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   The purpose of this report is to find out the signifiance of the skills we have when we  want or we are involved in a job, and how big impact can be when we identify our needs.  How can we know our needs? How we improve them? Skill assessments are one of the solution. It helps  visualise who knows what and identifies gaps where training may be needed or developing plan, to maximise the growth and potential of the individual.
Also, in this report we will remind about the meaning of the ‘skill’. What are ‘soft skills, ‘transferable’ and ‘hard skills’. I will analyse my own skills and relate my strength and weakness.

What is a ‘skill’?
A skill is the ability to perform out a task with specific results in a given a given amount of time, energy, or both. Competences can o be divided into general and domain-specific competences. Many general skills in the field of work, for example, would include time, communication, teamwork and leadership, self- motivation and others, whereas other skills can only be used for a specific job. Performance usually requires  some manipulation of the environment and circumstances to determine the level of skill shown and used.
According to Business Cambridge Dictionary ‘skill’ is a a particular ability that you develop through training and experience and that is useful in a job: 
· communication/interpersonal/negotiation skills;
· many young people have never learned the basic skill of good writing;
· business/specialist skills a growing part of the charity's work is providing business skills to developing economies;
· improve/sharpen/upgrade skills improve computer skills and helping to find higher-paid work;
· we are facing a growing skills shortage in sciences;
· leadership/management/organizational skills;
· analytical/practical/technical skills;
· have/possess/lack skills;
· acquire/develop/learn skills;
· apply/use skills.

What are ‘Employability Skills’? 
Employability skills are a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace. Employabilityskills are typically considered essential qualifications for many job positions and hence have become necessary for an individual’s employment success at just about any level within a business environment.
[bookmark: _GoBack]Essentially, employability abilities is an umbrella term for a lot of exceptionally alluring, transferable aptitudes that transform us into an extremely appealing up-and-comer or representative. It very well may be characterized as a lot of aptitudes bosses need from a potential representative. But employability, is not just about getting a job, it is about a broader set of skills and attributes that will enable a person to be successful throughout the life as well.
Employability skills need to be a school wide focus. They are difficult to teach in a single, discrete lesson, or even in a lesson series. Employability skills are best taught when they are a natural inclusion in everything which goes on in a school. Try listing the employability skills in a framework or checklist, then identifying areas of the curriculum where each skill can be focussed on explicitly for an extended period. For example, the sport and recreation area could focus on teaching interpersonal communication within a large group situation through playing team games, while the English area could focus on encouraging initiative through self guided learning experiences.
The critical component for teaching employability is to make students aware that they are learning skills which will help them become job ready. So if you play a team game, take a moment to make the link between the game, the teamwork skills involved, what has been learnt during the activity, and how it could be applied in the workp 
The most important employability skills are:
· Getting along with and working well with other people, such as communication skills and other interpersonal skills;
· Being reliable and dependable: doing what you say you will by the deadline you have agreed, and turning up when you are meant to be there;
· A willingness to learn new skills, whether those are job-specific or more general.

What are soft skills? What are hard skills?
Soft skills are the skills that apply to every job. They are also called ‘transferable skills’ because  can be applied to any job. These are your people skills - interpersonal skills, communication skills, and other qualities that enable you to be successful in the workplace. Hard skills are the qualifications required to do the job. They are job-specific and are typically listed in job postings and job descriptions.

