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[bookmark: _Hlk25446206][bookmark: _Hlk25566397]1: Introduction 

In this report I will be analysing my academic and employability skills by referring to in-class exercises and published literature. The purpose of this report is showing how good my academic and employability skills are. Likewise, to show that I have the knowledge of producing an appropriately structured academic report. 
2: SWOT analysis 

SWOT means Strengths, Weakness, Opportunities, Threats that identity the internal and external factors about a place, person, company or product. This structure was created by ‘Albert Humphrey, who tested the approach in the 1960s and 1970s at the Stanford Research Institute’. I’ve used this bodywork (appendix A) to identify the advantaged and disadvantaged that I have as a person. This helped me to see the key things about me that make me employable, and a good student likewise which ones I need to improve to be qualified. For example, in my self SWOT analysis; 	Comment by Ticu Rostas: Albert Humphrey https://searchcio.techtarget.com/definition/SWOT-analysis-strengths-weaknesses-opportunities-and-threats-analysis	Comment by Ticu Rostas: 
Strength: One of the Strengths, that I’m proud is that I took part in the National Citizen Service (NCS) also known as The Challenge. By taking part in this service I developed my leadership skills, as well as building more confidence in myself and developing my communications skill even further. During this amazing experience, which began in July 2014, I had to work with 13 random people from all around Redbridge. I worked with my allotted team for six weeks and by the end we had developed a strong team spirit and created a bond with each other. During the six weeks, we had to be organised, responsible and take responsibility for all our decisions and actions. We did this by electing two each day to be our leaders for the whole day. 

Weakness: On the other hand, one of the Weaknesses I have is that I lack I.T skills. I believe that I only own basic I.T skills and because of the technology rapidly evolving, I feel that I will not be a perfect candidate for some of the jobs that are out there. By visually seeing that I’m not confident with this skill, it motivates me more than ever, to learn more and improve in sector so that I can stand out from other candidates that will apply for the same job. Therefore, while doing my SWOT analysis allowed me to see that this module can help me identify what are the main weaknesses that I own as a person.

Opportunities: I’ve mention that one of the Opportunities I have at present is to improve my personal skills. To do so, I want to give this course the best off me so that at the end of this course I will successfully gain good grades in all my modules and achieve a Level 4 qualification. And hopefully continuing my studies with UWTSD. This module gives the opportunity to self-analyses myself, helping me understand what I’m good that and what I must improve on.

Threats: However, I must bear in mind that one of the Threats that stand against me doing my best in this course is that I have family commitments as I have a 2 years old baby boy that I have to take care off. Hopefully, if all goes as planned and I pass this course.

Using SWOT analysis, helped me gain a better understanding of myself. Likewise, helped me think about the close future. Similarly, it helped me to set myself targets and goals by using my personal SWOT analysis to produce a Personal Development Plan. Likewise, this module gives me the opportunity to identify the pros and cons about me that give me a chance to improve on them. 

3: Personal Development Plan

Personal Development plan also known as PDP is a structure that can be used to identify the key targets and objectives that you set for yourself, that need to be achieved by a certain time or date. Likewise, if you follow the structure correctly and give reasonable targets, the structure itself will guide you what you need to do in order to achieve the targets. Similarly, according to ‘BridgeWaterUK’ (2016) “A personal development plan is a combination of approaches, ideas and techniques that will help you manage your own learning and growth.”
As part of homework for this module, we were asked to produce a PDP for ourselves (appendix B). one of the goals that I’ve set for myself was to gain better knowledge and understating of all my modules. In order to achieve this knowledge, I’ve mention that I will have to do the following; attending all my classes, contribute in class activities, use free time to study. By following the structure PDP will helpfully help me achieve my targets.
I believe that this module can help me achieve all my targets. This is because, I believe that this module has key elements that can help me in another modules. For example, I could use this PDP structure to set targets for myself in other modules to help me improve my own skills in all that I do. Likewise, I could use PDP structure to my own life. To set targets and objectives for myself. 

4: Employability  

According to Bloch (1995) “Strategic goals, develop your assets and market you unique selling points”.  In another words, what are the key achievements, education, experiences and skills you have as a candidate for the job that can help you stand out of the crowd making you the best person  for that job vacancy you are applying for. For example, you have great Time management skills. 

