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Hi everyone, I’m Calin a new student. Today I’m gonna talk about Academic and Employability Skills and what we learned on this module.
 In the beginning of the class our teacher (Akinseye Aluko) told us about the importance of skills and about people having a positive thinking in order to achieve good results and about the sacrifices one person makes to accomplish their goals. 
 We learned how to make a good sentence, about different kind of sentences that make together a text. Now I will not go in details about subjects ,verbs and complements because they are elementary and we should be able to know them in my opinion. But I’d like to talk about the subject of ‘skills’ .
So what is a skill?  
1. COUNTABLE NOUN
A skill is a type of work or activity which requires special training and knowledge.
Most of us will know someone who is always learning new skills, or studying new fields. 
 2. UNCOUNTABLE NOUN
Skill is the knowledge and ability that enables you to do something well.
The cut of a diamond depends on the skill of its craftsman. [+ of] 
Synonyms: expertise, ability, proficiency, experience   More Synonyms of skill
[bookmark: _Hlk39414655]COBUILD Advanced English Dictionary. Copyright © HarperCollins Publishers
So skills are particularly important for being successful on this programme. We learn how skills are effective in learning which they are: research skills, referencing skills, reflective and creative thinking, critical analysis and memory.  
A person can have different types of skills: - adaptive skills - which can help you determine how you manage yourself, shape your attitude
                                                                              - academic skills - helps in studying
                                                                              - transferable skills -can be moved between different situations
                                                                              - job-related skills-which you require for specific situation, acquired
With the skills that we have we can get to know about our talent which turns into our strength. With the skills that we lack we can find our weaknesses and can achieve and improve on them.
A good example can be the SWOT analysis.
[image: E:\WORK\01 - TSD London\Modules\APP\Week 1 - Identifying Skills\SWOT-Analysis-CMYK-300x297.jpg]
According to Wikipedia SWOT analysis ‘’is a strategic planning technique used to help a person or organization identify strengths, weaknesses, opportunities, and threats related to business competition or project planning. It is designed for use in the preliminary stages of decision-making processes and can be used as a tool for evaluation of the strategic position of a city or organization.
It is intended to specify the objectives of the business venture or project and identify the internal and external factors that are favorable and unfavorable to achieving those objectives. Users of a SWOT analysis often ask and answer questions to generate meaningful information for each category to make the tool useful and identify their competitive advantage. SWOT has been described as the tried-and-true tool of strategic analysis, but has also been criticized for its limitations.’’
In our situation SWOT analysis can help us learn about the ourselves by knowing our strengths and weaknesses in order to improve for a better result in achieving our goals in life : enhance your education ,  getting a better job , improve  our career . Knowing the skills you posses helps you find a job. Knowing you weakness shows which skills you need to improve or learn for getting opportunities to get the job that you desire.
Some SWOT Analysis examples we can put in:
 -Strengths: 
       -The experience you gathered at work
       -The education you received at school
       -The skills you learned from other people
       -Good networking
       -Associations, Business group
-Weaknesses  
         -Lack of work experience
         -Limited education, wrong major
         -Limited skill knowledge
         -Weak skills you possess
         -Negative personal characteristics
-Opportunities
          -Positive trends in your field
          -Improving education
          -Fields that need your specific skills
          -Improving your networking
          -Enhancing your own development
-Treads
          -Negative trends in your field
          -Competition in your field
          -Limited ability to develop
          -Limited advancement in your field
          -Training and education obstacles
          -Limited positions in your area
[bookmark: _Hlk39439195](Source: https://www.slideshare.net/RonFeher/personal-swot-analysis)

Personal planning helps us evaluate our achievement on how I got to it, how do I know I got it, what did I do to get it, what is the relevance and I can improve on this. These are ideas that can help you reflect on the things that you done and how can you improve on them by taking notes and self-reflect on them. Being informed and taking personal responsibility helps you in planning your next step on how to build your career further.


On this course we learn that in order to get the results we want we need to have a time management. 
“Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress. 
“Time management” refers to the way that you organize and plan how long you spend on specific activities.

It may seem counter-intuitive to dedicate precious time to learning about time management, instead of using it to get on with your work, but the benefits are enormous:

Greater productivity and efficiency.
A better professional reputation.
Less stress.
Increased opportunities for advancement.
Greater opportunities to achieve important life and career goals.
Failing to manage your time effectively can have some very undesirable consequences:

Missed deadlines.
Inefficient work flow.
Poor work quality.
A poor professional reputation and a stalled career.
Higher stress levels.
Spending a little time learning about time-management techniques will have huge benefits now – and throughout your career.
[bookmark: _Hlk39431202](mind tools – article ‘’What is Time Management?’’)