Examples of Soft Skills include:
· Communication;
· Flexibility;
· Leadership;
· Motivation;
· Patience;
· Persuasion;
· Problem Solving Abilities;
· Teamwork;
· Time Management;
· Work Ethic.
Soft skills are subjective skills that are much harder to quantify.
Examples of Hard Skills include:
· Proficiency in a foreign language
· A degree or certificate
· Typing speed
· Machine operation
· Computer programming
These hard skills are often listed in our cover letter and on resume, and are easy for an employer or recruiter to recognize.
According with Mind Tools Analysis I have tested my skills and I have got the 51 number which says I need  more to build my skills on leadership and management skills.
Therefore, to be a great manager, I must have an extensive set of skills – from planning and delegation to communication and motivation. Because the skill set is so wide, it's tempting to build skills in the areas of management that I’m  already comfortable with. But, for long-term success, it's wise to analyze my  skills in all areas of management – and then to challenge myself to improve in all of these areas.
About Time Management -  48 score, and it says that I’m managing my time very effectively! Time management is one of the most important career skills areas. Not only does it help me to be more productive, I’ll also be much less stressed.
Swot Analysis and Personal Development Plan
A SWOT analysis is used to identify strengths, weaknesses, opportunities, and threats. This type of analysis may be applied to companies as a whole, separate departments, or individuals within an organization. Strengths and weaknesses are internal while opportunities and threats are external. 
A personal SWOT analysis is essential to  the creation of a personal development plan because this type of analysis helps  an individual to become more self-conscious. SWOT analyses demonstrate individual's strengths, weaknesses, opportunities, and threats as follows: 
· Strengths - The interior individual resources that an individual can control, extend, and use furthering their potential benefit, including aptitudes, skills, accomplishments, and training. 
· Weaknesses - The interior negative parts of an individual, including absence of training or mastery, absence of center, and useless work propensities.
· Opportunities - External occasions that might be misused by people to further their potential benefit, for example, work opening, innovation classes, and interest for aptitudes. 
· Threats - External factors that compromise qualities and openings, for example, work frailty and cutting back.
Using SWOT analysis is a way to understand a business’s position in a market. SWOT is designed to support a developing marketing strategy but is also useful in supporting internal relationships. According to the text Strategic Communications Planning; For Effective Public Relations & Marketing by Joseph D. Ogden and Laurie J. Wilson, SWOT is a useful way to sum up research and focus on any oppertunites present and barriers to overcome. 
Generally, SWOT is used in research for a market of a product or service. Once the analysis has been completed the company should have a clear understanding on what areas it excels in and what challenges it will be faced with. Therefore marketing strategies can be adjusted to achieve stategic goals.
	
Personal Swot Analysis (at workplace)


	Strengths
What do you do well? What unique resources can you draw on? What do others see as your strengths?

	Weaknesses 
What could you improve? Where do you have fewer resources than others? What are others likely to see as weaknesses?

	· High specialization;
· Experienced;
· Computer knowledge;
· Logical thinker;
· Hardworking;
· Openminded;
· Disciplined;
· Flexibility;
· Focused;
· Team-oriented.
	· Sometimes get bored quickly;
· I focus too much on small details;
· I have trouble saying ‘no’;
· Sometimes lack of confidence;
· Sometimes trouble asking for help;
· I postpone things sometimes;
· Take on too much responsibility;
· Critical of myself;
· Over-sensitive;
· English dilemma.




	Opportunities 
What opportunities are open to you? What trends could you take advantage of? How can you turn your strengths into opportunities?
	Threats
What threats could harm you? What is your competition doing? What threats do your weaknesses expose you to?

	· Personal development;
· Building personal network and relationships;
· Decide on an idea I’m;
· Experiencing changes;
· Comfortably adapt to changing;
· Quickly find the solution;
· Good team player;
· Good manner in all workplaces;
· Smart in work I do.
	· Discrimination;
· Spoken abuse and bullying;
· Under pressure;
· Distraction;
· Too busy;
· Enough obligations;
· Insecurity;
· Other dialects/accents of English.



                                                        www.mindtools.com
While making a self-awareness plan, people should try to improve qualities, limit or dispose of shortcomings, profit by circumstances, and convert dangers into circumstances. For example, a person with a four year certification in IT (quality) could win a further developed accreditation in their field on the off chance that they have not yet acquired such a qualification (shortcoming). This arrangement might be founded on expanding openings for work for people in IT with this accreditation (opportunity) just as the activity uncertainty confronting people inside the IT field who have no instruction past a four year college education (risk).


