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1. Introductions
In this report, I will explain the meaning of Employability and Academic skills and how to improve some on this skill. I will show my SWOT analysis and My Personal Development Plan (PDP). This will provide how people are self-developing in the 20th century and have a closer look at certain skills which they need to follow. I will help the reader to a good understanding of those skills.

    2.Skills: Employability skills
[bookmark: _GoBack]           Employability skills called as well soft skills. They are connected with personal character, interpersonal and influence adeptness. People with better soft skills have higher positions at the workplace because they are good at problem-solving and/or critical, creative thinking. Employers like to invite new people for the work interview for check if they have a high-quality skill for a job because qualification written in CV is not enough. When the person starts a profession should upgrade their skills like communication, time management and effective team working to have more responsible rules and tasks.
a) Communication
     This is the most useful skill for our survival. We have to communicate since we are small children. We using three different types of communications: Verbal- speaking (using our voice), Non-Verbal – using our body language and written-writing text messages, e-mails, etc. It is important to good communication with the receiver to understand us in order. Communication is valuable in the workplace to make improvements in the company and employers can be more productive. In my company, we mostly use verbal communication to let everyone know what we doing to avoid duplet.
b) Time management 
      All our life is about effective time management, sometimes we want to our day be extended but unfortunately this impassable. Everyone has 24 hours each day and need to manage time as good as possible.  Priorities need to planned before and for this is good to use a planning tool and setting priorities.
This is good to make a list of what is important and what is urgent and do a pressing straight away. Mostly people doping first what they think is important but actually is not that necessary however is easier to do then really an urgent task. Good time management can be used for complete work before the deadline, have better productivity and do work of a higher standard. Also, we will be less stressful and we will have more time for our family and hobby.
c)Effective teamworking  
      It is important to work as a team when is needed. Everyone is different and has individual skills and character. At the workplace, each person has responsibilities and own positions. Everyone is important because if one of team member fails the task, unfortunately, all team fails. Functioning as a group is as well as helping others who are finding it difficult to complete a piece of work. If all team working together have better performers then working separately. To improve this skill is important to accept differences in the team (Price 2019). We do not have to like everyone ideas but I think is good to listen to everyone and without unnecessary argue find the best one.  
  
           2.1. Problem solving
          Hight quality problem solving is the ability to hold confusing or surprising situations. This skill is important and highly useful at the workplace at every level. The most important is to understand the issue after need to analyse the problem and may discuss with other team member or meeting where everybody can speak-up to find the first-rate solution. In many cases, team working is a solution. When the team discusses the problem, they will think more analytical and creative thinking then one person. To improve our problem-solving skills, we should focus on the solution, not a problem (Zoe 2019). This may help with quicker and better results. Equally, we should discover many dissimilar answers for the same problem. Like this, we will make sure that one of them will be the best for our situation. Also, we need to confident about our idea and propositions, like this will be more likely for our co-workers will accept our plan.         
           2.2. Working under pressure
          Stress is present in our everyday life and in most jobs. By Tarani Chandola (2010) women suffering at stress work increase from 8 to 25 percent from 1992 until 2006. It is important to a good deal with it and runs away from it. When a person running away from problems and the surprising tasks at the workplace making more difficult to solve it. People who are good at working under pressure can take control of the unplanned events. Also, they can deal with unexpected problems or tasks. By Aaron Levy (2017) Is good to focus on the three most important tasks of the day and forget about the future and upcoming job. We should take all the attention of what we doing now.

3.SWOT analysis
Created by the Author
 
 
	[bookmark: _Hlk27661954]Strengths
· Flexible
· Listener
· Speaking two languages
· Hard worker
· Helpful


	Weakness
· Organization
· Eye for details
· Introverted
· Time management
· Lack of confidents when dealing with people
· No work experience related to this course



 


	Opportunities
· New Challenges
· Improving writing skills
· Getting a good grade in degree
· Getting better work
· Improving communications skills
· Improving gramma skills
	Threats
· Being unsupported
· Health problems
· Financial problems
· No passing University
· Time problems ( Not finds time for all tasks)



 
 
          
[bookmark: _Hlk27658356]                                                

4. Academic skills
        4.1 Referencing and note taking
         In academic studies students use mostly Harvard referencing guide this helps the reader quickly find out the website, article or book which student writing essay or report was using. The references in the reference list have to write alphabetically by the last name of the author. In addition to good references, students need to know how effectivity they take notes. There are two most popular methods. First is, ‘Concept Mapping’ in this technique students writing the most important idea in the middle of the page and attach other ideas on the sides. The second method is, ‘The Cornell Method’, this system is about recording lesson, extra questions and everything that will help to understand the subject. Taking notes is beneficial for students to understand the text, without copying every word from the book. When I taking notes from some books or websites, I like to highlight the main and the most important idea for easy learning.


