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 	A wide range of talents and abilities must be learned and honed to succeed in academics and the professional. All students must have strong academic skills to be successful in both their professional and academic lives (Alpert, Gorth and Allan, 2013). To complete all the planned activities, it is critical to have a thorough understanding of the student’s abilities and the requisite skills. In this reflective essay I am going to explain what I have been learning during the module “Academic and Employability Skills”. This course was very valuable for me because I learned about the reflective writing, which deals with description and analysis. In this module I enriched my knowledge about benefits of reflective writing, which is evidence of reflective thinking. This allows me to find out which are my strengths, weaknesses, opportunities, and threats. Academic writing taught me that I should use one of the three models to explain paraphrasing, referencing, summarising, public speaking and giving presentations. I decided to use Gibbs’ Reflective Cycle (1988), because he suggests seven questions that you can answer following your experience. Firstly, you must make a description of what you did, then to talk about your feelings and reactions about this. The next step evaluation, which means to say what is positive and negative of the idea. Analysis is significant because you need to show evidence about what experts have said. Then follow conclusions which are general and specific and at the end of the Cycle are the personal action plans. What different you are going to do for the future to develop and improve the skills, to achieve your goals.  
 	Paraphrasing means to write the ideas of another person using your own words and keep the same length of the text. I found the lesson about paraphrasing helpful and useful for me because I can use it when I write my reflective essay. I have known about it, but now my knowledge is more confident, because we were doing many exercises during the class. At the beginning of the lesson, I was feeling stressed, because I was not able to find easy the suitable words that I needed to paraphrase the sentences. There was a lot of information, and it was so confusing. It was challenging for me to write the ideas of another person in my own words, using some synonyms, changing the words class, or changing the words order but keeping the same length of the text. The lesson was very useful for me because I learned different ways of making paraphrase. I had an opportunity to know that I should use three of them together and when I paraphrase words of somebody, I must acknowledge it by providing a reference. When I change the words and the structure, I must keep the meaning and the length of the text the same. According to Bailey (2013, p.44), paraphrasing is the act of rewriting anything in your own words, which have a substantial difference from the origin, keeping the same meaning. Operative paraphrasing proves that you have fully comprehended the source and it is an important academic ability for avoiding plagiarism. Paraphrasing is useful, because you can say the words of the authors in your own way in academic writing. By having paraphrasing, I improved my writing skills, using synonyms and not copying sentences word by word, which would result a plagiarism. After adapting the skills of paraphrasing, I realised that my vocabulary is not wide enough. I also noticed that I need to improve my grammar skills. I need to practice paraphrasing because it is an essential skill in academic writing. I plan to learn appropriate paraphrasing techniques, starting with short texts for beginners. In the future I am going to read more books in English language and write reports and essays to improve my paraphrasing skills.
 	In this lesson I learned different useful skills about referencing. I found out that this is an essential skill which I must use when write an assignment or other academic writing, because you need to show evidence for critical writing. I have found this lecture enriching, well-structured and understandable, as it has taught me how to get ability for referencing. Because the information was too much and the lesson was online, it was difficult for me to assimilate the material easy. We did exercises and I learned how to avoid plagiarism in my future reflective writing, that I must show which ideas come from me and which belongs to another author. Philpot and Curnick (2011) suggest that avoiding plagiarism is easier when it is apparent, which ideas are my own and which are borrowed. In my academic writing when I summarize and paraphrase, I must reference my sources. I realised that when I quote an author or give a summary, or paraphrase in my essay I need to acknowledge it twice, using short reference in the text and full reference in the list of references. During the class we did useful practice of making different types of referencing and I was feeling more confident at the end. I didn’t know that there are four recognized referencing styles and which you use depends on your area of study. I must use Harvard referencing style. Referencing correctly will help me avoid plagiarism by making clear which ideas are mine and which are someone else.        Moreover, by giving supporting evidence for my ideas and arguments, it shows that I understand the topic. Cottrell (2013, p. 179) suggests that in academic writing is fundamental to confirm with citations the origin of intelligence. It is important because the reader will be able to find the original text. The lecture was important for me, because I improved my knowledge about references in what sequence I should put them. The practice after the lesson strengthened my skills and it was easier for me to cope with assigned tasks. It was helpful to make difference about referencing one or more authors, that I must write the name of the book in Italic without quotation marks and the sequence of the information about the source. Academic writing necessitates extensive use of citations as it illustrates the breadth and depth of one’s study, as well as acknowledging the contributions of others (McCulloch and Reid, 2013). This lecture helped me to understand that the development of my academic writing is significant for me. Referencing is an essential skill, which I must develop during my early university days.  My action plan is to learn referencing by reading the rules of Harvard referencing style. Doing referencing and seeing examples would help a lot in the first stage. 