From this article I learned that organizing our time on daily basis and planning in advance helps us to achieve our goals on a more efficient and smarter level.
[bookmark: _Hlk39442368]The lesson in time management is to learn how evaluate the things that take priority for you. You can also review your time and see how can you organise your time better, make lists or notes or better said make a schedule and try implementing it in your daily life. We waste a lot of time by doing stuff that are not necessary. From (hughculver.com -Blog) we can see a lot of facts on how we waste time: - 2.34 hours checking email (30% are neither urgent nor important.) (Carleton University)
                       -35 minutes deciding what to eat (New York Post)
                       -16 minutes deciding what to wear (women) (The Telegraph) 14 minutes for men (Marks and Spencer)
                        -7 minutes thinking about exercise (but doing nothing) (Kettler)
                        -37 minutes on Facebook (Verto Analytics)
                        -The average office worker spends 1 hour in meetings and 50% of that time is wasted. 
                        -96 minutes surfing non-work related websites (CNBC)
                        -171 minutes checking your smartphone (comScore)
And these are only a couple of examples on how people waste their time on daily basis so from this we can learn that by leaving out a couple of these facts we can put our time for studying and other priorities to better use if we want to achieve something in our careers.
In the Introduction of research skills we learn about the sources where we can use in getting the information we need. There are primary sources are the original documents: diaries, manuscripts, letters, interviews, surveys and observations from which we can extract the information we need. The secondary sources are the readily available publications like textbooks, magazine articles, journals, papers and commentaries. Knowing the sources of our research can help us with finding out their credibility and giving the proper respect for those that wrote the source, acknowledge the work they have done.
[bookmark: _Hlk39520536][bookmark: _Hlk39521259]An important thing we learn on our course is about paraphrasing. ‘’Paraphrasing is presenting ideas and information in your own words and acknowledging where they come from. By using your own words, you demonstrate your understanding and your ability to convey this information.’’ (University of South Australia-lo.unisa.edu.au). By knowing how to paraphrase we give credit to the people who came up with these ideas showing them a proper respect for their work. We learn to put ideas from others in our own work so we can prove the knowledge is real. There are also some steps in order to paraphrase: ‘’We have identified 5 steps involved with paraphrasing. They include:
1. Read the original text until you understand it
2. Note down key concepts
3. Write down your version of the text without looking at the original
4. Compare your paraphrased text and make adjustments to ensure that it does not remain too similar. Edit your work so it is written in an academic manner and it flows with the rest of your assignment
5. Make sure you have included a citation
(University of South Australia-lo.unisa.edu.au)
These steps can help us to do it the right way on paraphrasing so we don’t make mistakes ‘hopefully’.
[bookmark: _Hlk39523705]By acknowledging the source of our ideas we can avoid plagiarism (According to the Merriam-Webster online dictionary, to "plagiarize" means:
-to steal and pass off (the ideas or words of another) as one's own
-to use (another's production) without crediting the source
-to commit literary theft
-to present as new and original an idea or product derived from an existing source
In other words, plagiarism is an act of fraud. It involves both stealing someone else's work and lying about it afterward.) which in a lot of countries is a serious crime. We use paraphrasing when we take notes and summarizing information.  A summary: a short clear description that gives the main facts or ideas of a text / passage / lecture, etc. We summarise to report the ideas or work of another writer in our own work.  
I said a couple of things about plagiarism and I should say something about referencing. 
‘’What is referencing?
When you are writing a piece of work and use someone else's words or ideas you must reference them.
This means that you need to include detailed information on all sources consulted, both within your text (in-text citations) and at the end of your work (reference list or bibliography).
Another way to understand referencing is to think of an analogy - when you buy designer clothes there is usually a label attached to say who made them; this brand identity is like an author of a book’’- (Queen University Belfast-Referencing made easy…)

So, knowing how to reference help us in our study or the works we need to do and also helps us to avoid plagiarism.
In conclusion from the beginning of our course we learned how to identify our skills, how to analyse our strengths and weaknesses with the SWOT analysis, how to personally plan, how to manage our time, how to paraphrase and to reference. From my point of view these are the factors that helps a person (or can guide) to learn how to improve oneself in life, that can help in achieving your plans or goals. I would like to mention something from MAE course about data: -Having data in itself is zero. By having a lot of knowledge you can gain wisdom. Being a knowledgeable person opens a lot of opportunities for you if you want to make your dreams a reality. So for us to obtain our dream we have to learn to make some sacrifices in our life because without doing something you will not gain anything. 
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