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Chapter 1 Introduction

1.1 Personal overview

I have a great interest in IT and geography: geography being my first love (ever since primary school) and IT being a challenge for me. I can describe myself as a fast learner with excellent interpersonal and communication skills. I have a vast experience working with different types of people, experience gained during the 5 years spent in customer service. I’m glad to say I was part of a successful and productive team.
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1.3 Keys points
The most important key point is to show passion around the subject and make a connection with the audience

To keep it simple, we need a keynote throughout the presentation and a powerful starting point in order to engage the audience. During the presentation, we must smile and maintain eye contact with the public, in order not to lose them.

Guy Kawasaki (from Apple) suggests that a good presentation should respect the 10-20-30 rule: the content should have less than ten slides, the presentation should last less than twenty minutes, and the font size has to be at least of thirty points. 
It is also recommended to introduce stories in the presentation, as these will keep the attention of the public. During the delivery of the presentation we have to pay attention to our body language and to the voice tone as the communication non-verbal is very important. We have to make sure we take the breaks during the speech for breathing.
Skills Youneed (2015)Top Tips for Effective Presentations https://www.skillsyouneed.com/present/presentation-tips.html [accessed August 20,2020]

Chapter 2 Skills Evaluation 

2.1 According to Moodle (2020),,Identify and explain the skills required for successful’’  https://moodle.uwtsd.ac.uk/course/view.php?id=4685 [accessed August 19, 2020]
2.1.1,,HE learning ‘’
For the Highly Effective Learning Environment we have specific characteristics:

a. The student asks the questions

Asking questions is important for the process of learning to work. The curiosity of asking questions has been studied and is helpful, but in the main time if you interact without any interest the material can become bleak.

b. Queries are appreciated more than the answers

This characteristic makes sense if it is a good question or query (meaning that it brings added value); like this it becomes more appreciated than the answer because it leads to learning.

c. Concepts or plans have different sources as points of start
When you write a project, reading or getting ready for a test you must get informed from a variety of sources. When you write for a project, for example if you inform from a variety of sources the credibility is growing as well.
Heick, T. (2020),,The Characteristics of a highly effective learning environment’’ https://www.teachthought.com/learning/10-characteristics-of-a-highly-effective-learning-environment/  [accessed August 20, 2020]
d. Different learning models are adopted

The teachers will adopt different teaching models and ways, but all this depends upon the learners and their willingness to participate in process.
Reeder E. (2020),,What are the different types of teaching models’’? https://www.wisegeek.com/what-are-the-different-types-of-teaching-models.htm [accessed August 20,2020]
e. Classroom education ‘empties’ into linked community

The content taught in a classroom environment should always take into consideration the real word and how this knowledge can be used in the day-to-day life
f. Learning is tailored by a vast set of criteria

The future is personalized learning.
Heick, T. (2020),,The Characteristics of a highly effective learning environment’’ https://www.teachthought.com/learning/10-characteristics-of-a-highly-effective-learning-environment/  [accessed August 20, 2020]
2.1.2 Employability
Employability skills are the skills what you need on almost every job. These skills are ones that make an employee, or future employee, fascinating and desirable to a company. The managers hiring are looking for these skills during the interviews. 
Communication - is the essential skill for all employees as this is the one that help the human being in conveying a message/ information. Employers are searching for people with strong communication skills (verbal, written and nonverbal). Having communication skills implies also being a good listener.

Teamwork - this skill is important in almost any company; you have to get along good with others in order to carry out the assignments. An employee has to get well with the colleagues and managers in small and large teams. A good teamwork needs the next skills as well: association, or collaboration, handling expectations, rivalry management(conflict), loyalty and professional.
Doyle, A. (2020) What are employability Skills? https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571 [accessed August 20, 2020]
Critical thinking – this refers to being able to analyse data objectively and speculate judgment. A critical thinker extracts precious conclusions from processing data, information and is able to differentiate between valuable and useful information and clutter information. Employees with this trait are trusted by employers, therefore these will be able to take independent decisions without help.
Doyle, A. (2020) Critical Thinking definition, skills and examples  https://www.thoughtco.com/critical-thinking-definition-with-examples-2063745

[accessed August 20, 2020]
Ethics - this skill is referring to employee principles. The companies are searching for this skill because they want employees to be able to understand and to be capable to follow the rules of the company.
Computer Skills - this is a hard skill required by every single company in our days; the level of requirements might be different from one company to another and from one role to another. 

