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Introduction
This report aims to explore my academic and employability skills based on the learning I have received.
To begin with, what is a skill? According to Business Dictionary (2017) “a skill is an ability and capacity acquired through deliberate, systematic and sustained effort to smoothly and adaptively carryout complex activities for job functions involving ideas (cognitive skills), things (technical skills), and/or people (interpersonal skills)”.
To acquire a job and correctly perform, people need specific skills which are comprised of two distinct types: soft skills or transferable skills and hard skills.
Soft skills are defined as interpersonal skills that are required for an effective communication with others. Consequently, they are needed to succeed in the search of job or in a workplace. They aid to differentiate you from others in this competitive field. On the other hand, there are hard skills which are teachable and measurable abilities. 

The first part of this report will enlighten you on my skills, while the second part will be focused on academic misconduct. I will also create a swot analysis in a third part.

1 – My academic and employability skills: 
These are the skills which needed to learn efficiently and succeed in the job market. Job market being very competitive, making my own employability skills profile appealing augments my prospect of succeeding in getting a job. It is vital to market yourself as hard skills cannot secure your qualification. Individuals need an excellent range of skills to distinguish yourself from other postulants.

1.1. – Soft Skills or Transferable skills: 
These skills are characteristics which allow better interaction and make a person more agreeable. In its report (2019) on Future of Jobs, the World Economic Forum suggested that by 2020, problem solving, critical thinking, creativity etc., would be among the most important skills employers will look for.

1.1.1. – Communication skill:
Communication -from Latin communicare “to share”- is the ability to convey information via transfer of ideas using the media of speech, visuals, signals, writing and body language. In other words, communication is the act of sharing and participating to the exchange of opinions, ideas, information. Its object is a mutual understating. 

There are many types of communication: written, verbal, non-verbal and listening which offer opportunities when they are used prudently.

Verbal communication, in contrast to non-verbal communication, uses primarily sounds and words to express thoughts. It is the most common method and it involves at least two people. This skill aids to have a face-to-face conversation with others which gives a better comprehension as I can observe the facial expression. 											
I have ameliorated my non-linguistic skill that permits me to have a better interaction with others. Non-verbal skill is crucial when interacting with individuals from different cultures the reason being the message is received and understood rapidly.
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Besides verbal and non-verbal communication, there is listening which plays a major role in the interpretation and comprehension of the message. Communication is not effective and efficient unless you have active listening skills.

1.1.2. - Research:  
As learning in university is independent, students are expected to be able to do researches in order to produce a good academic work. To be efficient, research needs to be done with method and accuracy. By doing so, it avoids amalgamation and corruption of information.

1.1.3. - Note-Taking:
This skill enables students to simply summarise what they have been taught. It is crucial in the academic learning process. This idea of simplifying and summarizing is also known as abstraction. When note taking, they must extract the information and then record it in whatever form is suitable for them for example mind maps, bulletins and others. 

1.1.4. - Critical thinking:
The ability to carefully, rationally, examine information and act upon it is known as critical thinking. At this point, bias and emotion should not interfere. This skill helps me to be creative, open-minded, enables me to solve conflict and make objective decision. Furthermore, it aids me to do rational analysis on a matter.

1.1.5. – Time management:   
The way we manage our time, determines our success. Being punctual and using my time efficiently give me the best chance to achieve my goals. Another great way to well manage my time is to prioritise my tasks. For that purpose, it is useful to make a list of the tasks and allocate a time to every piece of work.  Good time management permits to deliver a task punctually, provide a better quality of the task, less stress and anxiety and generally to do more work and have more free time.

1.1.6. – Presentation skill:   
This skill is required to easily and concisely convey ideas to others without confusion. “Presentations are a standard part of business and employment life” (Morgan, 2017). Regardless what work I do, presentation is a skill for life. For a good presentation, my work must be neat, orderly and it must enable the audience to find the information they wish whether this be trough tittle, subtitles, paragraphing or others. They can also reflect back to the part they did not understand. An implicit feedback (gesture from the audience), allows me to measure the effectiveness of my communication skill. 

