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1. INTRODUCTION
In this report I’m writing my academic and employability skills. To provide more details, I will use some analysis methods like SWOT (strengths, weaknesses, opportunities and threats) analysis and PDP (personal development plan).
The object of this report is to encourage the readers to understand the importance of academic and employability skills in the workplace.


2. Skills
Skills are the ability to perform a particular form of activity and can be improved with regular training. Every day, more and more employers require people with qualifications to perform their specific job.
In the next paragraph I will show the basic skills an individual should possesses and how these can be described:

              2.1 Academic skills
Academic skills guarantee a successful career. These skills include an excellent communication and writing skills, outstanding research ability, proficient in time management and good analytical thinking and problem solving.
With academic skills or high level of education you will possess motivation, dedication, commitment to task, intercultural understanding and sensitivity when communicating. The most important is oral communication where you should to be able to make strong your opinion by expressing your reflection, thought, ideas by referring the critical situation in an important discussion.

       2.2 Employability skills
Even if you have a good qualification, your employability skills remains fundamental to achieving a good job that only with time can you improve. This employability skills are also called “soft skills” they are what makes you employable. The employer will appreciate you more if you are able to work in multiple fields.
The employer will teach you a specific job that is unique to the company, but before hiring you he would like to see if you have other “soft skills”.

2.3 Soft skills
Soft skills characterize your ability to relate others. This ability includes your own personality, attitude and character toward the society and how do you utilize this ability to bring success. 
















3. METHODOLOGY WITH RESULT AND DISCUSSION
On this course I’ve developed Time management with a Priority matrix a SWOT analysis and a PDP with my personal target and skillset that I will explain in the next paragraph.

3.1 Time management:
Good time management is the basis of your personal and professional success. Being in control of your time is essential to increase efficiency and productivity.
For a good time management, you need to choose a planning tool that will allow you to have all the activities to be carried out and their deadlines under control.

3.1.1 The Priority Matrix
The priority matrix is used to manage daily commitments distinguishing what is really urgent from what is simply important.
The priority matrix is very important for who is looking for success. This allow you to choose activities intelligently and spend more time on high-value activities.


	
	HIGH URGENCY
	LOW URGENCY

	HIGH IMPORTANCE
	

              DO
	

           PLAN

	LOW IMPORTAMCE
	

       DELEGATE
	

     ELIMINATE




To use the priority matrix, I need to ask few questions to myself:
· Which of your tasks needs doing urgently?
· Of the urgent tasks, which ones are more important?
· Of the non-urgent tasks, which one are more important?














3.1.2 daily routine
For a good time management you can also use a schedule of daily routine

	ACTIVITIES
	TIME REQUIRED
	PRIORITY
	TIME
	ACTION

	Weak up
	
	low
	7:00 AM
	Get up and immediately tidy the bed

	Breakfast
	15 min
	medium
	8:00 AM
	Have a healthy breakfast

	study
	1 hour
	high
	9:00 AM
	Complete the report of effective team working and communication 

	study
	1 hour
	high
	10:00 AM
	Complete the report of digital skills and research methods

	study 
	1 hour
	high
	11:00 AM
	Complete the report of academic skills and research methods

	lunch
	25 min
	medium
	12:00 PM
	

	Prepare for online lesson
	10 min
	medium
	01:00 PM
	Take a paper sheet for taking notes and switch on the computer

	Online lesson 
	1 hour
	high
	02:00 PM
	Follow the lesson and take notes

	Online lesson
	1 hour
	high
	03:00 PM
	Follow the lesson and take notes

	Online lesson
	1 hour
	high
	04:00 PM
	Follow the lesson and take notes

	Online lesson
	1 hour
	high
	05:00 PM
	Follow the lesson and take notes

	Watch TV
	1 hour
	low
	06:00 PM
	Watch my favorite series

	dinner
	25 min
	medium
	07:00 PM
	



Routine can be defined as the set of customs and personal habits. Logically, they are necessary for adequate coexistence in society. In fact, they are very positive both in the lives of children, as it prevents the number of decisions to be taken to multiply. 
Today, I feel more motivated and fuller of passion, which has made it easier to achieve my goals. My physical and mental energy are ready to overcome every obstacle of the day, even the really difficult ones. I feel fully satisfied by my life model.
To keep ready of the day it is good to make a to-do-list, which keeps you propagated for everything and minimizes mishaps. 
I planned 8 activities to do during the they..
The daily routine helps me to plan my day in order to carry out as possible throughout the day and finally to advantage some free tine.  Creating a to-do-list is also useful because I know exactly what I want to do and when, which makes it more excited. 

















