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INTRODUCTION

This essay is destined to reflect my own experience in first term at UWTSD.
The essay is organized as follows: in the initial part will look at my employability skills related to my academic studies learned from UWTSD as well as how communication, time management and team working all assemble together in order to achieve efficiency within a certain type of environment. The final part reflects my Academic skills, Published literature from first term and the Conclusions about this essay.























MAIN BODY OF THE REPORT

EMPLOYABILITY SKILLS RELATED TO ACADEMIC STUDIES	

A skill is the aptitude to use one's knowledge efficiently and cheerfully in an implementation or performance.

Hard and Soft Skills Characteristics

Hard skills centre on applied aptitudes and skills, while soft skills focus on behaviours and personalities.
Soft skills are less observable and harder to demonstrate. My soft skills at my workplace are: be close with my colleagues, listening well, and entertain in small conversation with the others.
Soft skills from a person are more essential to the character and further problematic to judge rapidly. Therefore the soft skills could be more important on the job over the time. Those skills might contain an aptitude to work on a team, tractability, tolerance, and time management skills.

To perform a job effectively my skills at my work place are: knowledge and experience of the profession along with reading ability, facility and computing skills. My skills include having relevant qualifications as well as the experience to do the job properly.
Employability is about developing the capability to increase initial employment, maintain employment and obtain new employment if required.
My employability skills are required in order to perform the job effectively.


COMMUNICATION

“Communication is important because it brings people together, closer to each other as well as making sure that the right type of information is being shared.
Communication is also good because it helps to understand people better, avoid misunderstanding and creating clarity of conversations. Communication also can educate people.
At my work place (operator for an Airport Transfer Company), I’m using the written communication which contains letters, reports, documents, emails, messages to the costumers and drivers.
The main communication method within this business are emails. By sending an email to my drivers with the booking details from our clients, in case that those booking details contain an unclear message or incomplete details regarding the booking it can be a disaster. This is my way to have a clear, effective and correct communication with my team.” (ETW4002-my own assignment, submitted on 04/05/2020).

Communication relevant to academic studies.

My perspicacity of oral communication and non-verbal signs are better-prepared to articulate my ideas, show my empathy toward the others and practically resolve a conflict. 


TIME MANAGEMENT
Time management has been explained using lots of different terms including spontaneity, balance, flexibility, and having control over time (Lakein, 1973).
Time management is important to get a high profit at less cost. In my workplace time management is important to get higher efficiency as things such as payments, job details and confirmations need to be processed at the right timing, otherwise having prolonged those tasks could even lead to a cancellation of a booking, which will eventually have a negative impact upon the company due to a loss in the profit. 
 I am trying to organise my time in the best way to achieve all my points form the list by using a to-do-list and not abandon my tasks for that day. Being organised is an essential skill and could help a lot with time saving as well as doing things in the right order. 
My time management skills help me to do my learning professionally. Time is the most important thing in everyone’s life. With the right time management, there could be more things to be done within a shorter period of time.
Success and failures in business, exams, and workplace as well as in relationships, all depend upon time. Everything we’re get into today is connected to time.

TEAM WORKING
Team working means to be able to work easily and efficiently in a group. Doing this draws on a number of abilities:
One of my ability is to encourage and inspire other team members to perform better.
I am able to compromise and ignore my own personality (when I have to).
I believe that the following skills are related to “How I am”
· I can communicate with  respect (using my calm voice)
· I am able to listen any opinion  
· I am giving and receiving feedback
As a team, we`ve been doing a project in Digital Skills and Research Methods. The research was for the company McDonald’s. 

My skills in this team working project was:
I was dedicated to my team for the necessary time to complete the project. I was able to collaborate with the others as well as sharing different ideas in order to achieve what we planned in our project.

Problem solving is all about to create a sense of the situation and turn up with a smart solution. In fact, the best problem solvers actively anticipate potential future problems and act to prevent them or to mitigate their effects.
The capacities of Problem-solving are related to a number of my skills, including:
· adaptability and flexibility
· level-headedness
· initiative
· team working 


Leadership - It`s about assigning and delegating tasks well, setting deadlines and leading by good example.
As a leadership I should have ambition for myself and for my team. I have the aptitude to give positive feedback and get the best out of my team.

