow to that person to rewrite those points in his own words but in a shorter version. This ability is helpful when I am taking notes in class, when I am learning a new subject and when I am researching for an essay or assignment. Being able to write a proper summary shows that I have fully understood the text that I was reading and I extracted the key-points of it to help me remember what is all about. I made a in-class exercise which is included bellow and in my appendices. 
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Personal mastery skill: My personal goals needs to be SMART. Smart means specific, measurable, acheivable, realistis and time-related.  identifying  and analysing my strengths, weaknesses and these are part of personal mastery. Also I am dealing with positive thinking, interpersonal communication in professional area and continuously increasing self-confidence.
[bookmark: _Toc17577912]SWOT and PDP
After that I made a SWOT analysis in which I have analysed my skills. This SWOT analysis is an fantastically simple but effective method to help me increase any strategy, whether I am planning to develop my skills or to achieve my smart goals from my personal development plan.
[image: ]
This is my analysis in both academic and professional stages and I explored my strengths,  my weakness, my opportunities and the threats which I might be facing in academic field and in my professional area. 
My strengths: I am an employee newly graduated and I am energetic, loyal to the business, interested in which are the objectives and the main goals of the company, I am able to work under pressure, I am good at time management and decision making skills, I am a punctual person and problem-solving is my strongest capability in my practical area of work.
My weaknesses:  My communication  for personal interactions in the workplace needs to be more effectively, I am not fully compatible to transferable skills, I am not a good negotiator, I need to develop my planning skills and my 
My opportunities:  I have the possibility to expand my knowledges. to work with experienced leaders which are helping me to develop myself, I have training opportunities at my current job and different facilities as a new worker (Marston, et al. 2011). 
My threats: The fact that is a new environment for me, new employees as colleagues and we need to have a strong team-work, and the maintenance of professional norms in my professional area are always changing. 
Practical exercise: Personal development plan (PDP):
A PDP is a Personal Development Plan which represents a written self-reflection and improvement which wants to act like a detailed action plan based on goals and used to satisfy on academic, personal or career plan. I have created this plan to consider a development and I am thinking that this works in a successfully way for me by allowing myself to establish which are my aims, objectives and goals and to identify my strengths and weaknesses and my need for improvement and how to develop myself.
I have placed my objectives in an order based on the areas that I would like to see a progress or to improve something in my life and my PDP consists in my personalised actions made in an order and these actions are helping me to achieve them in a period of time depending if it is a short-term goal, middle-term goal or long term goal.
In section 1 I have fixed my goals for short-term (three to six months), middle-term (six months to two years) and long-term (two to three years).  
In section 2 I identified my skills and knowledge to be learned for all three period of terms. In order to complete my goals and to learn all those skills and to gain the knowledge that I need it is necessary to think about the next steps that I am going to make and those were carefully chosen in section 3.
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In section 4 I need to think about the resources that I need depending of the period of time in which I am planning to accomplish and I have completed only the short-term and the mid-term section because I don’t know what resources I need in two to three years to accomplish what I want.
[image: ]
In section 5 it is all about the Time Schedule and I didn’t manage to complete that because I didn’t start yet to try to accomplish what I have planned in my Personal Development Plan but I will use the Eisenhower Method to complete the section 5 because as soon as I want to start I want to be able to manage my time effectively.
Discussion
My aptitudes requires in professional area represents extraction of different skills such as personal, academic, administrative, professional and managerial. Skills required in proficient range must be supported and created by individuals. How? By taking initiatives for progressing or maintain a quality deliver of skills according to a business’s standards. I managed to mantain myself at the business’s standard when I put in application all the employability skills which I learned( SWOT, time management, PDP and many more) and as well some of the academic skills like paraphrasing and summarising.
Conclusion
Academic and employability skills are really important for me in professional development and in my academic experience as a student. The explorations of opportunities from the SWOT, making carrier objectives with the help of PDP, summarising, paraphrasing, harvard referencing style and time management are highly recommended if I want to evolve as a student and in my career. 
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable itle luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child lave labour deeply shocked chocolate companies, consumers and governments like. 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-fabour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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