3.2 SWOT analysis
SOWT analysis allow you to have a complete view of yourself. It examines you Strengths, Weaknesses, Opportunities and Threat. SWOT analysis is very useful because this make you appear areas that you can always improve. 

	Strengths
What do you do well?
What unique resources can you draw on?
What do others see as your strengths?
	Weaknesses
What could you improve?
Where do you have fewer resources than others?
What are others likely to see as weaknesses?

	· good painter
· I can speak two different language 
	· Little work experience
· Bad English language 

	Opportunities
What opportunities are open to you?
What trends could you take advantage of?
How can you turn your strengths into opportunities?
	Threats
What threats could harm you?
What is your competition doing?
What threats do your weaknesses expose to you?

	· Looking for job on internet while staying at home
· Opportunity of study 
	· People with more competition and experience than me



3.1.1 Procedure for doing the analysis:
To do the analysis I need to ask myself some question. I’ve started by asking myself “What do I do well?”, “what unique resources can I draw on?”, “What do other see as my strengths?”, “what are my competition? my experience?” and these are the questions that help me to come out my strengths part on me, which are good painter because I like painting and I can speak in other 2 language Italian and Bangla. I speak Italian because I lived in Italian for 17 years and Bangla is my native language
The questions go on to analyze my weaknesses that are hard to find out. It’s sad to discover, but if you want to reduce your weaknesses it’s better to know and find out the right solution. To find my weaknesses I asked myself “What is wrong with me?”, “Where do I fewer resources than others?”, “What are others likely to see as weaknesses?” and “What could I improve?”. I come out with two weaknesses that are: little work experience and my bad English language. I also discover the solution for these weaknesses, I need to find a good job where I can increase my work experience and have also a “soft skills”, English is my third language and to improve I need to read books for vocabulary and try to speak every little think.

3.1.2 Conclusion:
This SWOT analysis help me to promote my strengths, reduce weaknesses, exploiting the opportunities and having contingency plans to minimize threats.  
Now I know what I need to do in future and stand on the path of the success.

      






        3.3 Personal Development Plan (PDP):
The Personal Development Plan (PDP) is used by an individual to reflect on the competencies s/he has been working on and to present his/her plans for further development. 

	
	Short Term goal

In the next 3 to 6 months...
	Mid Term goal

In the next 6 months to 2 years…
	Long Term Goal

In the next 2 years to 3 years…

	My Goal

My goal to accomplish…

	
I want to finish this year of course successfully
	
I would like to enter a good university and study business
	
Increase business knowledge and start planning my own business

	Knowledge and skills to learn

I should learn and work on
	
I need to improve my language and learn all subject I have
	
I need to learn business strategies
	
Learn how companies use business strategies to bring success


	Work on

To reach the goal, I have to
	
To learn English, I need to read books, try to speak and study hard the few subjects I have
	
Follow carefully the lesson
	
Do a lot of research and study them



        3.3.1 conclusion:
Making sure you know what you are looking for is very important. While working on my personal development plan, I felt determined and ready to achieve my goal. This scheme makes easy to reach my goal and now I know what o must do and how I must do.

3.4 Research and note taking
Taking notes helps to develop listening skills and is particularly useful both at school in a debate, a video perhaps on watching you have to write a report and whether there are professions where they need to collect news.
Taking notes during the lesson allows you to determinate the key points in which the professors feel particularly interested and allow you to memorize the basic concepts. In short, being careful in class and write down what the teacher explains serves to save a lot of time at home and improve the quality of your learning. In fact, it is the matter of immediately reworking the topic you are talking about and in a sense of making it your own.



