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Introduction 


1. In this report I will present studies from Term 1 “Academic and Employability Skills”, that I find interesting and very useful in life in a personal and professional aspect and future studies. As a first year of University, it is crucial to have a base knowledge of Academic skills. Discovering your own weaknesses and improve knowledge in some skills or analysing your strengths and use them. SWOT Analysis was introduced to us, I would like to examine it in more detail and how it helps me to learn more about my abilities and be competitive. I want to observe of how useful it is to have a clear idea of plan of action and a good strategy to achieve goals in professional and personal aspect. The importance of different sources available online will give us more information in case studies, how to find them and if they are credible. In every professional environment to have academic skills, it requires learning a language and use appropriate level of words. Analysing your audience and the choice of words we do to deliver the information in appropriate format and understandable level. The confidence of knowledge in Academic writing helps us to achieve goals we set, that I will talk about in more depth. A summary of my personal achievements in progress in my studies and business planning. The report will introduce these aspects above in a form of my learning progress, understandings and my interpretation of them. 

















2. In the times that we live now, there is incredible amount of online information presented to us. It could be very confusing on how to look for reliable sources to learn, research or examine facts. Sources could be only reliable, if we can research them and proof their creditability and validate the authors. One of the important factors of Academic writing is, the information used in case studies or analysis to be proofed with evidence found. Searching for sources online is used in many fields, such as: Business competition, data research, personal learning, travel, fashion and etc. The use of online sources has a tremendous impact in our society, but in this report would be presented only in the Academical aspect of researching sources. How do we know, if we can use those findings in our study? 

2.1 When we have a clear idea of what the search will be about, there is millions and maybe a lot more websites to examine. To narrow the search, it is recommended to avoid blogs, they are often writers with different interests, that enforce their own observations and ad their own opinions. The use of newspapers and magazines is also not recommended unless they specialize in the field and present evidence of true facts. In this case we need organisation’s webpages with relevant contents, that we have already checked their history, usually in “About us” page. Have they proved to us that they are specialists in the field we need? Some websites that we find state facts, which we need to research and validate with various of publications. Can we find detailed information about the author? When looking to certify, if an Author is reliable and have in depth knowledge in the subject we need, we have to research that too. Journalists articles are normally influenced to create interest and attract audience, which is commonly exaggerated information, in most cases not truthful. Is the source qualified and have a degree in the field? If it is a published book or journal, is there peer – reviewed and dates to validate them? The information given could be in a commercial website, which might want to target sales. We have to check for references of where the information was taken. To have an effective outcome of an online source search of information, takes times to validate all the aspects. (Dr. Radhika N.S. 2018)

2.2 It has been very useful learning how to choose the correct information from      an internet source. There is so much volume of added content online each day, it could be incredibly confusing to be accurate. These few methods that I have mentioned above are very helpful to strictly follow for future case studies and further education. Being appropriately informed in the field makes me more competitive among others. It is an advantage to have an easy access and widely available information close to us, without the need to visit libraries. Using reliable sources clarifies facts, that I could use in studies or work. 





3. SWOT Analysis is a tool, that has been developed to help individuals or business organisations to plan a strategy of action by identifying Strengths, Weaknesses, Opportunities and Threads. It is believed that in the 1960s Albert Humphrey introduced the bases of it in a convention led by him in Stanford Research Institute. My Research shows, that this strategic planning has been widely used in companies and business evaluations. SWOT gives you a better view of what level the company or individuals are. It is important to consider all the strengths and weaknesses and the current trends in marketplaces covered by potential opportunities and threats. The same is used by individuals to examine their abilities or the lack of them for future planning or evaluate how competitive they are. To analyse the status of a company or a person, this tool should be the first step of the process of evaluation. (Tim Berry, N/D)


[image: ]

3.1 The four factors of this strategic tool complete an examination or evaluation of progress. 

· Strengths – what are the advantages and skills that the individual/business has? It gives a clear view of level the of competition. Is there something that we have, but the other person is missing? 
· Weaknesses – The lack of skills needed to succeed in certain goals/targets. Helps with identifying new solutions. Financially unstable/lack of funds to begin achieving those goal. 
· Opportunities – What could be achieved in an environment/gaps that could be filled for success? What are the trends? 
· Threads – Competition in the field, changes in circumstances and lack of knowledge required. Not enough financial support.  

