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1.INTRODUCTION
In this report I will write about what I study in this term on Academic and Employability skills, I will write about skills, the types of skills and the differences. I will tell you about SWOT analysis and what it is, I will say something about PPDP(Personal/Professional Development Plan) and I will give you some example of everything so you could understand all about.

2.SKILLS
 A skill is a dexterity which you could have it or have developed through experiences. 

3.CONSIDER THE DIFFERENT TYPES OF SKILLS
There are a lot of types of skills, but these are the most important in the world of work.
· Adaptive skills
· Academic skills
· Transferable skills
· Job-related skills

· Adaptive skills 
“Help us to cope, shape attitudes, govern our interpersonal interactions and determine how we manage ourselves.”  (moodle definition)
     These types of skills are research from employers because they are universal skills then easy to educate.
     For example, in the world of cleaning, everybody know something about, so, for an employer who is searching personal can be easy to find people to work for them even this people doesn’t have experiences in this type of work, because people usually have adaptive skills and they can learn in the training is given to them or day by day work.
· Academic skills are a mix of skills that help student to study.
Some example of Academic skills: 
· time management,
· reading,
·  oral communication,
·  written communication,
·  critical thinking,
·  research abilities,
·  analytical thinking and problem solving, etc
About Academic skills is a lot of things to say but I will tell you more in the next chapter.

· Transferable skills are any talent developed and able to be used in future employment. 
These skills are based on ability and aptitude, are actions taken to perform a task, transferable to different type of work. 
Example: Write, Communication, Organize, Promote, etc.
These skills are ability what you possess from another work and you can use it in another type of work, like a teamworking or communication.
Example of transferable skill: A parenting skills can be used to open a business like a pre-school. 

· Job-related skills are a personal ability which allow you to work in a specific job.
For example, I work as a cleaner, then is easy for me to find work in this environment because I know what I must do, and I have the right skills developed for this type of jobs. 

4.CONSIDER FURTHER CLASSIFICATION 
4.1. Academic Skills
Like I said before Academic skills are a mix of skills acquired at school and used in this type of environment, but not only. These skills can be used in different type of work.
Communication and Written communication are a primary example of an academic skill.
In Academic Skills we study about: 
-Time management;
-Research and Note taking; 
-Academic Writing Referencing and Avoiding Plagiarism; 
-Paraphrasing and Summarising.
· Time management is about how we manage our time during a day, a week, a month etc.
In time management we study about Eisenhower method and Pareto’s 80-20 method.
· In Eisenhower method is your to-do list but, in a way, where you must choose what is important and urgent but also what is not important and not urgent.
For example:
[image: ]
· In Pareto’s principle 80-20 rule is a helpful concept for life and time management. “This rule says that 20 percent of activities will account for 80 percent of your results.”  This principle is used also to help productivity. So, in Pareto’s rule is about work efficiently. (moodle,2019/2020)
For example: 
-80% of problems come from 20% of causes.
-20% of employees use 80% of all sick days.
Time management can be found in Employability skills too.
· Research and note taking
· Research is an investigation to find sources of information for your subjects. 
· Note-taking is a practice of writing the key ideas. It is an important part of the research process. If we are taking notes this will help us to have the main ideas of some subject and after use them when we have to study or doing some exercises, essays or articles. 

· Academic Writing Referencing and Avoiding Plagiarism
· Plagiarism is “The practice of taking someone else’s work or ideas and passing them off as one’s own” (Oxford Dictionaries, 2016). To avoid plagiarism, we must write the reference, from where we take ideas for our essay, report, etc. 

· Academic Writing is writing an essay, report or other document for the scope to educate the reader.
For example, A student essay can be an academic writing,

· Paraphrasing and summarising 
· Paraphrasing is a rewritten text in your own words but keeping the same meaning. So, you can change the word, structure but not the meaning. For word changing you can use synonyms, changing word order or word class. Every time you paraphrase you must reference.
For Paraphrasing you can use these eight steps.
1. Read
2. Think about the main idea.
3. Understand to explain the idea to the others.
4. Go away leave the text for some time.
5. Return to your writing, without looking at the original text.
6. Write in your own words the idea.
7. Check to be sure your write is different from the original text.
8. Cite the original source, immediately after the paraphrasing but also at the end of the paper. (moodle,2019/2020)

· Summarising is a short overview of an argument. You can use bullet points for explain the argument in your words.
For Summarising you can use these technics
-Identify the key ideas
-Take notes
-Organise them in a logical order 
-Link the ideas concisely
 Summarizing and paraphrasing can save time, make efficiently understanding, and give credibility to your work.

