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3 Summary 
 

In this work I have searched information about topics of term 1, via documents from 

class and some websites, after the collecting of the information I have proceed to make 

and analysis of each topic, also, I have introduced some examples for make it easier to 

understand and then with all of results that I obtained from their pro and con points I 

proceed to make a personal conclusion about what I have understand from them 

having in mind different situation that we live in our daily routine and also, with a vision 

of what I want to do in a future and how I can implement them on my life.  

 

4 Introduction 
 

In the next report I will explain all of the topics that we saw in class during the first term 

also I will use all the learned for do this report as well I will show some elements related 

with the profession that I want to do in a future and how this abilities learned will help 

me in a future, while I was doing this work I could test my developed abilities and see 

how much I have improved since we started to study. 

 

5 Methodology 
 

To complement my enquiry, I did a research trough internet searching about related 

topics or examples and using this way for collect information and develop my report, 

also I used the online platform which we know as Moodle which contains all information 

that we saw in the term 1 and using this to make a review of the different topics that we 

discussed in term 1, Also I search for different articles since internet to books and 

newspaper which talk about the profession that  I’m interesting for work in its sector in 

a future.  

 

6 Findings 
 

6.1 Personal Development plan (PDP) 
 

The personal Development plan as his name says is a plan that helps you to manage 

correctly your activity and the areas where you have a constantly development with this 

you will be able to acquire new skills or improvise them. The principal purposes of this 

plan are the following: 

• Enhancing performance in your current role 

• Addressing anticipated changes in your current role 

• Addressing career aspirations towards a future role 

 



6.2 Time Management  
 

The time management is a process that permits you to make plans with a control of 

time, in other words how much time will you spend in each activity, also your efforts will 

be distributed correctly with the objectives of increase effectiveness, efficiency and 

productivity. 

• The first of all you have to do a list of everything that you need to do and the 

time that you will spend for each activity  

• Assign to each activity a priority level starting since low to high  

• Add the activities that are mandatory as breakfast, lunch, dinner, sleep and 

others  

• Consider the possibility of delays or interruptions which could be unexpected  

• Check it many times, rearm it, track all activities for make sure that are taking 

the enough time   

 

6.3 Paraphrasing 
 

Paraphrasing is when you use your own word for write ideas from different persons this 

technique is very helpful when you are supporting your own work with others persons 

work. When you use this technique, you have to change the words and grammar, but 

they have to keep the same context. You have to recognise another person work if you 

used it this can be done via reference. For do a correctly paraphrasing you can make 

use of the next techniques: 

• Synonyms. These are words that their meaning is the same or nearly as 

another word 

• Word class. Change words class using adjectives, subjects, adverbs, etc.  

• Word order. Change the order of the words 

 

6.3.1 Example 
 

1. Language is the main means of communication between peoples. But so many 
different languages have developed that language has often been a barrier rather 
than an aid to understanding among peoples. For many years, people have 
dreamed of setting up an international universal language which all people are 
simple and obvious. If all people spoke the same tongue, cultural and economic 
ties might be much closer, and good will increase between countries (Kispert, 
2004). 

 
Language is the primary methods for correspondence between people groups. Be 
that as it may, such a large number of various dialects have built up that language 
has regularly been a boundary instead of a guide to comprehension among 
people groups. For a long time, individuals have longed for setting up a global all-
inclusive language which all individuals are straightforward and self-evident. On 
the off chance that all individuals talked a similar tongue, social and monetary ties 
may be a lot nearer, and cooperative attitude increment between nations. (Kispert, 
2004). 

 



6.4 Referencing 
 

Referencing is a technique where we use fractional references are between 

parentheses and implanted in a text, either inside or after a sentence. They are in 

company of a full, ordered citations at the end of the section, generally titled 

“references”, “reference list”, “works cited” or “end-text citations”.  

 

6.4.1 Example 
 

1. A book with the title: 'Occupational health and safety', published in Sydney in 

2004 by McGraw-Hill, with authors M. Stewart and F. Heyes. This is the second 

edition.  

Answer 

Stewart, M. and Heyes, P. (2004) ´Occupational health and safety´ 2nd Ed. 

Sidney: McGraw-Hill 

 

2. An article by J. R. Savery and T. M. Duffy, called 'Problem based 

learning: an instructional model and its constructivist framework', 

published on pages 31 to 38 in the journal 'Educational Technology', 

volume 35, number 5, in 1995.  

Answer 

Savery, J. R. and Duffy, T. M. (1995) ´Problem based learning: an instructional 

model and its constructivist framework´, Educational Technology, 35(5), pp. 31-

38. 

 

6.5 Summarising 
 

Summarising is a valuable ability for academic writing, with this skill you can take the 

most important parts from a text and rewrite them with your own word, in a summary as 

its name says  

 

 

 

 

 

 



6.6 Articles 
 

 

 

 

 



7 Discussion 
 

After a recollection of the information about the topics that I will discuss now I will 

proceed to write my results after analysing them.  