S W O T ANALYSIS

S - Strengths
W - Weaknesses
O - Opportunities
T - Threats

S W O T analysis - is a structure used to evaluate the competitive position of a company and to improve strategic organisation. 

Strengths refers to what an organisation is good at and what take it apart from the other competitors.
Weaknesses is referring to the interruption of an organization to grow (perform) at the best level. 
Opportunities refer to positive outside causes that could give an organization a reasonable gain. 
Threats refer to aspects that have the potential to damage an organization. 

My Strengths

I have effective verbal and nonverbal communication skills. Also I have strong capability to communicative with my team, to discuss new plans with my superiors, and I have ability to sort it out the disputes between people.
I have the ability to identify the problems that my customers are facing regarding their bookings. 

My weaknesses

My Poor Time Management: this is regarding that I’m used to do everything at the last minute but with success.
Too Strict towards work principles: This should not be in the weaknesses but I respect work principles and I discipline those who do not follow them. This has “damaged” some relations with my costumers.










ACADEMIC SKILLS

Plagiarism
Academic plagiarism appears  when somebody  use constantly  more than four words from a source without the use of reading marks and an accurate reference to the original source in a work existing as the writer's own research and learning

The reason why is it so important to avoid plagiarism:

· It will help you to get a full writing of doing it by yourself and also to get a better understanding of what the topic is all about.
· All the projects would be approved if you didn’t use plagiarism.
· Satisfaction by creating the project without making any plagiarism. In circumstance of trying to commit this act, you can look at lots of problems.
· Writing with my own words that means I have strong thinking ability.

The way how ca I avoid plagiarism
The easy way to help me avoiding plagiarism is to give myself enough time when I’m writing an essay. It is easy to miss something when I’m rushing. Having enough time to do my research and pay attention to my subject is going to put miles ahead. When I am under pressure I have the biggest chance of making many mistakes.
When I quote my own references, I will not be accused of plagiarism.
Asking my teacher about my work it will help me get into the assignment prepared.



Paraphrasing 
Paraphrasing means expressing someone else’s ideas in your own words. To paraphrase a source, you have to rewrite a section without changing the meaning of the original text.
In academic writing, good to paraphrase instead of quoting, because it demonstrate that I have understood the source and makes my work more original.

Techniques of paraphrasing that should be used 

1. Beginning with the first sentence on a different sense from the original source
2. To use as many synonyms are possible to use in the sentence.
3. To change the structure of sentence. 
4. Breakdown the information into separate sentence.

Summarising
To summarise means to write a whole research article or conversation in a single paragraph, or with bullets points, using your own words and style.
When the original material is to long people summarized the key factor points. 








My academic skills are:
· correct communication aptitude 
· theoretic and practical knowledge 
· intrapersonal skills, including aptitude and inclination to support personal idea and aims with the university's image 
· Problem solving, independent and inventive intelligent skills.

PUBLISHED LITERATURE
Text Book - is a book used for the study of a subject, for reading to complete assignments or projects. 
How do I use them?
· Make notes all over your textbook
· Translate key words in your textbook
· Highlight your textbook carefully
Website articles 
Articles – a story which is usually written about a single subject. It may be distributed in a number of formats and on multiple offline and online platforms. 
 Website is a technology context for presenting: articles and videos, for Internet users.
I have used the web articles to research for my essay.



Government publication 
Works consisting of documents issued by local, regional, or national governments or by their agencies or subdivisions.
I’m reading the government publication regarding to my work place, especially when a new roads rules are up.

CONCLUSION
Writing this essay I’ve understood how important is to have your own Skills and how to use them at work, university as well as in normal life situations. 
Overall, this essay explains the significance of how communication, time management and team working skills could assemble together in order to achieve a better outcome within a working environment , a place of study as well as normal life situations. 
I have also learned about Employability and Academic skills, how to understand and expand a SWOT analysis. Furthermore I understood why is necessary to avoid plagiarism, how to paraphrase and summarise.  
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