4.2. Employability Skill 
 Employability skills are a lot of skills or abilities needed at every job. These skills are general skills, so this make candidates desirable to a company. Almost, every employer is looking for employees with these skills.
These employability skills are soft skills, which permit you to work with other people, then apply your knowledge to solve problems and work well in any type of work. This include also professional skills and allow you to have success at your work. These Employability skills are also transferable skills because you can apply them to a job in any environment.
Types of Employability skills:
 -Communication
 -Team work or teamworking
-Motivation
-Organization
-Ability to Learn New Skills
-Flexibility, etc.
There are a lot of other skills, but I will give more details only about communication because we have studied more about it.
-Communication
 In the world of work all employers are looking for candidates with a strong communication skill, because they need people with the ability to transmit information clearly to others. In general employers wants candidates with a good written, verbal and nonverbal communication skills, but also a good listener, because employees need to listen and understand for an efficient work with the clients and employers as well.

4.3. Hard Skills
“Hard skills are specific abilities, or capabilities, that an individual can possess and demonstrate in a measured way.” (Margaret Rouse,2007/2020)
Some people learn hard skills in different manners, learning them from schools, universities and professional instruction programs. They can also learn hard skills through apprenticeships, tutoring, on the job training and hands-on training.
Hard skills can also be considered technical skills. 
 Examples of hard skills or technical skills are computer software, marketing writing, legal skills, finance and accounting.
These days almost all in the world of work required hard skills because technology Is advancing every day so, the most of jobs are online or need the knowledge of computer technology.
Example of Hard skills I learned at my job can be that I use an app for let my employers know my location, the time when I arrived there, when I leave and the exact place I had clean or what I didn’t clean, so I have to complete a form online every day for increase our quality of work.

4.4. Soft Skills
Soft skills are a combination of “people skills”, this mean all of us supposed to have these types of skills, this can be communication with people, work in a team, make decision and resolve problems, etc.
For example: When you work in a team for a project and you may disagree about that idea, if you can say your opinion without conflicts, you have a soft skill and this is good for you because  employers are looking for this types of skills in a future employee.
  The difference between hard and soft skills are:
	Hard skill is an ability which can be demonstrate from a degree or some certificate. 
	A soft skill can’t be proved with a certificate but can be demonstrated.





5.SWOT
Swot analysis is like a personal plan, this help people to understand themselves, know themselves and know where to work on. This analysis is used in business environment too and is very helpful.
In this analysis we have:
· Strengths 
This are your quality, things you do well, what you are good on.
· Weaknesses
This are the task you avoid because you don’t like to do, or you don’t know how to do.
· Opportunities 
This are the opportunities you can have in any environment.
· Threats 
This are the task you must work on. Threats are the obstacles and you must transform them in strengths.

	Strengths
Hard worker
Responsible
Organized
Attend to details
Patience
Versatile
	Weaknesses
I don’t have a good English
Shy to speak in front of people
Prefer to work by my own
Perfectionist but Indecisive

	Opportunities 

Improve my skills
Make new friends
Change my future
Economic help for study
	Threats
Anxious
Results not good
Debt for studying and fail






6.PPDP (Personal/Professional Development Plan)
This is a personal plan and we create it when we have a goal and we want to achieve it. In this plan we can include a lot of things, our skills, our goals, our strengths and threats, depend how we want it.  My plan has included goals, when I want to achieve them, the obstacles and where I must work more for improvements.
This is my PPDP as student  for example:
	Goals to achieve

	When I want to achieve this?

	What obstacles might get in my way?

	How can I improve my chances to achieve my goals?


	To develop my Academic skill (learn how exactly to summarising and avoid plagiarism)
	In this year of school
	My non-professional English.
	Read more and practice at home the exercise we have in ours books.