 

7.1 Personal Development Plan 
 

Starting with the pdp (Personal development plan), this method it’s very helpful 

because we are constantly in evolution. When we finish developing a skill immediately, 

we take another kind of skill for its development and that is because of the instinct of 

self-improvement which invade us when we are facing a new situation and here is 

where the pdp acts, helping you in the identification of the key points in company of 

development exercises. If you elaborate your plan correctly knowing what you are 

appointing to get, in other words knowing your goals, and the skills that you will need 

for your future, you can take advantage of all the time which you have at your disposal 

without any loss. In my case is something that will help me a lot, I´m interesting in the 

world of computing, usually, we develop the skills that we need by learning other skills 

because the most of them are very similar but with this technique I will focus better in 

my principal objectives  

 

 

 

7.2 Time Management 
 

The time management allows you to manage all the time you have available and divide 

it correctly through the activities which you have to do, the first of all you have to make 

a list with the activities that you have to do this can be daily, weekly or even monthly 

and after this you have to discuss the type of each activities there are some activities 

that necessarily you have to cover for example the meals, sleep, travel also, depends 

on your age if you are young probably you study, if you are adult maybe you work and 

have a family to attend. Also, when you are making your plan you have to considerer 

the probably of unexpected things as delays and interruptions. But the principal 

problem of these activities is that no consider external factors for example the situation 

of the country, a family member dead, a natural catastrophe etc. These are factors that 

you can´t control or preview and they will always spoil your plans. In my personal 

experience is something that just can´t work with me, My family doesn´t speak English 

so basically I am the person who is in charge of do the labours which are linked we talk 

in English so my schedule has almost always has unexpected changes that I can´t 

control. 

 

 

 



7.3 Paraphrasing 
 

The paraphrasing I think is the most helpful among which we will discuss, is the best 

way to avoid some things like plagiarism, sometimes when we don´t have any idea we 

appeal to other persons work maybe for take ideas or get inspiration and think on 

yourself ideas, when this happen, other people´s thoughts invade your mind and you 

can´t express yourself correctly and you tend to plagiarize. Here is where this skill 

works you don´t need to worry too much about this while you use synonyms, change 

word order and class you will made an idea with a point of view totally different to other 

persons, but if you use material of them you had to memorize to make mention on 

references because they are still contributing something to you. In my point of view this 

skill will help me a lot some things I don´t know how can explain new things without 

repeating the same thing over and over again and probably I will do this process slowly 

but the difference will be that this time I will be sure that what I said was my idea. 

 

7.4 Referencing 
 

The most times we need to take information from other persons and the right thing 

would be recognize these persons work that’s why we make references lists, but we 

also make them for offer the reader the source of the information and they can get 

more knowledge through the original source. The referencing is a good ability for share 

all kind of topics of ideas which we found interesting with the others. In my sector of 

interest, I found this very helpful, I have work as programmer and the programming is 

something that can open too many possibilities with different combinations of 

programs, if there is a source where we can learn from something that have been 

referencing is a great help for us who are to trying to repeat the program and upgrade it 

  

7.5 Summarising 
 

The best way to explain something in the less time possible is via summarising. 

Extracting the main ideas and explaining them you will make your point of view more 

easily to understand, when you talk or explain an idea for a long time the persons will 

not take attention to you, because they will not be concentrated and will get distracted 

because of the length of your explanation, you have to make the main point concise, 

it´s like when the people told you Get to the point, you mustn’t take an entirely day for 

make a basic explanation. In the computing sector this may be more difficult 

sometimes it´s impossible to explain something the shortest possible because there 

are too much steps behind 

 

 

 

 

 



7.6 Articles 
 

7.6.1 AI could become 'an enemy of the human race' warns expert 

 

At the moment the AI has been appearing a lot, since smartphones till modern homes, 

and it´s something that must be under control, I have picked this article because in mi 

sector usually we use AI for make easier long works but always monitoring the AI´s 

work and not overstressing it 

 

7.6.2 The cheat hackers 'ruining' gaming for others 

 

This is a problem which is currently rising more and more, and have a negative impact 

on my future I would like to be a videogame programmer, then this will be generated 

me more unnecessary work and problems to resolve 

 

7.6.3 US debuts world's fastest supercomputer 
 

The technology is advancing with an incredible speed, for the people who are related 

with the computing have to be in a constantly learning to keep up in the latest 

technologies, learn how to use them, how to fix them etc 

 

8 Conclusion  
 

With all of the information analysed, I will proceed to make a respective conclusion. All 

of these academic skills have a great level of functioning in their respective activities. 

While you make a correctly use of them, they will help you to improve all your academy 

aspects and not only this, they will be a great help in your daily life, work and other 

studies that you want to do. As recommendation I must say that although all of these 

skills will help you in a lot of things, you have to focus in the abilities that are more 

important at the moment no matter what.   
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