	                                                          
                                       Personal Development Plan (PDP)


	
GOALS
	 SKILSS/IMPROVEMENTS (knowledge) and ACTION NEDEED
	 
TARGET
	
PROGRES/
RESULTS

	1. Finish University and get knowledge and new skills for the workplace;
	
· Attendance at the University;
· Research of information;
· Collaborations with colleagues and lecturers;
· Finish the assignments well;
· Patience;
· Assiduity.

	
2019 – untill Master
	
· I started to gain more confidence at work;


	2. Learn English in more specialized terms;
	
· Frequent interactions with people with a more difficult dialect;
· More practice at home;
· Using applications that aim to learn English as quickly as possible.
	
2020 - 2021
	
       !
This section will be completed when I record result.

	3. Progress in my career;
	
· Succeed English Barierra;
· Avoiding overloading and taking on too many responsibilities;
· Increasing self-pride;
· Realization of things at the moment;
· Asking more for help when I need;
· No taking to the heart some unimportant things;
· Be more confident to talk to people;
· Focusing on small things just on the important things;

	
2019 - 2021
	
· Attracted the boss’s attention;
· I was chosen as the calmest person in the team;
· I was offered the opportunity to provide training to others.

	



What are Academic Skills?
 
Academic Skills are all about helping to become a more effective learner and developing the research and study skills that will help now and in the future.
 
Developing good academic skills will help to achieve the academic success that reflects our full potential.  
Examples of academic skills include:
· time management;
· reading proficiency;
· oral communication;
· written communication;
· critical thinking;
· research abilities;
· analytical thinking and problem solving;
· organizational and interpersonal skills to excel in an academic setting.

So as to prevail in study hall learning, we as an understudies must have inspiration, devotion, promise to assignments, intercultural understanding, affectability when imparting, adaptability, test readiness procedures, the capacity to organize and systems to manage delaying and uneasiness. Correspondence is an essential case of a scholarly ability. We should have the option to orally speak with companions and teachers, express reflections and musings demonstrating basic deduction during class dialogs and show social affectability while talking with peers. 
Composed correspondence is likewise an essential case of a scholarly ability since we should realize how to communicate recorded as a hard copy. For instance, understudies are constantly required to compose papers, addresses, look into papers and diagnostic contextual analyses at pretty much every evaluation level and in about all orders, including English, history, human science, sociologies, brain science, nursing and writing. To improve our scholastic aptitudes, we can demand help from educators and teachers and exploit school assets like guides, social laborers, understudy coaches and pros who work in the scholarly focus.
General Transferable
An exhaustive meaning of transferable abilities was given by the previous Department to Education and Employment (DfEE) in which transferable aptitudes were characterized as those aptitudes that are key to word related capability in all segments and at all levels.
Examples of Transferable Skills include:
· Team work;
· Leadership;
· Personal Motivation, Organisation and Time Management;
· Listening;
· Written Communication;
· Verbal communication;
· Research and Analytical Skills;
· Numeracy Skills;
· Personal Development;
· Information Technology.
Transferable skills are a big deal.  Even if we are  only at uni to learn,  we will develop all manner of abilities and extend our skillset for the better.
In conclusion, there is no doubt that employees who having a good degree will gain an excellent starting point, since a good degree helps employees open the door of finding a job, however, a degree alone is not enough, employers want much more from their graduate employees, they want employees can bring benefits to the company and let the company in an invincible position during the fierce competition. Through extensive research I summed up  kinds of employability skills that most needed by companies. And I made a personal SWOT analysis based on employability skills and self assessment test through the internet and actual experience which made me become more aware of myself. After that I made an action plan for myself. I’ll stick to the plan and I hope that it would help me improve my employability skills after I finish it .And get a good job in the competitive job market after I graduate.
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In-class exercise 2: Summarising - RESIT
Student Name: [image: ]PUStudent ID/Group: [image: ]
Please make sure to fill the above correctly to enable us to email you the results.
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. You will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1.
Ex.l
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.
Personalised learning
At school and university, knowledge is valued in itself, and learners' success is measured purely in terms of test scores. But in corporate language training, the gold standard of mastery is not a final exam, but the learner's use of the target language in real work and life situations. Here, success means something different for each learner. This makes it extra important for the content and activities in corporate language courses to be personalised learning which is tailored to the individual. For this, we need to understand not only each individual learner's training goals, but also their unique learning style.
For a training course to really succeed, both learners and trainers need to take learning style into account. For the last century, discussion around learning styles has mostly focused on the senses. We have been categorised as auditory, visual, reading-based and kinesthetic learners. This notion has been popularised by Dr. Neil Fleming, who developed a 16-question test which learners can use to figure out which category best describes them. On the plus side, this framework has contributed to the diversification of classroom activities in recent decades. Typical classrooms now incorporate audio and video content and task-based learning, in addition to traditional "textbook" material.
However, the theory of sensory learning styles has also been repeatedly "debunked." Current research suggests that tailoring activities and materials to sensory preferences is less important that choosing the sensory mode best suited to the content. As Olga Khazan in The Atlantic Monthly points out, I'most of the tasks we encounter are only really suited to one type of learning. You can't visualize a perfect French accent, for example." Howard Garner, in his theory of Multiple Intelligences (Ml), argues that the mode of sensing information is less important to learning than the ability or "intelligence" needed to actually process that information once it has been sensed.
Both Khazan and Garner advise that we should drop the notion of sensory learning styles, and instead personalize learning as much as possible. For Gardner, this means to "learn as much as you can about each student, and teach each person in ways that they find comfortable and learn effectively."





