  	Moreover, for duration of the module “Academic and Employability Skills”, I received knowledge about summarising, which is important and essential for academic writing, because we use it to present the main ideas of the whole text. Whereas the paraphrasing must be the same length as the source text, the summarising is shorter than the original text. Both, paraphrasing and summarising require references to the source. We use summarising in academic writing when must condense the information from the text and to keep the main idea. I learned about the step-by-step guide to summarising, which includes reading, writing, checking, revising, and referencing. I have known about summarising but in the class, I felt confused, because I had to find the most proper words. I followed the guide to do the summarising. I read the text, made notes, and underlined the essential passages, then I identified the main points and listed them, then I focused on the structure of the text. The next step is comparing my draft with the source text, revising, and giving references. We practised summarising at class, and it was easier for me than paraphrasing, because you must express the main idea of the text concisely. I had an experience to summarise and that is why I was feeling more confident when I was doing the tasks. It is the process of how to focus on the most significant concepts in a text, how to filter out extraneous material, and how to tie all the vital ideas together in a coherent whole (Hopkins and Reid, 2018). Also, following the guide to summarise was helpful and useful for me. I had an opportunity to consolidate and enrich my knowledge about summarising. It is a skill, that I need to know perfectly, because is an essential part of academic writing. Summarising is important for me because it is a good way of presenting a certain text. I must learn how to summarise only the source, without a new data or ideas. For the future my plans about doing my summarising skills better are to increase my communication skills, to do more exercises about summarising, to increase my listening and writing skills by learning new words and phrases, to improve my reading comprehension. However, the main part of improving the summarising skills is to practise regularly and hone the abilities to understand the gist.
 	Public speaking is an essential ability that should be developed over time (Chin et al, 2012). At the beginning of my university life, I feared the days I had to present something in front of the classroom. However, this is an integral part of my study, and this is also necessary to run business. In the lecture about how to make a presentation I learned how to structure it and present in front of the audience. The teacher instructed us to prepare a presentation about our future career, what we want to do in the future, to do SWOT analysis and to find out how to achieve our plans about future career and to present in week ninth of the module. It was a great learning experience for me as I learned a lot of new techniques for a good presentation. I was quite confident about the presentation, as it was taught in class and the teacher also explained how we should perform our presentation following a set of rules. Because of the heat wave, the presentation was online, and it was stressful and confusing for me, because I had practiced how to talk in front of the people, to make eye contact, to use natural gestures, not to turn my back to the audience, to use body language. When I was talking about my presentation, I was seeing only the slides, I was sitting on the chair and I could not make an eye contact with the students and to hear them, because they were muted. On the other hand, it was good because I was not got distracted by noises or audience movements. My presentation went well as I understood the concept of presentation in class, and it helped me to gather more confidence during the presentation. Presentation skills are important in my academic life, as they hold a lot of marks, and I am not very good. I get nervous and forget about my prepared speech. According to Morgan (2017, p.194), there are strategies how to handle the stress when you give a presentation, which are helpful, because even the best presenters can be nervous sometimes. Presentation skills are highly important in academic life and corporate life. Being able to speak properly will open new doors for me. It will help me to increase my social circle and build better relationships with others. That is why I decided to improve these skills joining a public speaking club. I also can practise by myself or in front of audience to improve my speaking skills, also to review some online resources.
 	In conclusion I want to say that during the module I learned exactly what I need for my future career to become a professional and a successful person. Developing academic skills and putting them into practice in the real world is crucial and I must evaluate my talents so that I know what I may expect in the future. I can produce better academic papers and improve my public speaking skills by mastering the skills of paraphrasing, summarising, and citing. Using Gibbs’ Reflective Cycle, I was able to understand my strengths and weaknesses about paraphrasing, summarising, referencing and public speaking and giving presentations. I have read some academic books, related to academic writing and public speaking, which are beneficial for me. In these books the experts give us instructions and solutions how to develop and improve our abilities. I found the answers to some questions and the actions that I must do to develop my skills and to achieve my objectives in my future career. The main part of improving my skills is to practice regularly and enrich my knowledge about academic writing and public speaking, because they are fundamental, and I must possess these skills to succeed academically and professionally. 
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