        3.5 Paraphrasing and summarizing
Knowing how to rewrite a text in your own word is very important because you give more importance to your thinking by excluding the ideas of others. To do this you must know how to paraphrase and summarize. It is very important, however, to paraphrase and summaries correctly because there is a fine balance between paraphrasing and summarizing which is considered acceptable and that which is unacceptable (and could be considered plagiarism). You need to learn the rules, so you are able:
· To paraphrase information
· To summaries information
      3.5.1 To paraphrase information
Paraphrasing is the reformulation of an original text with one’s own word.

    3.5.1 To summarise informaton

The summary briefly sets out the essential points of the writings.

    3.6 Referencing
References avoid plagiarism, it distinguishes your ideas from others. Putting references is very important in academic work because this allows professors to determinate the student’s skills. References are used when someone is using someone else’s ideas. Use reference give support on your ideas, arguments and opinion
 

4. CONCLUSION

From this report we learned that academic and employability skills is not only important for the world of work but is also responsible for a successful life. We know that life isn’t a fairy tale, so for a successful life you need to work hard through the analyzes made in this case based on my skills.
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Basic Sentence Structure and Building Sentences
Worksheet 2

Name:(/én;\ ;Khﬂgo(/wf?

Partl.
Place each prepositional phrase in the correct location to create a logical sentence.
in the beautiful garden between December 24 and from my grandmother
} January 2
by the playground across the along the busy highway on top of the books next to the front
street ‘ e door

1 In Jr)\l bg z«UHfo\) orden , We are growing many vegetables and flowers.

2. Many cars break down "‘\OY\% }‘)\Q bu 5& L\,J’\WS%

3. f‘?Ll ‘H\f P!E;?C\jq round ¢ YQS’) ﬂ\ghere is a lot of noise before and after school.

4. linherited my blue eyes and blond hair Q)r‘o mn \g\g )rand wotha”

5. Julie left a note for you Lﬁ%—*ﬁ‘!‘ or\f‘)‘w%b of H"Q boollﬁg

Jdanuary <
Part Il

Combine each pair of sentences with one of for, and, nor, but, or, yet, so.

1. Kevin bought a new red car.
Red isn’t his favorite color.

neX *x ’\\0 TN
ront dooy
6. [36 {‘WE_QY\ D(Lle’)g_\ﬂ 24 avxd most employees have a week of vacation.

k@u.h bf“)k(i ht a hew vred (_w b“\x\\ ced ien JF has C svourite

2. Jennifer drives to school.
Her sister drives home from school.

coloyy

JenniCer drves to slechool f\m& hee S&lor dydves ome

3. They installed solar panels on the roof of their home.
They can save money on their energy bill.

Crom chosi

Tk&g wekslled <olay Pann%l&. onthe the yoof £ WLN\\/ home

So »H,\qg Can S= VL @Monty on Thaty Cv\mnccj; bl

4. On Frldays we have homemade pizza for dinner.
We go out for pizza at Dominos.

5. lillian got a speeding ticket this morning.
She was going 20 miles an hour over the speed limit.

So
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Part Ill.
Combine each pair of sentences with a subordinating conjunction. See board for options...

1. We eat breakfast and make our lunch.
We take the bus to school.

}( haw y !?)e Co ré

2. Jenna loves creative projects like painting and acting.
Kenneth prefers to work on math and engineering projects.

\,kl\/\}\ lC Whitrap u) i’Le‘WC SN
—_—
3. | bought a Mac instead of a PC.
I can create graphics more easily on a Mac.

\A”u@» Ve,

4. Most basketball players are almost seven feet tall.
The best player on the Lakers is only a little over six feet tall.

U n ( (259
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Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
| two to three years?

Section 4 - Resources

What resources do | need?

Example: free time; funding

N@QQ( +oc90

to &Y ‘m‘v\ng{er

Yegvl\é‘\f‘y

0

he | need to
howe g good
tlevel of
En(ej ush

| e ed h?
do a lot
of resesyvda

Section 5 - Time Schedule

What is my time schedule?

