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Introduction

This project related to Employability Skills explores the most important sections of what was learned during the semester in depth. I love challenges and I want to start my training in this direction immediately, because I have the least understanding of how to use the paraphrasing, summarizing, and structuring a cover letter. I reread Timothy Hopkins' lectures from the study material, did my additional research and decided to do this production for these 3 parts.
They are very important for academic writing, especially when it is in a foreign language, and practicing is the only way to learn how to do it. Academic writing in my education will be a part of my life, so when I do, I want to be bold and confident.
The purpose of my development is to explain the essence of paraphrasing, summarizing, cover letter, to evaluate my personal understandings and what I learned in the classroom and to make a plan on how to improve my abilities. I want to use a Driscoll reflective circle (Williamon et al., 2009) because it reflects the most current issue.

1. [bookmark: _Toc58924961]
Paraphrasing
1.1. [bookmark: _Toc58924962]Description of Paraphrasing (What?)

Paraphrasing is a retelling in a simple way, using vocabulary that is easier to understand and another document that is more difficult to understand. This is not to translate from another language, but to describe it in clear terms so that people with limited information can recognize it or adapt it to another community.
Paraphrasing can preserve not only parts of the original source, but also the relevant concepts. It must be completed with all the basic concepts. It involves utilizing your own language to take the terms from another source and restate them. In this way the initial text preserves its meaning, but may not replicate the exact language. A effective paraphrase incorporates many strategies: the aim is to rephrase the details with your terms, rather than the author's.
The paraphrase should not include personal views; it must represent rational ideas or opinions about the authentic source. The paraphrase can be specifically used to reflect the thoughts, tone, and focus of the object.

1.2. [bookmark: _Toc58924963]Analysis of Paraphrasing (So what?)

The re-use of major, similar or nearly identical pieces by its owner works without knowing that the individual is doing so or quoting the original job, the word is known as self-plagiarism" the term "recycling fraud" is often used to define this phenomenon (Swales and Feak, 2012). Articles of this type are sometimes referred to as redundant or numerous papers. In addition, copyright problems can be settled where the copyright of the previous proceeding has been passed to another party. Self-plagiarism is known to be a significant ethical problem in the sense of anyone stating that a report consists of fresh content, such as a publication or a credible paper. It does not refer to texts of general importance, such as social, technical, and cultural views, reported in newspapers and in essays (Swales and Feak, 2012). 
In the scholarly fields of self-plagiarism of origin, if the author uses replicated sections of the authors, they are written and copyrighted, created in subsequent papers, but without describing the previous publication. Identifying self-plagiarism is also challenging since the restricted re-use of products is recognized both lawfully (as a private use and ethically. Some individuals, but not just those who oppose copyright and "intellectual property" do not accept that plagiarization is feasible. Many who condemn the principle of plagiarism or claim copyright themselves use the concept of self-plagiarism as an excuse reductio ad absurdum.

1.3. [bookmark: _Toc58924964]Proposed actions following Paraphrasing (Now what?)

The moves I plan to develop my paraphrasing abilities are to judge what they represent for writing the letter.
Paraphrasing is a perfect way to bring the feelings of others into my work without using direct quotes. I can use paraphrasing to suggest facts or encouragement for your thoughts. When paraphrasing, it is necessary to present correctly the concepts of the original author in my own language. After paraphrasing the quote, make sure I pass it on to the reader correctly.
I can be in-depth in my notes. This will help me evaluate the quote, plus I will condense my notes into a paraphrase. If I can formulate the same thoughts in different terms, it is a smart practice to include a periphrasis when I use it in my text. This means that much of my article is written in my own terms. Besides, I don't want to use so many quotes to prevent plagiarism.
Sometimes I have to re-read the quote I want to use. I need to understand the quote well before I can paraphrase it. In some cases, I may like to read it several times before writing my paraphrase.
To use paraphrasing correctly, I need to learn how to follow these steps:
Read the original text to get into the topic and know its context and purpose.
Learn to understand the key idea or concept (because it explains what is being said) and the secondary ideas or concepts (which complement what is being said). The document cannot be interpreted if the key concept is deleted.
Replace the original terms and concepts with others, attributing their own wording and terminology. It is also necessary to keep the estimated number of terms in the original document.
When using sentences or terms that are descriptive and correspond to the original sentence, be sure to use them in quotation marks.
I keep the original text tone; whether it's funny, tense, etc.
I can ask someone else to read my original quote and paraphrase. So I can understand their feedback on how well my paraphrase reflects the author's ideas in his own words. If I use the author's name in the paraphrase in any style guide, I may miss his name in the quote.

2. [bookmark: _Toc58924965]Summarising
2.1. [bookmark: _Toc58924966]Description of Summarising (What?)