1.1.7. – Team working skill:   
Team working is the collaborative effort of a group of people to accomplish a task or common achievement. Being part of a team can be challenging as team working needs a willingness to put the interest of your team before your own. This may mean a personal loss for a team victory. A good team player needs to be able to listen and effectively communicate with other members. Working in class as a group and in a workplace where people come from different background has consolidated my skill. 
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1.1.8. – Conflict solving and making decision:   
As people work together and the personalities are understood, conflicts may arise. Team members have to deal with anger and other emotions therefore mediation is a great way of solving conflict. For example, while working on a project, some members had a disagreement, which lead to a conflict.  Our task was tremendous, and we did not have sufficient time so any delay would negatively affect the project.  With calmness and patience, I listened actively to both parties, and then I call for a meeting. The members –which were involved- were offered the opportunity to express themselves. I realised that the problem was mainly a cultural difference. To correctly mediate the situation, I had to uncover a method that would resolve the issue without damaging anyone’s culture. There I made some suggestions while emphasising the team spirit and the collective goal referring to the adage “It’s not what you say, but how you say it.” Finally, everyone agreed to accept our differences and work around them in the interest of the team.  This experience has ameliorated my communicator and mediator skills.

1.2. - Hard skills:   
Hard skills typically are defined as skills which are quantifiable, and they are generally obtained through formal education such as university, college, training programs, online courses, apprenticeship etc. These knowledgeable and unlimited skills enable me to get a better job and to perform efficiently.
Hard skills that employers look for includes writing, reading, mathematics etc…

1.2.1. - Written communication skill
As stated in my report on effective communication in my workplace, written communication is defined as the method in which you visibly convey your thoughts, information and ideas to others through letters, email, memos, notes etc… 
My actual course has transformed my way of thinking and writing. I have developed my writing by using all the tools I have at hand as mentioned above.  

1.2.2 - Reading skill
Besides writing, individuals need to be able to read at higher level and rapidly as they are assigned to gather information and analyse them in an objective way. The importance of reading skill is fundamental as everyone needs this skill to succeed in life. How can I fill a form, work in a team or even follow the instructions if I cannot read? In our world today, machines have replaced human in some workplaces, so we are expected to have this vital skill which augments our creativity, our vocabulary, our self-esteem and knowledge.

3. How to avoid academic misconduct 
While gathering information for writing, many people are expected to acknowledge properly their sources. If they fail to do so, they commit a serious offence called plagiarism. There are many ways to avoid this misconduct such as: referencing, paraphrasing, summarising.   
There are various types of plagiarism: direct plagiarism, which is reproducing someone’s word without acknowledging the source, self-plagiarism, for example submitting the same piece of work for different assessments. Mosaic plagiarism also called patch writing, happens when phrases or information are used without quotation marks. Having another person to complete your work is plagiarism as well as working with a peer and submitting the same work. Replicating an assignment from internet is also a form of plagiarism.  
Students are offered a variety of methods of avoiding plagiarism amongst others like referencing, paraphrasing, summarising.  
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3.1. - Referencing
Referencing is a consistent method of acknowledging another person’s idea which you have used in your own writing. You must reference all sources that you us in your work, including words, ideas etc. (Murdoc.ed.au). Referencing can be done by in-text referencing or citation using quotation and making a full list of all the sources at the end of the piece of work. A wide range of referencing styles is available, like APA, MLA, Harvard, Chicago and Oxford. For the purpose of this work, I’ll be using Harvard style.

3.2. - Paraphrasing
Restating an idea, a theme, a sentence in a different structure while keeping the original meaning is paraphrasing. It aids to comprehend the written work, so students are able to depict the text in a polish manner and to prevent plagiarism. Paraphrasing can be done by using synonym, changing the word class or the structure de the original text.

3.3. - Summarising
Giving a concise outline of the key point of text is summarising. It trains people to realise important ideas in an extract and also to be able to utilise this concept in a meaningful matter. It ameliorates their ability to ignore insignificant information, reduce time spent for reading and memorisation. Due to all of this, summarising allows student to have a stronger memory of what they have read.

3.4 - Presenting your own ideas
When using source material, you must first consider what you are able to contribute that makes your own writing or if you have a unique viewpoint. This addition must be shown otherwise your work could be called plagiarism.

4 – SWOT analysis
This part is focused on my SWOT analysis so I will be able to explore all the possibilities and strategy I have to achieve my objective easily.  

	 STRENGTHS



`

	                   WEAKNESSES



`


	I have several years of experience in the care environment.
Quality of learning.
I am motivated and completely committed to my learning. 
I have good communication skills.
I am calm patient, calm and perseverant.  THREATS



`
OPPORTUNITES



`

	I need to ameliorate my English, especially my speaking and listening.
Being a family person, sometimes I have to take care of my family.



	
	

	
Resident in the U.K. 
My education fees are paid.
The learning time is flexible. 
I can get easily to University.
I have all the tools at hand to study.
	