S“\u&g) 4 hoyr
= dag

’PYBQ*‘\‘ e

ng s W eve
Aé gush é:g

spend a few
houvs 2 WeeKk

When will | start?

Vo

Next Yesy

X:g\ucygafs
leller

When do | expect to finish?

Altey 1 Yeor

ACLCY 5 JeasS

bOni”} Khow

Section 6 - Completion

When have | completed each
step?

0 7.7
Date

H29 02.-20
Date

022 02.2
Date

022. 02 2o

Date
[122.02 .20
Date
0ge.o2- 20
Date

DZZ 02 -

Date

fl22.92 .2

Date

022 02 .25

Date

Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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Personal Development Pilan

Short-Term Time Frame

What do I want to
accomplish in the next

Mid-Term Time Frame

What do | want to
accomplish in the next

Long-Term Time Frame

What do | want to
accomplish in the next

three to six months? six months to two years? two to three years?
Section 1 - My Goals
. " X
What are my overall goals ‘ Wwan .& r\ro \ WO U\‘Q{, 1‘kQ +Q \ Q e e
that | want to accomplish e; d b
in this time period? C:h ;S M -\5\/\‘33 ()f) kQ r <9 800 d AL nesSS
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gear Op ‘ N V’.)\‘{‘. ““QU\J ‘gdcge
Example: become a . k : ah d— SH\Q& an (L S{\SY‘ "‘
Student Affairs Officer; Lorse b o i
learn computer graphics W ness P NN hg/
Suoaess&((j my own
buSThess
Section 2 - Skills and 1
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Kiglielss e need 4o | heed 4o Lesin how
i " i i
What specifically do | need YY\P rove h\j ]Q &rn Gom P ahi E‘S
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Example: Student advising; a4 b ech ’}‘0 b e n (;9
Banner; Dreamweaver; J
develop a procedures l hg r< Ineces
manual
Section 3 - Next Steps . (__
How am | going to acquire \o l =5 @ nﬂ W DO = \O +
the skills and knowledge? € . Co ve { 2 S \,"
How am | going to do this hg L > Y\/ ‘ CU\“S O(‘ neSes v
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Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1.

However, college students today are the first groups of students to need the Internet for
most of their schoolwork.

The shesben ntecned s woch more yselh hy

Gollege ° studente thon =l ofker students Cov
Schico i worK

Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

The byy and sell practice 2% poperty pices
ave yéveryy by Uunes spedacudsy
Researchers have found a strong association between computer and Internet use in

adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.

ReSeapc_&\Qrg @gc@\fﬂwed 'HLQ MUl - vis K b-ff-k)@\/(‘ouf’g
of pndolescend \'L\Wou%h@_m&;mejr Conh ectlan

Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.

szg,g Can be conhste HV

North China's Shanxi Province, the country's largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of household garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.
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Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
a. 25% of babies are born to mothers who are adolescents.
b One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. Aquarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
wer” 40% of the country's wealth is in the hands of only 1% of Americans.
d.  99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge’s relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
c. Women who were abused as children are more likely to abuse their own children.
\d- Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
wad. Martha feels that writing about adolescent problems is worthwhile.
c. Martha believes that the dream of most adolescents is to write something important.
¥ Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now.

2 o 4 homeless, people prefey o live =5 Jr}\eb[ db now move

2. Ronny told his aunt that a bear had attacked him, which she found difficult to believe. Hhen r\om\egsshel&vg

Tom's zunt Cound ACOCUlL o believe thel Tom wos alt ocked

3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of Ero m 3 bQ§\
extra water. S he S‘a;

90 out 432 million acresS weve seize of land v yust Lo
4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away vy eav =
by whites by 1932.

Yo oot of AZ2million cveS weve seized of lend JUS’& e
Hear g

5. A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.

lhe board of divecors =zpproved the zppowbment oF
4[/\2 wom N Yo heed Hna dgvayqtmer\f*





