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Summarising
I have made this report based on self analysis of both my personal and profesional progress to identify my academic and employability skills and to develop them in a way which can help me in my career and academic life.
Introduction
Skills are the capacity to carry in an successful and effective manner any task which an individual plans to finish. The efficiency and effectiveness are terms which are more important in a business operations to mantaint it’s standards or quality investigation in professional ground (Jeston, 2014). 
Figure1: Hierarchy of skills
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Source: (Fallows, and Steven, 2013). 
Abilities of representatives go through a few steps to create total in viable field of  proficient arrange and finally usage of aptitudes totally different areas of operations of management. First hierarchy of aptitude is securing essential  information shape  distinctive sources and after that motivational utilize of information beneath an experienced one. Employee get opportunity to utilize aptitudes in work or for intentional work  after past  step and after that worker get opportunity as an employee to execute aptitudes in creation or settling issues emerging in commonsense region of profession (Wilding R., Wagner, 2012). At last, representative able to	 create unused items or administrations, unused information, encounters or  gives  lessons to others to create aptitudes.
Methodology
In this section I would like to mention what helped me to do this report. First of all, the references which are presented at the end of this report
Reflective report from the first week of term to last
My aptitudes which are required in professional area represents  an extraction of different skills such as personal, academic, administrative, managerial  and professional summation into field of business profession or in highest professional ground. Skills required in proficient range must be supported and created by workers by taking initiatives for progressing or maintain quality according to organization standards, here some quality or skills of employee must be designed or required organization, or sometimes employee, professional or student set their targets or career targets according to future plan and goals and try to make skills according to carried plan (Brewer, 2013). 
Leadership & management:
In this report with investigation of aptitudes in both academic and professional fields, individuals are more concern about developing in their carrier. The administration, management and leadership skills are extremely imperative in terms of leading a team or team-working and to contribuit in a business. For example, Bill Gates, Mark zuckerberg or Steve Jobs, have thei perspective as leaders and in terms of managing a business their professional skills make them distinct and they lead other people by examples.
Time management skill:  
If the responsibility is executed in a specific time increases trustworthy, makes people happy, builds strong relations with parteners involved in a business and create dynamic organization in all. In order for this to be done I need to prioritize the work , my schedule of tasks and jobs and avoids procrastination in professional life. 
By mentioning this skill I need to say that during this term I have learned about The Eisenhower Method of Stephen Covey in which you just create a Matrix by the importance and urgency of the activities that you are planning to do. That is a method that helps you to analyse which one is more or less important and more or less urgent and in the figure bellow it is explained really well how to do it.
Figure 2. Time Management Matrix
[image: ]
President Dwight D. Eisenhower developed this "Eisenhower Matrix" because he wants to teach people what is important versus what is urgent. This method was featured in Stephen Covey’s book named ‘’ The 7 Habits of Highly Effective People’’. There he teaches people that the main goals is to be able to spend time effectively on tasks by importance and time allocated for a maximum productivity.
Practical exercise: Personal development plan(PDP):
A PDP is a Personal Development Plan which expresses a written self-reflection and improvement which wants to act like a detailed action plan based on goals and used to satisfy on academic, personal or career plan. I have created this plan to considering a development and works in a successfully way for me by allowing myself to establish which are my aims, objectives and goals, to identify my strengths and weaknesses and my need for improvement. 
I have placed my objectives in an order based on the areas that I would like to see a progress or to improve something in my life and my PDP consists in my personalised actions made in an order and these actions are helping me to achieve them in a period of time depending if it is a short-term goal, middle-term goal or long term goal.
[image: ]
SWOT ANALYSYS I created a SWOT analysis which helped me to analyse myself and my both academic and employability skills. With this analysis I am able to explore my strengths, weaknesses, opportunities and the challenges which I am facing in both personal and professional area. In the figure bellow I will demonstrate how I manage to do a SWOT analysis about myself.

Figure3: Individual SWOT analysis
[image: Image result for swot analysis of personal development]
Source: (Grant,2016)
I managed to do a SWOT Analysis about myself and it is attached bellow and in Appendices aswell because it was an in-class exercise which I have been made during this term.
That is how I descovered which are my strenghts and which skills I already have like to be a team-worker and a flexible person.
I observed my weaknesses and even if I discovered I had a poor personal organisation I proposed myself to use the Eisenhower Method to change my weakness in a strenght and to gain time-management skills.
For opportunity I found out the possibility to extend my knowledges or  to level up in my carrier, to work under experienced leaders, training opportunity and different facilities (Marston, et al. 2011). Along with those it comes up the opportunity for better earning prospects.
In order to reach my goals and by analysing my professional area and my employability skills I want to open my business but I am financial unstable and the economic environment is uncertain. That’s why I want to use my opportunities and my PDP to rich my goals and to get face this challenges in a succesfully way.
[image: ]
However, the overall academic period of this first term was challenging and learning these academic and employability skills it was a difficult journey but in time during these 10 weekes and with the help of my lecturers and class fellows I managed to learn them all, which I believe they will help me in my academic and professional life.
Paraphrasing Skills
Paraphrasing means showing the thought of another individual in my own words and it is considered one of the most important skills in the scholarly life because in this process of changing over the genuine content in my dialectt I am transmiting a message that I simply and cleary understood  because of the real content and I am able to communicate the actual content as well(Shapiro, 2011). In any case, in my scholarly experience, I have realized that is basic to be able to acomplish an effective paraphrasing because is the interpretation of one’s thought into my claimed words concurring to my understanding.