The description is an abbreviated form of the original document, usually a complete article or novel. Abstracts are usually about one paragraph in length and can be several paragraphs in length, depending on the length of the abbreviated work (Igor Rižnar, 2008).
Summaries are seen in several cases. For example, I would just like to outline the key points of an incident or a letter, I would prefer to propose a complex concept.
You should start with a quick summary of the details that need to be provided. Another factor that is challenging for me, especially when summarizing content that is difficult to understand, is to deviate from my point of view, as the description includes only the concepts of the source and nothing else. Citing your opinion will not be a description of the source. When using a description of an essay or study paper, it is wise to include a quote in the text that identifies the source (Igor Rižnar, 2008).
If I have to use thoughts, I have to use my own vocabulary to compile summaries as much as possible. I can't help but use the names of people and locations, but I need to formulate the key points of the source in my own way. I would like to add short random quotes. The summaries are not short. These are whole paragraphs of fully formed sentences.

2.2. [bookmark: _Toc58924967]Analysis of Summarising (So what?)

Summarising is an important skill in scientific writing. Helps you take the most relevant points from the document and rewrite them in your own way, in abbreviated style (Auer, Schreier and Watts, 2015). These opportunities are invaluable as you take notes and research an article. Being able to write a clear description often means that you have fully interpreted the document you are reviewing. In the scientific literature, texts are usually longer than one sentence. They can be very long in length and can be made up of many parts. Therefore, when making a description, you will need to remove the necessary material from each paragraph (Igor Rižnar, 2008).
The description, on the other hand, is a brief outline of the whole topic or argument. You can choose to outline an entire study or discussion report in a single paragraph, for example, or in a series of points, using your own language and design.
People also summarize because the initial content is long, or to illustrate important details or points. Summaries leave facts or explanations that can distract the reader from the most relevant knowledge and simplify nuanced statements, syntax, and vocabulary.
Used properly, summarizing and paraphrasing will save time, improve understanding, and give credibility and reputation to your work. Both methods are useful when the exact language of the original message is less important than the general context.

2.3. [bookmark: _Toc58924968]Proposed actions following Summarising (Now what?)

It may seem simplistic, but highlighting key plot points, concepts, and characters would encourage me to return to writing my outlines and see quickly what is important. It is easier than taking notes, so I only find what the diary says. So, it is better to include another approach that goes deeper into the research (Auer, Schreier and Watts, 2015).
Some people find that taking notes while studying is an easy way to progress in their studies. It may take a little longer, especially if my notes are handwritten. However, it allows you enough space to document my reactions to certain parts of the text. To keep track of how my notes complement the text, I need to use page numbers and paragraph numbers.
Many people write explicitly in the margins of a book. This helps me demonstrate my commentary on exactly where the most interesting aspect of the story is. I can use it to combine research and description, emphasizing the text in the book and writing a brief analysis in the fields.
After reading and reflecting on or highlighting important sections of the document, I can begin the writing phase. The first step in the writing phase is to line up your ideas. The outlines are extremely suitable when preparing a summary, as there are several sections that need to be followed.

3. [bookmark: _Toc58924969]
Cover letter writing
3.1. [bookmark: _Toc58924970]Description of Cover letter writing (What?)

The cover letter is a text sent along with my CV when I apply for a position. It serves as a personal introduction and allows me to sell what is submitted. The cover letter is important as it offers you the opportunity to make it clear to the interviewer that I am the right choice for a position. I do this by demonstrating related experience and experience; therefore, I can always write my cover letter for the job I am applying for (Auer, Schreier and Watts, 2015).

3.2. [bookmark: _Toc58924971]Analysis of Cover letter writing (So what?)

By sending my CV to potential employers, I will undoubtedly declare my interest in them, so it would be a pointless effort to enclose a letter stating that I would like them to consider my application.
The meaning of the application letter is far deeper than it may seem. While the autobiography is predictable in form and content, it is assumed that the letter must be a "trump card" (Mayer, 2012). It gives me the opportunity to "sell" my personal brand in a more creative, aggressive, and convincing way.
The standard letter with dots in the space where the company name and job title should be filled in simply tells the potential employer that he is not much different from everyone else in the job market.

3.3. [bookmark: _Toc58924972]Proposed actions following Cover letter writing (Now what?)

In order not to be confused with the personal statements of my CV, cover letters can complement my CV, but not repeat it. The shorter it is, the better the general opinion among recruiters about the length of these documents. Usually from three to five short lines the cover letter does not exceed one A4 page.
When sent electronically, it's a good idea to insert the text into the body of the email, rather than as an attachment, to prevent spam filters.
Applications can always contain a cover letter, unless otherwise stated in the advertising work.
There must be some "bait" in my letter, ie. I have to mention something that would make a potential employer invite me for an interview just because my statement sounds challenging and appealing. For example: "If you ever imagined that you could hire someone to increase your sales by 3% in 3 months, then you have come to the right person."

[bookmark: _Toc58924973]
Conclusion

In conclusion, I would conclude that the three strategies considered are very similar, highly interconnected and extremely appropriate as long as they are in my native language. When they have to learn a foreign language, they become much more relevant.
Paraphrasing is a retelling in a simple way, using vocabulary that is easier to understand. Reusing basic, similar, or nearly identical pieces by its owner works without knowing that the person is doing it or quoting the original work, the word is known as self-plagiarism (Mayer, 2012).
Summarizing is an important skill in scientific writing, it helps you take the most relevant points from the document and rewrite them in your own way.
Writing a cover letter is important because it is a form of self-expression.
The improvement and refinement of these 3 elements of academic writing is done with practice and a lot of writing.
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