4.1: Time Management 

Time management according to Carol, W (2019) means “the act of planning the amount of time you spend on which activities - really began with Frederick Taylor's scientific management techniques. His goal was to increase worker productivity.” Time management in my option is very important not just at work but at all times. By learning about time management during the first term of the module made me realises that its very important to plan every second of life. Especially, that I’m a student and worker at the same time. I need to ensure I plan my time correctly so that I can work and study at the same time. 


5: Academic skills

“Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons” according to WiseGeek.com, 2019.  What I like about this module is that it helps us not just at school, but it helps us during our day to day basses. For example, we were taught how important time management, how important is to take notes and how we try to self-educate ourselves it is very important. I believe that the academic skills that we are being taught in this module, helps me to be a better worker at my workplace. This is because every morning before we enter the site, our manager must brief us on what we must do and when we must  do it. During this briefing how I start taking notes making sure that I don’t forget. 

5.1: Paraphrasing 

[bookmark: _Hlk28688654]Paraphrasing is when you rephrase someone’s else work and but it in your own words. You can change the structure of how its written, but you can change the meaning of the text that you are trying to paraphrase. According to Paraphrase-tool.org (2017) ‘Paraphrasing is expressing an already existing idea or a piece of writing into your own words. For instance, after watching the news or reading a story, you tell the news or write the story into your own words, which is known as paraphrasing’
During the first term of the module, we were taught how to use this academic skill to improve our writing skills. To do so we had a couple of in class exercises (appendix C, D). In these in class exercises we had a range of texts that we must write them in to our own words without changing the meaning of the text and after the tutor would make us and give as a feedback on how well we’ve done.  According the feedback that I’ve received, makes me understand that a good at paraphrasing however, there is plenty of room for improvement on this skill. 
While learning about this paraphrasing tool of writing in the module helped me understand how to use this tool in good way to avoid copying some else work. Likewise, this paraphrasing tool can help me in a lot of circumstances, for example in future while in class learning I would be able to take notes converting the words that I won’t be able to understand into the ones I know by paraphrasing. 
Similarly, this tool that I’ve learned by taking part in this module can help me at work as well.

5.2: Summarising  

[bookmark: _Hlk28691067]Summarising, it is simplifying a text by selecting the key words and meaning of the text and keeping short and straight. According to University of Sussex (2019) “Summarising what you have read encourages you to focus and to remember key points. When writing an essay, you will often need to briefly summarise an author's argument in your own words to support your argument or provide a counter-argument.”
In this module we have also been taught what is the purpose of summarising and how we must write up a summary of a text. We have had a couple of in class exercises (appendix E, F, G and H) were we had to a variety of text we had to highlight the key words and ideas of the text while reading it. After doing so, we were asked to summarise the text. During the these exercises we study the important steps to produce a good summary. These steps are as follows; 
1. Read the original text and underline any unknown vocabulary.
2. Highlight the key point of the text.
3. Make notes of the key points, paraphrasing as you read through it if possible.
4. Then write the summary from the notes, re-organise the structure if needed.
5. Check the summary to ensure it is accurate and nothing important has been changed or lost.
Studying and practicing on this great tool of academic writing makes me feel that even the hardest text, book can be simplified so that the key points and ideas are given the reader straight idea of what they are going to read in that text. 

5.3: Referencing

To avoid plagiarism while writing a text, easy, report etc. in this module we also been taught how to use the Harvard referencing style in our writing.  
[bookmark: _Hlk28695899]“In-text references or citations are used to acknowledge the work or ideas of others. They are placed next to the text that you have paraphrased or quoted, enabling the reader to differentiate between your writing and other people’s work. The full details of your in-text references must be included in a reference list” according to The World Health Organisation (2011, p. 8). 
To show our understand on what Harvard referencing is and how to use it in our own work we had in class exercises in this module to help us to do so (appendix I and J). Studying about Harvard referencing in the module not only awarded me of this referencing style but it also helping me to use this style in my other module.

6: Conclusion 

Overall, I believe that this module has developed my academic skills. likewise, it opened my eyes how important these skills are. This is because everything that I’ve be taught this term in this module relates not just for school purpose but at work as well. I am glad that I chosen this module. Hopefully I will improve more my academic skills throughout the whole year of this module.  
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