3.2 I have discovered this useful tool, when I started studying Year 1 in university. When you start a new career or looking for your first job after graduation, it is important to clarify and analyse all the factors of where and how to achieve next goals. It generates questions of what the next steps should be by planning a strategy. SWOT gives a clear idea of what is achievable and what needs more attention to work on. The questions formed in the prosses, could help to make decisions of the plans of action. It helped me to have a clear idea and plan how to achieve the goals and specify them is a strategy plan. Before I have discovered SWOT analysis, I knew what I wanted to achieve, but it is confusing as of how and where to start, where do I need improvements.  It gave me an in depth of understanding of my abilities and weaknesses, so I can have a plan of improving myself and where I need it most. One of the homework tasks in the beginning of this subject was to creating personal SWOT Analysis, the introduction of it was the start of my first steps of planning a future. (See Appendices bellow) 

4. Academic writing has its purpose. It is used to give information in a clear and understandable format of a specific subject. There are various of types depending on the purpose of the writing. The Structure of it could be in the form of report, essay, journals and etc. The aim could be to explain a point of view, describe, persuade an argument or analyse. It is important to be clear with a structure and to be formal. In academic writing is expected research in the field of subject and proved facts, background reading is necessary. Sources of information have to be credible and carefully selected, authors would be validated as well. 

4.1 To this moment, we have learned and practised as of how to structure good and appropriate sentences used in academic writing. There are four types: 
Short sentence, which is defined as Simple with only one clause. The use of It is not recommended in formal writing! 
Compound sentences are longer and suitable in formal writing. Normally the structure has more than one verb to form the sentence. 
Complex sentences are long and give more information, they contain two subjects, two verbs, compliment and adverbial.
 Complex-compound sentences are important aspect of academic writing, which are required for a variety in essays. 

4.2 One paragraph is made of sentences following the topic of it. Each paragraph has an idea or follow up a topic, the same applies to the sentences inside. It is a good practice to follow the three parts of the structure, the topic sentence, supportive sentences and conclusive sentences. Although it is not always required to have all of them in each paragraph, it depends on the topic it or the idea. Therefore, a strict structure has been made by the author to have clarity and good understanding from the audience regarding the subject. 

4.3 I will would present common problems in academic writing from my personal point of view and experience. The use of unnecessarily long and complicated sentences could be very confusing for the readers. Some students use them to expand the words requirement in an essay, case study or other course work. The lack of structure in academic writing, shows that there is not enough knowledge and reading being made. The words we use in academic writing has to be chosen carefully in a formal manner. In my case, English is not my first language, it requires a lot of reading to help me in this assignment. Jargon is not used in this format of writing unless there is a quotation. The audience, that we will present our work to, has to be considered. The level of writing has to be in understandable format to the targeted readers. It is important to have a good organisation and time management, when preparing an assignment, there is possibility of failure. A lack of concentration and the presence of distraction could be major obstacle of completing effectively written material. It is crucial to avoid any distractions that might arise while writing. There are tools that we were introduced with in class to help us in those situations. 



              


                                     Summary 


5 In the beginning of the course I had very basic knowledge of Academic skills and it was challenging to focus on the learning process. Although it was confusing, it could be very rewarding personal achievement. It takes a lot of concentration and effort to listen, read and understand. There is so much more needed, than a good level of English language I have discovered. Academic skills are combination of motivation to learn and hard work. These skills are crucial for a person that wants to start or change a career in any chosen direction. The use of them Is needed for the workplace and future studies. It gives a new student more confidence in their work and makes them more competitive in the chosen field. In 21st Century we have the online access to any information and the ability to browse through it. We need to be confident, competitive and very skilled to have more opportunities in our future careers. 
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