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[bookmark: _Toc48416476]Introduction
Report Writing is essential for a student to learn as he needs to prepare many in the student life as well as at job life. Plus, the CV and Cover Letter Writing is essential in creating personal profile and presenting as a candidate in applying to a job. At present, only the academic knowledge is not enough in the job market but the essential skills are also needed. This module was one of that kind which had the intention to make our skills more developed and also prepare ourselves for the job life as well as in student life. Here in this report, I will prepare the different aspects of my learnings that I have got in my class and the things that I have experienced. In that case, I will use a model called Gibbs Reflection cycle where I am going to reflect the experience in a sequential form. The things that I will be discussing includes paraphrasing, summarising, referencing, CV writing and cover letter writing.
[bookmark: _Toc48416477]Gibbs Reflection Cycle: 
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Figure 1: Gibbs Reflection Cycle (Hodge and Lear, 2011)
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Description
In term one, I have learnt paraphrasing, its essential steps, how it works etc. After understanding the concept of paraphrasing we were instructed to paraphrase some given sentences for exercise. I have also learnt summarising in term one. By practicing some exercises in the class, I have understood how to summarise an original article effectively by following some techniques suggested by our instructor. I have also attended the Harvard referencing workshop and practiced some exercises to understand the referencing properly. We were given some information from which both citation and referencing could be performed. We have practiced referencing for books, journals and newspapers etc.  From term two, we have learnt what is a cover letter and what are the elements that should be included while preparing the cover letter. From the class discussion, we could understand what the difference between cover letter and CV. Then we are given individual tasks to prepare a cover letter from six job roles. I was also introduced with CV writing in term two. Our instructor has provided some examples of CV so that we can understand the contents and attributes that should be included in the CV properly. 
[bookmark: _Toc48416479]Feelings
First, I thought I can always use websites like Google Scholar to do my referencing stuff but afterwards I realized that if I become dependent on something like that, when I give actual reference from reading a book, I may be unable to do it. The referencing style looked easy when I saw it and tried to practice the quiz but I found that there were many silly mistakes in referencing and indeed by understanding the structure of Harvard Referencing styles, I can do my referencing properly in report writing but tiny mistakes are still seen. Though, I was a late in understanding the fact, I got it and tried to learn it as soon as possible. I also realized the fact that when I get stuck, the help from the instructor is very much important. I made a mistake as I was trying all by myself at first but could not understand my mistake at that time. I think at beginning my summarising and paraphrasing would get caught by a lot of plagiarism. According to Nathan (2013) the plagiarism in paraphrasing could be avoided if the writer uses new words by considering logical connections among the individual statements and identifying the major ideas of the original writing. But I could understand my mistakes about how should I change my wordings, write in a sequence and finally how to apply the theoretical knowledge practically. I learnt how to paraphrase as previously I used to copy down the author’s writings by copying it but now, I have understood that there is a technique by which I can avoid plagiarism and still portray what the author tried to tell in his writings. My teacher helped me a lot to remove the misunderstandings. As I had less experience as a student, I did not know what to enter in my CV or how to show my candidacy. But our teacher in this case told us to assume that we have some experiences and make our CV according to that. Also, in CV writing and Cover Letter writing I was doing mistake in giving the margins that is required and the formal rules that is followed. Then I got to know about how important it is to maintain the structure and margin which helped to do the tasks more accurately. I realized the kind of experience and qualification to gain to enhance my CV and make a bold Cover Letter that would improve my candidacy for any job post.
Evaluation
The whole experience was really enjoyable to be as skill development was always something that I wanted to do and this whole experience has given me a lot of scope to do that. First of all, I could learn about paraphrasing a writing. I had always heard about it but I was never been able to do that on my own. But this module has taught me about how to do the paraphrasing by my own and I was surprised to see that there were many rules and regulations which I had learnt to make my paraphrasing more accurate. I have also learnt about summarising. It is about noting down the key points. Here the writing can be large but the key point is to write the whole thing so shortly that it gives the whole idea of the original writing mentioning the key points and the reader can understand. It has increased my critical thinking skills and also my writing skills. I also learnt about the referencing which is highly essential in writing a report where our discussions will get more weight and have reliable sources. The techniques that I have learnt will help to make reports and also write literature reviews and authentic articles. I also saw the usage of CV and Cover Letter writing. CV writing and Cover writing has same objective but I have got to know that there are different approaches, rules and regulations in the writing which are must to follow. I learnt how to give my own information in the CV so that the job clients can understand my potential and how it helps a candidate to gain an advantage in the job market. The Cover Letter had a structure to follow which I learned and also, I learnt about the formal writing that is needed in the letter. 