 Ex2. Summarising Resit
Re-read the text 'Personalised learning' on previous page. Now summarise the text in your own words. Write about 175 words.[image: ]
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TASK 1: Write an appropriately structured academic report in which you analyse your own
academic and employability skills by referring to in-class exercises and published literature.
You will also need to include scanned copies of in-class exercises and the feedback you
received in the form of an appendix. (2000 words).

Task 2 (2000 words) — submitted in term 2 Write a reflective report on how the learning in this
module has helped you develop your employability skills, using the feedback you received on
all in-class activities, and including scanned copies of term 2 activities in the form of an
appendix. Please note: after completing task 1, students will receive feedback only. The final
marks for the module will only be given after completion of task 2.

Introduction:

What is a skill?

What are EMPLOYABILITY SKILLS?

What are soft skills? What are hard skills?

Soft or transferable skills ~ Communication (writing, speaking, listening, reading) Ability to understand and
give instructions. Working with a team, Time management ~punctuality/ using time efficiently.

Your own skills analysis - any examples Mind Tools Analysis. /
; el i neol
SWOT ANALYSIS and PERSONAL DEVELOPMENT PLAN (PDP), ‘;mw& el Jinct

AcapEMIC SKILLS [fe) /of‘ﬂ.(, WVW/O‘”A&L@, doc. u'(,/
% !

General Transferable

~Time management
~Team working (collaborating with others)
- Communication

pecific

Research and Note-taking and gathering relevant information (using the internet and Library to search for
sources.

Academic Writing - Essays, Reports - Using Formal language
Referencing and the avoidance of plagiarism

Paraphrasing

Summarising

Communicating and Presenting information.
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Formal/informal language
Shifts in tone

Colloguial language and slang should be avoided in academic writing because such
language conflicts with formal tone that is usually appropriate. Notice the shifts from
formal to informal tone in the following examples:

The university vice-chancellor addressed the meeting at length on issues
including tenure, salary, the importance of research, and hanging out with
students.

The lecturers reported that salary increases of less than a thousand quid per
year would be unacceptable.

Exercise
Change the words and expressions in italics to maintain a formal tone.

1. John skipped off his maths class to prepare for his history exam.

2. It was difficult to give the accident victim the necessary medical attention

because he was screaming his head off.

Two guys approached the managing editor’s office to see what the commotion

was all about.

A family with lots of kids will find the finances of family life more difficult.

Marcella remarked that John’s new sunglasses were pretty cool.

Smaller children often refuse to eat vegetables, which they find yucky.

Archibald will probably have trouble selling his car for a good price because it

is an old banger.