Doyle, A. (2020) What are employability Skills? https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571 [accessed August 20, 2020]
2.2 Conduct a Self-Evaluation exercise to discover your strengths and weaknesses, personality type, suitable career suggestions
Appendix 1
Analysis SWOT

	                          STRENGHTS

-dedicated

-organized
-positive person

-ambition

-belief in oneself
	                       WEAKNESSES

-honest

-sincere

-idealist

	                           OPPORTUNITIES

-study abroad

-doing connections

-teamwork
	                         THREATS

-no experience



Appendix 2
Strengths vs weaknesses

 Self-assessment/strengths- weaknesses

	Characteristic
	Usually
	Sometimes
	Rarely

	Active
	
	                 x
	

	Aggressive
	
	
	             x

	Adaptable
	                  x
	
	

	Analytical intellectual power
	                  x
	
	

	Open minded
	                  
	                  x
	

	Balanced
	                  x
	
	

	Enthusiastic
	                  x
	
	

	Authoritarian
	
	                  x
	

	Dynamic
	                  x
	
	

	Able to work under pressure
	                  
	                  x
	

	Ambitious
	                  x
	
	

	Sensitive 
	                  x
	
	

	Spontaneous
	
	                  x
	

	Emotional
	                   x
	
	

	Ready for action
	                  x
	
	

	Resolute
	
	                  x
	

	Success oriented
	                  x
	
	

	Able to motivate oneself
	                   x
	
	

	Able to motivate others
	                   x
	
	

	Able to structure
	                   
	                  x
	

	Able to organize
	                   
	                  x
	

	Able to influence others
	
	                  x
	

	Happy
	                  x
	
	

	Friendly
	                  x
	
	

	Flexible
	                  x
	
	

	Egotistic
	
	                  x
	

	Patient
	                  x
	
	

	Direct
	                  x
	
	

	Special skills interacting with people
	                  x
	
	

	Helpful
	                  x
	
	

	Able to communicate on the phone
	                  x
	
	

	Helpful
	                  x
	
	

	Good sense of humour
	                  x
	
	

	Abrupt
	
	                  x
	

	Capable
	                  x
	
	

	Concentrated
	                x
	
	

	Creative
	                x
	
	

	Critical
	                
	                  x
	

	Willing to learn
	                x
	
	

	Able to accept criticism
	                x
	
	

	Mobile
	                x
	
	

	To act naturally
	                x
	
	

	To keep calm
	                x
	
	

	Optimistic
	                x
	
	

	Visionary
	                x
	
	

	To keep calm 
	                x
	
	

	To be matter-of fact
	                x
	
	

	To work very quickly
	
	                  x
	

	Self-possessed
	
	                  x
	

	Self-confident
	                x
	
	

	Confident
	                x
	
	

	Social competence
	                x
	
	

	Sportive
	
	                  x
	

	Amiable
	                x
	
	

	Negotiating skills
	
	                  x
	

	All-rounder
	
	                  x
	

	Warmhearted
	                x
	
	

	Eloquent
	
	                  x
	

	Goal-oriented
	                 x
	
	

	Determined
	                 x
	
	

	Reliable
	                 x
	
	

	Responsible
	                 x
	
	


BilSE- Institut (2020) Self-assessment/strengths – weaknesses https://salpro.salpaus.fi/tes/CD-rom/pdf/BilSEself-assessment_en.pdf [accessed August 19, 2020]

Chapter 3 Action Plans 

   3.1 List both your short term and long-term goals 

Long-term goals, when is take longer than 12 months to achieve a success, can take even years to achieve. My long-term goals are graduate from university, buy my own flat, be part of a big company.

 Tips for building Long-Term Goals:

· Plan for each month what you must do to reach your goals
· Afterwards every month when you reach your goal, check your goals and modify them
· Start with the end goal
· Plan where you will be in 10 years from that moment 

· Do your plans and think what you have to do to reach your goals in next five years, in a year and in next six months to reach your goals.
Prioritize the goals
The prioritization of your goals is about to decide which is first goal you want to attain, how you will modify your goals.

The prioritization also means deciding which goal is the most important at that moment for you.

MyMnCareers, (2020),,Long-Term and Short-Term Goals’’ https://careerwise.minnstate.edu/mymncareers/finish-school/long-short-goals.html [accessed August19, 2020]
 3.2 According to Moodle (2020),,Create an Action Plan for the Academic and Personal/Professional Skills you need to attain or improve. Refer to section 2 (self-evaluation).’’ [Online] https://moodle.uwtsd.ac.uk/course/view.php?id=4685
In the upcoming year, I would like to improve these four skills:  sportive, able to structure, able to organize and eloquence.