. 
Analysis
[bookmark: _Toc48416482]In the paraphrasing and summarizing part, I had improved my capability of getting and understanding of an article or report and the idea about how to say a thing in my own way. I learnt from my teacher to use formal language in my writing and remove the unnecessary wordings as it does not bring the professionalism in the writing. Then I went on YouTube to find the ways how to write formally and there was a video which has taught some differences in formal and informal writing and I had noted them down for future purposes. Hodge (2019), has said that the vocabulary is an important term in doing paraphrasing and summarising. I had a problem with the vocabulary part where I figured out my word stock is very less. According to Kletzien (2009) paraphrasing could be improved by using appropriate synonyms and breaking the main idea into separate sentences. So, Then I explored new words and synonyms from different sources to improve my wordings skill. I had also gone through my class materials and did my own practice to improve myself. Summarization is about figuring out the key points from a writing and to portray it shortly. As it is a thing to improve by practice, I at first saw some of my friends who were good at summarising any writing and took tips from them and finally, I tried to do on my own. As the summary is done for the reader, so I learnt the language that will be used should be the type that will be suitable to the reader. I carried out the thing in my practice too. I learnt how to give citations and references in the report in the class. When I was practicing, I was making mistakes again and again. Referencing is important to make the writing a valuable one which is used from academic writing to research (Nguyen, 1998). And the formats in this case should be crystal clear according to the authors. So, in that case, I focused on doing my references in the right format. Hill (2005), has said that CV and Cover Letter writing are two things that are both different though both of them focuses on the applicant’s potential, showcases his skills and employability. I have learnt how to write CV through the class lectures specially and also through the help of internet. I practiced to write my own CV and showed those to my teacher and I learnt about the proper structure and found my own mistakes. The Cover Letter is a letter to showcase and highlight the factors of candidacy and show own potential to get the job. I had gone through many examples of cover letter as I had some research on the internet watching different examples. I had also learnt the key points that should be portrayed in the Cover Letter going through my slides and materials.
Conclusion	
I have learnt a whole lot of new things in my module. Now, I have understood the concept of summarizing and paraphrasing and also the differences between them. The practices in the class has helped me to do the things practically and to learn how to do it effectively. I still have gap in my vocabulary and formal wordings. I can do the referencing well but I still make tiny mistakes like to give spaces where necessary and writing in Italic Style at some places. I have learnt the basics of CV writing and Cover Writing and understood the differences between them. But I still get confused with the structures and the margins that is needed to use though I have improved a lot from the initial stage after practicing.  Now, as I see my activities, I see that my time management was a little messy which is why I could not finish all my tasks on time and in many cases I had less time to do my tasks which had reduced the quality of my work. According to Jones (2019) time management skill could be improved by making plan advance and staring with most important tasks. As the things that I am learning is still new to me, I needed to understand the basic things more precisely so that by using the base I can keep on growing. I also needed to take help from the internet and the lecture materials so that I can identify the problems and make my knowledge firm.
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Action Plan
I need to keep on learning in the future to take the learning to the next level. At first, I think if I do my academic activities properly, it will help me a lot in improving these skills. We will be given a lot of report writing which needs the activity of summarising and paraphrasing. When I will be writing reports, I intend to read the books of different authors and give appropriate references of those writers. As I have also learnt about how to do the in-text citations properly, I will try to use on those things on my report in an appropriate way. I will join different workshops and writing competition where I can develop my skills and I think a competition can boost up my motivation in doing even better than doing it alone. I also want to analyse some good writings and watch the examples so that I can learn practically how to write effectively in terms of paraphrasing and summarising. Here, the students who are also willing to do the same as me, we can also form group together for a more effective group learning to make it more interesting and interactive. As there will be less scope of practicing CV writing and Cover Letter writing in the academics, so I intend to practice it on my own by enhancing the knowledge in these cases even more and understand the usage of formal language, proper structure and margin issues. As Hill (2005) stated, if the potential candidate could portray his/her skills while writing the Cover Letter, then the chance of hiring would be increased significantly Hodge and Lear, (2011). I also intend to take help from the internet and keep the things practicing my knowledge which I have got and enhance my knowledge even more. As I do not have enough qualifications to provide in the CV and Cover Letter until now, I will presume my qualifications that I might have at the end of my graduation and make my CV and Cover Letter according to that. I also want to improve my mistakes as I have problems with margin and structure in the respective.
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