8. The students reported that they had had an awesome time on their spring
holiday.

w

Nowa

Editing exercise
Read the paragraph, underlining any shifts in tense, person, number, and tone. Then

rewrite the paragraph, correcting the shifts.

There is a basic difference between societies that prefer arranged marriages and those
that did not. That differences lies in how much you value the opinion of elders. In
societies preferring arranged marriages, young people defer to the judgement of older
relatives. Societies that think arranged marriages are not cool trust the judgement of
young people to choose their own mates. When young men and women get married in
such a society, he/she feels they know better than their parents. This belief may come
from the high value the society placed on individualism, which says that each person
is the best judge of what is good for you.

(from Write to Read: Smalzer)

D:\Moming Mats & admin 2013\Academic Writing\Academic style\Formal and
informal writing.doc
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Style and Appropriateness

l‘. \(’\lecn m:ddcn‘\ic English will not normally contain the following:

a) Contractions (i.e. ‘it did not* would be used instead of it didn’t; ‘they have
would be used and not they’ve.)

b) Hesitation Fillers (i.c. er, um, well, you know ... which might be common in
spokpn language are omitted.)

¢) Familiar Language that would not be appropriate in the academic context: For

example:
FORMAL INFORMAL
C?l\duci carry out
_dxscnvz:r find out
investigate look into

2. Personal pronouns I, you, we tend not to be used in more formal writing (except
in letters etc.). Instead the style may be more impersonal. An introductory itor
there may begin sentences; passive tenses may also be used.

a) Compare the following explanations or definitions of economics: the first
informal and spoken, the second formal and written (from an economics
textbook).

Informal/Spoken

Economics? ... Yes, well, um ... economics is, I suppose, about people trying to
. let me see ... match things that are scarce —you know — with things that they
want, ... oh yes, and how these efforts have an effect on each other ... through

exchange, I suppose.

Formal Written
Economics is the social science that studies how people attempt to accommodate

scarcity to their wants and how these attempts interact through exchange.

Exercise
The following sentences are mixed formal and informal. Write F (formal) or I

(informal) next to each sentence.

a) The project will be completed next year.

b) 1Ishowed that his arguments did not hold water.

¢) I wonder why he put up with those terrible conditions for so long.

d) Five more tests will be necessary before the experiment can be concluded.
¢) Itis possible to consider the results from a different viewpoint.

) It has been proved that the arguments so far are without foundation.

g) He'll have to do another five tests before he can stop the experiment.

h) Itis not clear why such terrible conditions were tolerated for so long.

i) There are a number of reasons why the questionnaire should be revised.

j) We'll finish the job next year.

!:):\Moming Mats & admin 2013\Academic Writing\Academic style\Formal and
informal writing.doc
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Steps to Writing a Summary

1. Read and understand the Prompt or writing directions,

Whal are you being asked to write about?

Example: Summary of an Article

Write 8 summary of the aricle. Your writing will be scored on how well yuu
* state the main ideas of the articl, 2
ideatify the must important details that support the main ideas
White your summary in your own words.,
express the underlying meaning of the

A except for quo
. rticle, not just the

oms; and
superficial details.

2. Read, think about, and understand ¢
context clues to figure out the meaning o

l!c text. Review the material to ma sure you know it well. Use a dictionary or
of any important words that you don’t know.
3. Take notes. Write down the main ideas and important details of the article.

4. Write a thesis statement.
the underlying me:

In a single sentence, state the
aning of the article, not just the

5. Organize and outline ideas, Write down the tmportant details you need to include in the summary. Put them in a
logical order.
Topic Sentence:
Evidence:
"
2

"

main idea of the article. The thesis statement should mention
superficial details,

6. Write your essay.
*+ Your summary should be about on
Focus on the main point of the arti

Use your own words: avoid copyi

¢ third of the length of the original article.

cle and the most important details.

ng phrases and sentences from the article unless they're direct quotations.
7. Revise. Have you indented all paragraphs? Have You captured the main point of the articl
most important details? s there sent

e? Have you included the |
] tence variety? Have you avoided writing short, choppy sentences? Are there
transitional words and phrases to connect ideas?