[image: ]

This is a in-class exercise which helped me to practise my paraphrasing skills.
Summarizing Skills
Summarizing is mulled over as a vital ability for the study because it has been instructed to the academic environment  that “Less is More”. The summarizing skills offer assistance in improving the reading skills since they supposed to explain the most thoughts of the perusing and after that abbreviate it to communicate it within the same subject. In addition to this, it  makes a difference to the lexic and it’s improving academic speaking and writing (Shapiro, 2011). 
Conclusion
Proficient capabilities agreeing to needs of organization totally different locales of trade  capacities & administration. In assembly carrier destinations and organizational destinations person must set carrier targets concurring to targets of callings and making methodology of professions in scholastic life. Aptitudes, employability aptitudes in numerous organizations, in deed for their goals of trade clear the way of representative  to select their carrier by creating abilities for distinctive levels in organization. I found out that personal SWOT examination and personal development plan (PDP) based on opportunity and carrier targets are the best way to extend my abilities which are requested either  by an organization or by univeristy. Academic abilities and proficient aptitudes must be facilitated by an person to urge most extreme benefits of  proficient destinations and to manage to focus on their goals in order to be in a continuously development.
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LONDON Term 1

In-class exercise 1: Paraphrasing (Oct 2019)

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 changeg around in the office. (announce)

The boss_ARKQ Uhee Somt. (;Lug,a‘ S in the office.
2) He doesn't write to e as frequently as | wanted.
ywish At oul Wnile B mne mong o/t’h

3) We were concerned about her hea!th

We had some Ko Migs  aby ILU\ \)UC{ !)CH\}

4) You weren't careful, so you made so many, mistakes. (had) vaiss
=y U‘W‘j—{“’*‘—émf (WW'U 50 many mistakes.
-lalu)

9 only f/DU had /] EA/M atfendion Yo wildo't howr /S0 ey
5) The council cut funding so we c uld not pr wdeireeparkmg / / /
Because of 1At ﬁ/y\d!ep oot i (a./kc, ff,\ﬂ-( penking /5 no ”‘Eﬂf\ Avay 5
l [

6) His proposal was a failure as it was too theoretical. (relied) /
His proposal nlie 4o mucl on Heony 49 /4 U=y a fc\l [l
7

7) It was Mary who stole monev

He accused M‘w’\;f j(A/'a{ PnohéY.
8) He seems well-educated. However, he's not very bright. (although) /}
Hi (¢ rot VIny cleuta G o.,LZ ke Seeny \X/C/(—v_o/u (AA’ 5
9) Universities place the burden of understanding plagwarlsm and attribution conventions on
M) z)f

students. A ) X
The responsibility for f/“ﬂllﬂM S5 5«“/’ Aﬁ;\sxfl.ua (OV\\/(bq[/ 245 #\(
10) 33% of adolescents who have one baby, have a second baby within two years of the first

babyszrtg(thwl i b Hp Feels y)\ﬂlb,\& whe fad e
Second baby VN Hein, e L Frens 074 Hle /;)4 6<bv,] émv/c
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LONDON Term 1

In-class exercise 1: Paraphrasing (O 19

student Name: DRA¢aS - CisT AN SoUck Gt sudentio: 190 6032

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. Cazdas
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010

In text: ( Newille o to )

In reference list:

Newille | € (Loto] The complele goide o mfiwn e ]
avud; “g f”%zmsm (ond edib “] MalAQh‘u | Opein
Um,»f,\y/? f‘QSJ

Chapter in an edited book

Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248
contained in the following book: Study skills for Dyslexic students.

Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007

‘ In text: (bc‘fj JLool)

In reference list: Bk/’)/, P (7.00—}\ ICO/IQSO,\,\-//\/( [_Qa,\huﬁ_‘l
in Hanarehves | S, (ed.) STUN Y skicls Folk
AYSiLgxic STUAEMTS. Los Aw/es‘@«f i LDA/AM/.‘.S*G;
Pp 251 - 243

Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.

intext: (Mulcahy Zolg}
In reference list; u((ﬂ\L\ Ay (LQ(B Puﬁ,ﬁ +1'~( Lef‘_ olm/'

'S TLQ'A ?’((,( \X/IAJ do We S%// oCk 14
Cr\(»\!kg( ?/\o(eadmﬁ,y{' . 8!\4/«5[\ JodAu/ )1 Qm‘w‘w/gf.
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3‘ Equity and Efficiency in the Workplace: New Trends in Managing Human
Resources ‘Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring (987): 35. e

Intext:(RUA ot al S {98})

In reference list: e 7 193 )
\3(0{ b-/, \Sﬁuoli(\ n) RETN < Ay en Z ( (5371)
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Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben

In text: ((,_M»é;{.a L eoly )

In reference list: s g0 /
Cni et 1. (200) "Pens of ntsivg lls s

(4
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Web pages

Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted".

In text: (\)(/4[/544 0/l )

In reference list:
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