4.2 Avoiding plagiarism
            Students have to avoid plagiarism because plagiarism is using sentences or plans from someone else, which can have negative consequences. For avoiding unhappy situations, we should use our own words when writing essays, reports, etc. Before starting our work, we need to read carefully and good understand the text. We need good paraphrasing skills. I like to use a dictionary to apply and learn different words in my assignment. With a dictionary, students can learn spelling and a lot of new terms to complete better tasks, avoid plagiarism and better write in English. At last, is always worthy to look over on our text.

4.3Paraphrasing
[bookmark: _Hlk27770175]          This is repeating someone’s text or words using non-identical terms, often making text shorter and more understandable for a reader. Paraphrasing is useful for students because it helps them exploring websites, books, etc. and make their records. To do good paraphrasing students should first read the full text, take only the mains ideas and paraphrase them, not paraphrase the whole text. Usually, we rescript just a few senses and then we add our points. Students who are not paraphrasing can have bad consequences, even they can be reported for plagiarism.to do a good paraphrasing we should do modification to sentences and change the order of material (Furgusson,2016). 

4.4Summarising  
           This is a concentrated text. A person who will read the summary of some book or journal should know all the important points from the original text without reading it. Students should not add any of their opinions or thoughts. Students usually have to read many books. Summarising helps them to pick up the main and the most important points of the text. They can have everything that they need in one notebook, they not need to carry all the books. Also, it helps to learn the main topics. To improve our summarising skills, we should read the original text several times to have a good understanding of it, and at the end of our summary, we should attach an original authentic list of references from the text. 

 4.5 Presentations skills
         There are many important parts of the presentation to be successful. First of all, is body language and facial expirations this is non-verbal communication which may contain from 60-65 percent of all communications (Cherry 2019). Receivers will recognize if we are confident regarding what we are talking about or we confuse and scare. Additionally, is worthy to have planning notes with supporting information, interdictions and some useful facts like exactly numbers or dates. Also important is eye contact with receivers.  Like this, we are showing them respect. The presentation cannot be reading, we need to talk to receivers to take their attention and attract them about our subject.         

5.Personal Development plan (PDP)

	What do I want/need to learn?
	What will I do to achieve this?
	What support will I need?
	What will my success criteria be?
	Target dates for review and completion.

	I want to, do driving licence
	I need to look for a driving school or an instructor.
	I will need help with time management and find someone who will take care of my son while I will have driving lessons.  
	My success will be if I will pass the driving exam.
	I want to pass the driving exam until July 2020.

	I want to, improve my communications skills
	I need to have attention in the classes and exercise in the workplace.
	I need to come to classes and take the opportunity to speak up.
	If I will, do good my presentation and if I will pass. 
	Assessment at the end of the academic year

	I want to improve my grammar skills
	I need to find and read grammar books.
	I need to check a few times my assessment before I will submit it.
	Pass the assessment and have a good mark 
	End of the academic year 

	I want to be a midwife  
	I need to pass university with a good grade 
	I need financial support 
	My success will be if I will work in a hospital as a midwife 
	Until 2024


Created by the Author 

6.Conclusion
       I hope this report shows why Academic and Employability skills are important and the reader can understand the meaning of each skill better. In today’s world, everyone is busy and often stressed. Especially time management and communication skills are problems for many people. We are learning for all our lifes, like I mansion in my Personal Development Plan I want to work on my communications and grammar skills to have a better grade at University and find better work. Also, I need to work on my time management to better control my day and be able to make more tasks in my day. 
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Re-read the text ‘To be a great leader, you need/ o start by leading yourself’ on the previous page.
Summarise main ideas from the text in your,0wn words. Write about 175 words.