	To work on my soft skill (work in a team)
	Before the end of the year
	My Afraid to do mistakes 
	I would work more in a team and learn about the subjects to avoid future mistakes.

	Work for my Hard skill which is my degree
	When the year is over
	Distraction
	Be Focused



7.CONCLUSION
There is no doubt in this term I learn a lot of new important things, like I said at the introduction, I learn about Skills, the types and the difference between them. I learn also how I could improve my skills, how to do a SWOT and PPDP analysis but I think the most important think I learn in this term is how to get these Academic skills and use them to do this report. I hope this was helpful for you too.
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3.A. The twenties were the years when drinking was illegal but everybody knew about a
bar where alcobiol could be had. They were the years when organized crime controlled
the communities and the police was powerless. OId style music was overlooked while
jazz spread all through the land, and men like Bix Beiderbecke, Louis Armstrong, and
Count Basie tumed into the legends of the youthful. The flapper was conceived in the
twenties, and with her bounced hair and shortskirs, she symbolized. maybe more than
anybody or whatever else, America's break with the past.

Please revier the principles of paraphrasing. How to make the necessary changes.

Of the more than 1000 bicycling deaths each year, hree-fourths are caused by head
injuries. Half of those killed are school-age children. One study concluded that wearing
a bike helmet can reduce the risk of head injury by 85 percent. I an accideat, a bike
helmet absorbs the shock and cushions the head. From "Bike Helmets: Unused
Lifesavers.” Consumer Reports (May 1990): 348,

4.A. Every year more than 1000 bicyeling passing asay, more of them die by head
wounds, half of those are young youngsters. One investigation sid if bicycles people
will wear a protective cap the danger can decrease by §5 percent because in an accident
the cap absorbs the shock and protect the head.

Too close in structure; the author is not acknowledged and the grammar is incorrect, Please
continue to practice.

5

‘While the Sears Tower is arguably the greatest achievement in skyscraper engineering 50
far, it unlikely that architects and engineers have abandoned the quest for the world's
tallest building. The question is: Just how high can a building go? Structural engineer
‘William LeMessurier has designed a skyscraper nearly one-half mile high, twice as all
as the Sears Tower. And architect Robert Sabel claims that existing technology could
produce a 500-story building. From Ron Bachman, "Reaching for the Sky." Dial (May
1990): 15.

5.A. Until now the biggest building designed is the Sears Tower, the architects and
engineers abandoned the mission for the world's tallest tructure. The inquiry i: Just
how high can a building go? The engineer William LeMessurier has planned a structure
twice as the Sears Tower and architect Robert Sobel said that current innovation could
create a 500-story building.

Please review: how to paraphrase, and then redo the exercise.
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Practice Exercises in Paraphrasing

Language is the main means of communication between peoples. But so many differeat
languages have developed that language has often been a barrer ather than an aid to
understanding among peoples. For many years, people have dreamed of setting up an
intemational universal language which all people are simple and obvious. If all peaple
spoke the same tongue, cultural and economic ties might be muich closer, and good will
increase between countries (Kispert, 2004).

LA Language is the fundamental method for correspondence between peaple, speaking
different languages take people to don't understand each other. For long time now
‘people search o set up a worldwide language because this will give to all positive
atitudes.

Please revie paraphrasing. Remember you must state the source of the information.
‘You tmust change word order and other elements but keeping the same meaning

“The Antarcic s the vast source of cold on our planef,justas the sun s the source of
our heat, and i exerts tremendous control on our climate.” Jacques] Coustean told the
camera. “The cold ocean water around Antarctica flows north to mix with warmer water
from the tropics, and ts upwellings help to cool both the surface water and our
atmosphere. Yet the fragility of this regulating system is now threatened by human
activity.” From "Captain Cousteau.” Audubon (May 1990):17.

2.A. The most control on our atmosphere is given by the Antarctica because his s the
source of cold on our planet. Someone said: To keep cool the water and our atmosphere,
the Antarctica waer is mixing with the ropies water, but now this delicate system is
compromised by human movenents.