8. Proofread and edit. Check your spelling, grammar, and punctuation. Is the verb tense consistent? Are all names
spelled correetly and capitalized? Have you avoided writ

ing run-on sentences and sentence fragments?
9. Write your draft. Use bluc or black ink. Skip lines. Write
line.

on one side of the paper only. Include a title on the top
10. Read your summary one last time before you turn it in,
errors, especially omitted words or letters. Cross out errors neatly

Look for careless spelling, punctuation, and grammar
with a single line and write the correction above.

Original Article: Bats

In the distant past, many people thought bats had magical Powers, but times have changed. Today, many people believe that bars
are rodents, that they cannot see, and that they are more likely than other animals 10 carry rabies. All of these beliefs are mistaken, Bag
not rodents, are nm'hlind, and are no more likely than dogs and cats to transmit rabics. Bats, in fact, arc among the least understood and
least appreciated of animals.

Bats are not rodents with wings,

contrary to popular belicf. Like all rodents, bats are
the human skeleton. The bones in bat wings are much like those in

bones of the arms and the four fingers of the hands are. very long. “This bone structure helps support the web of skin thy
the body to the ends of the fingers to form wings. ) »

Although bats cannor sce colors, they have good vision in both dim and bright light. Since most bat:
day and do their feeding at night, they do not use the

cir vision to mancuver in the dark but use a proce
enables bats to emit sounds from their mouths that bounce off objects and allow

re

mammals, but they have a skeleton similar 1o
arms and the human hand, with a thumb and four finger

In bats, the
retches from

in darkness during the
called echolocation. This proce:
them 10 avoid the objects when flying. They use ¢
system to locate flying insects to feed on as well, Typically, insect-cating bats emerge at dusk and ﬂ): to streams or ponds where th
They catch the inseets on their wingtip or tail membrane and fling them into their mouths while flying. g il

" “There are about 1,000 species of bat, ranging in size from the bumblebee bat, which is about an inch long, o the flying fox, :
which is sixteen inches long and has a wingspan of five feet. Each type of bat has a specialized diet. For seventy percent of bats, the dict is
insecrs. Other types of bats feed on flowers, pollen, nectar, and fruit or on small animals such as birds, mice, lizards, and frogs.

v feed.

(continued on back)
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One species of bat feeds on the blood of large mammals. ‘This is the common vampire bat, which lives only in Latin America and
is probubly best known for feeding on the blood of cattle. Unfortunately, in an attempt to control vampire bat populations, farmers haye

unintentionally Killed thousands of beneficial fruit-and insect cating bats as well

Bats, in fact, perform a be:
bats can catch six hundred mosquitoes
cating bats are the main means of spreag

“Today, the survival of many bat species is uncertain, Sixty percen

predators such as owls, hawks, snakes and other meat
Carlsbad Caverns,
Atk

cating creatures, but r
» New Mexico, where there were once cight million bats, ¢

le Creek, Arizona, the bat population dropped from thirty million to
Bats often have been burdened with a bad reputation, perhaps bee
love. However, their unusual physical features should not lead us to overest

of valuable functions. Their greatest economic value is in eliminating insect pests. Insect cating
n an hour and cat half their body weight in insects every night. In many tropical rain forests, fruit

ding the seeds of tropical fruits. Nectar-feeding bats pollinate a number of
tropical plants. If it were not for bats, we might not have peaches, ba

anas, mangoes, guavas, figs, or dates,

tof bats do not survive past infancy. Some are killed by

here are now a quarter million.
thirty thousand in six years.

imate their harm or to underestimate their value.

Summary

Introduction

* Start with a summary or overview of the
article which includes the author’s name
and the title of the article.

.

Finish with a thesis statement that states
the main idea of the article,

Body Paragraphs

*  The number of paragraphs in your
summary depends on the length of the
original article.

*  Your summary should be about one third
the length of the original article.