I believe that in being more in shape (sportive) would help a lot with my overall well being and would, actually, give me a boost in my professional career. Therefore, my action plan for this skill is:

· In the upcoming month, go to gym at least one time per week (preferably, during the work week, like this I will not feel that I’m losing precious weekend time)

· After the 1st month, add to the gym session a running in the park / cycling session (ideally, during this session I would be accompanied by a friend)

·  I will also set up a rule: if I miss one session, I must recover it in the upcoming week.
The next two skills should help me to better perform at work and in the same time save time with the home chores. My action plan for these two is:

· Every weekend make two lists (one for work and one for personal activities) with the activities I need to perform in the upcoming week; check the list every evening for the upcoming day, so I can mentally prepare for what I have do to

· On a monthly basis, make sure to go through my belongings, in order to throw what I no longer need; set up a method to organize my things 

· I will set up a rule for this one as well: never postpone an activity

For the last skill, eloquence, I’m planning to:

· Read, at least, one article of interest for my career each week

· Read, at least, one book a month

· Actively engage in debates with my friends on subjects of interest for me

· Listen to one webinar (can be any theme) once a week. 

Chapter 4. Application 

4.1. ,,Looking after your data

4.1.1 According to Moodle (2020) Describe the backup strategy you created that obeys the “in 3 different places” rule discussed in class. Explain how it provides a robust level of data protection for any work you are likely to produce during your time in University, as well as any other important data you would not wish to lose’’[Online] https://moodle.uwtsd.ac.uk/course/view.php?id=4685 

This method is not a backup, we must know there’re few things which are not backups:
· Doing back up for the laptop to an SD Card for the same laptop

· Doing the back up from your computer with 6 inches away to a hard drive

· When you are doing back up from your Gmail account to another Gmail account

· Doing copy from your folder to another folder

· Using your camera memory to keep your photos

The backup rule of three we can find and under the name of 3-2-1 rule:
· Three copies for everything what is important, for these two copies are not enough 

· Two different formats, for example Dropbox+DVDs or CD and Crash Plan

· One off-site backup, we need one copy in online world, in case something is happening, and you lose all others from up.

Hanselman, S.(2014),,The computer Backup Rule of Three’’ https://www.hanselman.com/blog/TheComputerBackupRuleOfThree.aspx [accessed August 18, 2020]
4.1.2 According to Moodle (2020) List ALL the possible disaster scenarios you can think of (keep it sensible and realistic though!). Think about what each of these would do to your system and its data, and thus explain how your backup strategy would cope, and what would need to be done to restore things back to a normal working environment, pre-disaster. Evaluate the effectiveness of your chosen strategy when confronted with these disaster scenarios. [accessed August 18, 2020]
Scenario 1:

A fire takes on the house I’m living in and burns all my things, including my laptop and all my documents (printed, SD Card). 

For this scenario an online storage of the data would help with the recovery of the information – this being the most effective back-up solution (as it should be easy to access the data after the disaster and in the same time it is relatively easy to update the information and always have an updated version).
Another solution for this scenario is having hard disks in different locations (for example a second one in my parents’ house) and make sure to update the second hard disk each time I visit my parents – this solution is a bit risky as it is quite difficult in updating the hard disk. 
Scenario 2:

I receive a work e-mail which looks a bit suspicious (they are asking the download the attachment and perform the steps listed in that document in order to clean my browser history). I do as I am instructed (knowing that sometimes I use the computer to do some online shopping) and after downloading the document, my screen goes black and I receive a message saying that I need to pay 1000 pounds in 48 hours otherwise all of my files will disappear; after this message I notice that I can still access my computer but I cannot open any word files, PDFs, Excels or PowerPoints. 
After I contact the IT department, I find out that I have just downloaded a Cyberlocker (also known as a ransomware). For this solution the best solution is to have all the documents saved online (on a SharePoint / ShareDrive) – after a clean-up of the laptop, the IT department can restore the data. 

Another solution would be to have the files printed, scan them and upload them on the computer – but this would take a lot of time and it would result in having all the documents only in a PDF format. 
Scenario 3

 

My 3 years old cousin gets hold of my laptop while I am not in the room and while playing with the keyboard, she manages to delete the folder with all my photos (fully delete them, even from the Recycle Bin).

The best back-up strategy for this disaster is, again, the online storage (in the cloud) – this is the best option solution as it can be managed directly from the phone/ smart camera. 

Another solution is to save all photos on an hard-disk, which should be updated with the new photos on a monthly basis.

A third back-up solution is print all the photos and keep them in a secure place – but this might turn heavy on the costs.