Please revien the steps to paraphrasing and re-attempt the exercise

“The twenties were the years when drinking was agaiast the law, and the law was a bad
joke because everyone knew of a local bar where liquor could be had. They were the
years when organized crime ruled the cities, and the police seemed powerless (o do
anyihing against it. Classical music was forgotten while jazz spread throughout the land.
and men like Bix Beiderbecke, Lovis Armstrong. and Count Basie became the heroes of
the young. The flapper was bom in the tweaies, and with her bobbed hair and short
skirts, she symbolized, perhaps more than anyone or anything else, America's break with
the past, From Kathleen Yancey, English 102 Supplemental Guide (1959): 25
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Now, read the extract again and make notes on the
important points in preparation for an essay
entitled ‘What factors can be seen to affect
health?’

You can use a dictionary if you need to.

Notes:

Health increasing in our lives what do you mean
by this?

Information

atmospheric pollution

twenty-first century

causes of illness

financial burden on taxpayers.

Task 2: Summarising ideas

This task is designed to see if you can summarise
ideas from course materials in your own words.
Re-read the text ‘Whose health is it anyway’ in the
previous section.

Now answer the following question in your own
words:

What factors can be seen to affect health? (Write
about 175 words.)
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What factors can be seen to affect health?

In this text write by Brenda Smith and David
Goldblatt (2004) from Open University course
DD100 An introduction to the social sciences:
understanding social change, we can understand
that everybody biggest concern seems to be a good
health. Check reference style

In all social media and bookshops, they all give us
information about how to have a better life, eating
healthy, smoking less, practise one regular sport
and other things.

This is not just about our health, but we can also
suggest that to the others to follow us in this
healthy process.

The same sources tell us that another concern of
this time is atmospheric pollution which causes
breathing problems but is not the only problem, we
have a big problem about the health effects of
genetically engineered food, that everybody is
worried about how natural the products are.

This argument inform us that are many form of
illness however, we all try to maximize our good
health but is also big concern to the society.

In Britain around 7 per cent of nation income is
spent health care services to increase the nation
health.

Thank you for the exercise. Overall, you appear to
be making sense of the concept of summarising.
However, you need to practice developing your
style of writing eg. grammar and structure. You
may also want to consider the order in which you
put the sentences and paragraphs.

However well done and keep practicina.
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SUMMARISING
Task 1: Identifying main points from the text

The extract below is from a chapter called ‘Whose
health is it anyway?’ by Brenda Smith and David
Goldblatt (2004) from Open University course
DD100 An introduction to the social sciences:
understanding social change.

Please read the information outlined in the box
below and make notes on the important points.

Whose health is it anyway?

Health seems to play an increasing role in our
everyday lives. It is difficult to pick up a
newspaper or magazine, listen to the television
or radio, or visit a bookshop without being
confronted with information on health or
exhortations to avoid certain foods, take
certain vitamins or minerals, take regular
exercise and a host of other things. It seems
that everyone is concerned with health — not
just doctors and health-care professionals, but
the government, the media and indeed all of us
who each year make resolutions to eat more
healthily, drink or smoke less and take regular
exercise. A lot of this information and advice
seems to suggest that we can influence the
extent to which we enjoy good health through
the food we eat, the exercise we take (or don't
take), the ‘good’ or ‘bad’ habits we have. In
other words, we each seem to be responsible
for whether or not we enjoy full, active, healthy
lives.

However, despite this rhetoric of responsibility
for oneself and one's health, a close look at the
same sources tells us that atmospheric
pollution is a major problem of the era and that

it ic larmals racnancihla far hraathina
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Subject and Verb Agreement Exercise

Chase the carroc form of the Vet that agrees with the subjecs

1 Annie and hor brotners (s{ et school. </

IR e e o o st

3. The dog or the amu.@_m,.ﬂ.- v
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17 (15, Are) the tweezers In this drawer? V'

15, Your pants (s, ae) ot the leaner's. V-

19, There (was, were) iteen candies i that bag. Now therd(s)are) oy one " v
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21, The committe ead) very diferent ves In pvate. <
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23 Al of the CDs, even the scratched one, (5,
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-TAKE MY’ DAUGHTER TO DANCE
CLASS

=VISIT MY PARENTS IN ITALY
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FOR MY CAR -WHACH “LEGAC!
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