My health as I have a condition
Changes in government policy
My family as we may have to relocate to another country


Conclusion
I can affirm that I have recognised the difference between soft and hard skills allowing for me to develop my ability in both areas. In addition, I have developed my academic and employability skills through this learning process. Due to my formal education, soft and hard skills I believe my employability skills to be good. However, I still believe it could be improved by highlighting my push factors - strengths and opportunities - to my employers whereas eliminating my pull factors, weaknesses and threats. These skills will aid me going in my future career as a social worker.					
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Writing paragraphs (from Uefap)

Identifying and supporting topic sentences
Exercise 5
Put the following sentences in the correct order in produce well organised paragraphs.

Paragraph 1

?j a. For a lightweight poster or sign, you can use either offset book stock or cover
stock.

b. You'll probably have to take your publication to a commercial printer, however,
since bristol won't feed through most desktop printers or copy machines.

¢. The type of paper you choose for a poster or a sign depends on how it will be
reproduced and how it is going to be used.

2 d. If you need to create a more durable poster or sign, or create packaging,
‘bristol stock is your best choice.

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2
/La It's rare, but not unheard of, for mail to go astray.

b. And many corporate mail servers have had growing pains, too, experiencing
' holdups and the odd deletion.

(QA ¢. On the whole though, you can assume email will arrive.

% d. However during 1997, AOL and Microsoft Network - to name just the big

players - had severe mail outages resulting in the delay, and in some cases loss,
of email.

7 e. In general Internet email is considerably more reliable than the postal service.
(The Internet and world wide web: The rough guide, (1997), p. 15)
Paragraph 3

a. Time may indicate the importance of the occasion as well as on what level an
interaction between persons is to take place.

b. The same applies for calls after 11:00 P.M.

c. Different parts of the day, for example, are highly significant in certain
contexts.

d. Our realisation that time talks is even reflected in such common expressions
as, "What time does the clock say?"

e. In the United States if you telephone someone very early in the morning, while
“ he is shaving or having breakfast, the time of the call usually signals a matter of
utmost importance and extreme urgency.

D:\Morning Mats & admin 2013\Academic Writing\Paragraphs\Writing paragraphs.doc
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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 your Task 1 (part of the Assignment for this module).

Ex.1

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.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.

Lecturer’s signature: Date:
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.

nnSnCL_U\ Mioen oo Oose Ml dReis "—'—n:s\.\ WY »Y TS
—\ﬁlta\)\u o\.&-\{%ﬁe}.‘,\- . S

\V\.O‘\Xe R vewe o L(.MA (,JL-.P \\.
V..:Waw\as..t)‘— o (Lm»\—e,u_&ux u. A er To srlee D \-s_.\r{

o

22 P Gl ouichenc N\ avalase cnd Yeoi¥e oo Nm

= g) ")

< I [ . , {

e e e
“’M J;b>( \)A)A‘ Ut J\/V‘:\JV i | C‘:\-*L L\S%
twvebe o ¢ b \efo \fm\@ (2

Lecturer’s comments:

e 1% i /19
Lecturer’s signature: Date: > 1( (s

2|Page





image7.png
Class &4 Name: T i bo ivg Tshama -T g/,,omq

Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
a. 25% of babies are born to mothers who are adolescents.
\/gv One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. Aquarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. Ifthe gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
\/ c.  40% of the country's wealth is in the hands of only 1% of Americans.
d.  99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
a.  When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
\£. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
\/b' Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
c.  Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
~/b. Martha feels that writing about adolescent problems is worthwhile.
c. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now.
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2. Ronny told his aunt that a bear had attacked him, which she found difficult to believe. Gy f“tﬂ“/‘ﬁfc‘(“ﬁ o C‘(
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3. Anvonevwho has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.
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4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away b\a @
by whites by 1932.
5. A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.
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Time allocated: 1 hour. Please return your paper to the /ecturer 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
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years to limit abusive practices.
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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 whatyou write matches what is already given.

1) There will be a few changes around in the office. (announce)

The boss in the office.

2) He doesn't write to me as frequently as | wanted. /
I wish BPTIRN

3) We were concerned about her health. }\/
We had some (snce rins re if,tc)g“, % Q,: ggﬂ& Lelth §

4) You weren't careful, so you de so many mistakes. (had)
If ATe ) so many mistakes.
d \/

5) The council cut fundmg so we could not provide free parking.
Because of

His proposal

7) It was Mary who stole mong{y. l/
He accused _Dlasen, @7 Yealites wwnen
J O {
8) He seems well-educated. However, he's not very bright. (although) \

\ : e s st Slelloy -

9) Universities place the burden of underst nding plagiarism and attribution conventions on

students. (\7 M.%V\g =

The responsibility for \
%‘Mdlu«)i’b M 5

10) 33% of adolescents who have one baby, have a second baby within two years of the first

baby s blrth (third)
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