4.1.3 According to Moodle (2020) ,,In this section, briefly refer to your own class-based exercise on the cryptowall virus as an example of a serious threat to your data (i.e. reference your own prior work). Include the whole of your cryptowall report as an appendix at the rear of this assignment.’’ https://moodle.uwtsd.ac.uk/course/view.php?id=4685 [Accessed August 18, 2020]
CryptoWall is a Trojan horse, this is hiding the payload which is mean encrypting the data and trying to extract money from the users to unlock the data. This virus and all which is like this virus we find them under the name of ransomware, they request a sum of money and in exchange they unlock the files. After they pay the sum they can download and run the data and to remove the virus.
The origins of the virus as position geographically is remain unknown, but this virus is multiplying via email as an attachment and from different websites which they are infect.

Appendix 3. How is looking when a computer is infected with this virus
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Vlgo, J. (2014) CryptoWall: What it is and how to protect your systems https://www.techrepublic.com/article/cryptowall-what-it-is-and-how-to-protect-your-systems/ [accessed August 18, 2020]
4.2. Time management and organisation

4.2.1 According to Moodle (2020) ,,Provide a synopsis of the key points presented in the Time management lectures and video tutorials as well as any additional resources you have researched in your own student-centred study time.

Describe what steps you have taken, or intend to take, to enhance your own productivity and/or reduce your stress levels.’’ https://moodle.uwtsd.ac.uk/course/view.php?id=4685 [accessed August 19, 2020]
We have six key points of the Time management lectures:

· You cannot create the time and is impossible to keep under control, but the time can be used for your good.

· Your value is reflecting how you are using the time, your priorities can be remark how you are using your time

· The rule is if you attend most of the classes more demand on your time. This is an easy plan but a lot of the students they fail to see the big plan when they make plans only for a term
· Hesitation is one of the reasons who can still your time and derail your good intentions
· Coordinate your spaces out of the classroom

· Setting up your time and space is helping to keep under control the stress and chaos.

[Online] https://moodle.uwtsd.ac.uk/course/view.php?id=4685 [accessed August 19, 2020]
Time management is everything how you can schedule the tasks and activities. Managing your time management is making sure you to do more and good work finish in a short time.
This can have a positive impact on your life, in special in your professional life where you can apply like a good task management, a better productivity, which will lead to reduced stress levels and an improved balance between work and life.
Sometimes, we see people who have the time to do everything and we are wondering how come they have enough time for everything; those people know how to use the time in an effective way, practically they’re people with good time management skills. Some of the skills are to be a good organizer, set up the priorities, set up your goals, having strong communication skills, planning out the day, be able to handle everything in a positive mode and way.

ProofHub (2018) ,,Work Smarter, Not Harder: 15 Time Management Tips that will Change your Life’’ https://blog.proofhub.com/work-smarter-not-harder-9-time-management-tips-that-will-change-your-life-f2292f3d0044 [accessed August 19, 2020]
 Researching online, I found the follow video which give us few tips for a good time management: 
[Online],,15 Tips to manage your time better’’  https://www.youtube.com/watch?v=GBM2k2zp-MQ [accessed August 19, 2020]
Chapter 5: Conclusion & Evaluation:
According to Moodle (2020),, Provide screenshots as evidence of your completed e-Portfolio/PDP implementation with a brief written explanation of its content and structure (use the snipping tool as demonstrated in class!). You should also include your optional Linkedin profile (or similar) if you have created it.

Summarize and document your conclusions / key-findings during the study of the various topic areas in the AES module.’’  https://moodle.uwtsd.ac.uk/course/view.php?id=4685  [accessed August 18, 2020]
 Recommend areas of interest for further study and consideration
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Conclusion

 The employability skills are playing an important role in each organisation, but even in the personal life. These skills are helping all the employees to keep their jobs for a long period and to perform them best. Researching online in order to complete this essay was helping me and increase my knowledge to be more productive at my job. 
Chapter 6 Appendices

According to Moodle (2020),,Include any additional screenshots of completed Skills Evaluation questionnaires, surveys, Cryptowall exercise etc…’’ [Online] https://moodle.uwtsd.ac.uk/course/view.php?id=4685  [accessed August 20, 2020]
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I was born in Bucharest, Romania and I lived there until 2015.





After I finished my studies in 2015, I took the decision to move to London, UK.





I’ve enjoyed my experience working as a lounge hostess until 2017 at Heathrow. .AirpoAirpCanada Lounge,





In 2017, I decide to change my job and to improve myself I started working as a passenger service agent at Heathrow airport.
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