Moy, geople T ke o good leoder  bu¥
somewes Vs ot Mgl easu as Tl ool Lt} Eyw@ﬂ\'ﬂuoh
won oo ‘oholly debbe difforectd) Pow wealtin. mealify.

MW some b (he) stowed Yo  see how leaderswip
e Wond oorle becouse e wa sogi Yo gthers ek Xhex,\
hould  do emd but he eowd coudd uot unome e Ws coovte.

fhen Yo wollee Vol he | gon ot b meiae €
X Yosles  he sl sheut b ool on sell- leadle«g\m

Ex.2

e Sravkd W do s\w\p\e exevrcice Yo be o lekter
\QOJ&G/ p~0\f Q’XD‘-““‘)@\CI\H—OM M \/wv\ \ep\&@/s\m\p %0 W
uesszw”' omd ek was Ye dad\a«des

S ’ﬂ/ﬂs exeniises  wos \ne/l;ow\p,\ Wuw Yo gqrow as a eader |
oand »mve,qw\a}e Wil ontion e workiplace,

Pl
R ey PM Swy\wnj
{ L?
g s Jm)uow‘ P = A
L @

, N
_——m\, OKL(LML WWW@—»U

O = ’
Lecturer’s comments: /VM

; Date'ﬁ l.)/\ %

Lecturer’s signature: / 3 l \

2|Page




image7.jpeg
Academic gl

EWM%ZU%
Shlls
STUDENT’S
NAME: CLASS: GP:

Paraphrase the Following:

1. “If the United Kingdom withdraws from the European Union without an
agreement, it will encounter financial hardships.’

From an article in the Times newspaper on 17*" July 2019 by Maria Johnson.

Tuanciod hordshi g will encounter LL W ooihdhowg

%{OW\ BV Mok o o ewent

2. ‘Rich people, businessmen and the terminally ill are not worried by the
problems of the poor.’
Book by Harpo Marx 1970.
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3. Speaking directly to people is better than writing to them because you can

hear things in their voices and see their expressions and their body
movements.
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. The elderly man could not ascend the stairs without stopping because he was weak

and had to pause every five or six minutes to catch his breath.
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One of the benefits of teamwork is that it gives members of the team the opportunity
to listen to other viewpoints and recommendations and to broaden their own ways of
looking at problems and solving them.
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It is estimated that 75% of people in Britain believe that changes in the weather are
happening because of the pollution caused by heavy industries. Others believe that
there is no relationship between the two.
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In-class exercise 1: Paraphrasing (Oct 2019)

Student Name: A’\(c\& [A}Oib;]b Student ID: /{90&\'(»66

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four

years to limit abusive practices. a{.zﬂon’l&ble
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

¥

1) There will be a few changes around in the office. (announce)
The boss QV\V\OUV\(,& LOWE C}/\ouna\\)aS in the office.

A
2) He doesn't write to me as frequently as | wanted/
lwish _\ne ; wete Yo me wowe alten

3) We were concerned about her health. /
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%
it

4) You weren't careful, so you made so many mistakes. (had)
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5) The council cut funding so we could not provide free parking.
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6) His proposal was a failure as it was too theoretical. (rehed)
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10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)
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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.

2;

34

4.

5.

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.
(:E One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. A quarter 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.

It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. Therichest 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.
© 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%.

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

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.
Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
% 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.

Martha thinks that the issue of adolescent problems is important to write about.

Martha thinks that adolescents like to write about their problems.

Martha feels that writing about adolescent problems is worthwhile.

Martha believes that the dream of most adolescents is to write something important.
Martha thinks that adolescents can write about their problems.

e @o

Write your own paraphrase for the following sentences:

1,

A local newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now. w Ve shveebs
. SR,

5% g Woweless people oreles o live

To homeless shelters © ) :
Ronny told his aunt that a bear had attacked him, which she found difficult to believe.
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Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
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Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away i
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A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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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 QMQ)V qrowe Yo weedl nkernek Qer Yaeiv  shoolwwore
® collaqe “studauks

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

\VOW\'V\ x)v-tcfﬁ ave cwwem\—\v\ on lhe upswiug as
buw\'\'o sell prnchce

3. 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.
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4. Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.
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5. 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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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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