*  Start each body paragraph with a topic
sentence,

* Each paragraph focuses on a separate
main idea and just the most important
details from the article.

* Put the ideas from the essay into your
own words. Avoid copying phrases and
sentences from the article.

*  Use transitional words and phrases to
connect ideas.

Concluding Paragraph

Summarize the main idea and the
underlying meaning of the article,

learn to accept and admire their value and

Bats R

In the article “Bats,” by Debbie Dean, we
learn that in contrast to some mistaken beliefs,
bats are not blind rodents that usually have
rabies. They have sight, are mammals, and are
not especially likely to carry rabies. Bats are
relatively misunderstood and unappreciated.

Bats have some interesting physical features.
They have similar bone structure and skeletons
to that of humans, so they are not winged
rodents. They are color blind, so they use
echolocation if there is not sufficient light.
Otherwise, their sight is enough.

Species of bats total about a thousand. The
species come in a variety of sizes and have
unique dicts. Most cat inscets, but some cat
plant products and small animals. However,
vampire bats drink blood, which can be harmful
to livestock. Farmers have accidentally killed
many innocent bats while trying to rid
themselves of vampire bats.

Bats can actually be helpful to humans. An
Important trait of bats is their abilit
many unwanted bugs. They also spread fruit
seeds and pollinate plants. However, the
survival of bats is not known because many are
killed by human disruptions and predators. The
bat population has dropped steadil
continue to drop.

Hopefully, we will realize that although bats
look different than our favorite animals, we can

=

Y 1o destroy

y and may

uniqueness.

most are victims of pesticides and other human intrusions In

ausc they are not the warm, cuddly sort of animal we love to
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The growth of the car industry parallels the development of
modern capitalism. It began in France and Germany, but took
off in the United States. There Henry Ford adapted the moving
production line from the Chicago meat industry to motor
manufacturing, thus inventing mass production. In the 1920s
Alfred Sloan’s management theories helped General Motors to
become the world’s dominant car company. After the Second
World War the car makers focused on the styling of their
products, to encourage more frequent model changes.
From the 1970s there was criticism of the industry due to the
inefficiency of most vehicles, which used petrol wastefully.
At the same time, trades unions became increasingly militant
in defence of their members’ jobs. Today the industry owns
some of the most famous brands in the world. However, many
car makers are currently threatened by increased competition

| and saturated markets.
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Summaries (taken from Study Skils for Academic Writing:Trzeciak &Mackay)

Read the text and then look at the summaries.
Which of the summaries is acceptable?

Salaries rise in line with fees

S;udents are borrowing more money to finance collex
with 10 years ago but, when
a smaller Percentage of their

ge education compared

they graduate, their loan payments are taking up
salaries.
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S ar rowing more money to finance college education

y S‘;l:::::edav‘il:ﬁrooyea?s ago but, wr{en they graduate, their loan payments
are taking up a smaller percentage of their salaries.
A half of all graduates borrow some money, according to figures from the
US Dept. of Education, up from 34% in 1977. i
The government has been deliberately shifting the emphasis from grants
to loans, and more students have been forced to take out loans because of
rising fees.

b

Students are borrowing more money to finance college education than 10
years ago but, after graduating, their loan repayments are taking up a
smaller percentage of their salaries 50% of all graduates borrow money,
according to US Dept. of Education figures, compared with 34% in 1977.
The government has deliberately been shifting emphasis from grants to
loans. More students have been forced to take out loans because of
increasing fees.

c

More money is being borrowed by students to finance college education.
Half borrow some money, compared with 34% in 1977, according to

US Dept. of education figures. The government has emphasised loans
rather than grants and rising fees have forced students to take out the
former. However, when eamings are taken into account, the debts should
not be a hardship for the majority of graduates,

@More students (50%) are taking out loans to finance college education

an in the past (34% in 1977) due to rising fees, the move away from
grants being in line with US Government policy. However, the proportion of
eamnings needed to repay the money is smaller.

D:\Morming Mats & admin 2013\ Academic Writing!Summary writing Choose correct A
summary.doc
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