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[bookmark: _Toc48063328]1. Introduction
          The purpose of the study is to reflect own knowledge regarding the academic as well as employability skills  module . I am basically dividing the whole report into four parts.  At first, paraphrasing, summarising will be discussed and after that CV writing and cover letter, related knowledge will be discussed.  At the end of the report, personal knowledge regarding reflective writing and its significance in the academic domain will be reflected with the help of proper resources.  
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2. Paraphrasing
          The term "paraphrasing" is quite new to me as I learned about the term during the last unit. Since childhood, we have been using paraphrasing to do projects but unknowingly about the process. Paraphrasing in my academic life plays a very crucial role to write a paragraph in words. It is one of the powerful alternatives that is used to alter direct quotes in their own words.
          Furthermore, I want to state that proper paraphrasing is an eight step process that was initially not clear to me. Through rigorous research and practice, I realized that without following the eights steps, it would be difficult to paraphrase a sentence in an authentic and ethical manner. The first and foremost step is reading and it is the main step to paraphrase.  
          The importance of careful reading in paraphrasing, I know from the starting day. I personally experienced that a small mistake in reading has the potential to change the meaning of a sentence.  After reading, thinking is pivotal to give proper shape to the idea and reflect it in one's own words.
          It is a fact that careful reading but the wrong thought process can create barriers in the process (Na and Nhat Chi Mai, 2017). As a student, during the process of paraphrasing, it is very difficult to identify each process such as think, understand, go away from the text and then return to the texts. After knowing the current process, I am presently following the same process like 15 minutes left from the texts and came back to the texts helped me a lot to create a quality project by offering authentic sources.
          The reason behind such curiosity behind paraphrasing is its advantages such as current paraphrasing helps to avoid plagiarism that is considered as a crime in both academic and professional domain (Rowe and Zegwaard, 2017). Outside class, I took help from youtube tutorials to develop my interests and learned the process of citing original sources that are also a pivotal part of the paraphrasing process.  I personally believe that this knowledge will help me in outside academic places too. During the class lecture, one of my favourite teachers told us that paraphrasing is highly successful and powerful to enable effective conversation at the workplace. That is the 21st century's competitive world requires us to stay competitive. 
















3. Summarising
          In my knowledge, summarising is a keyword that used to a summary is an amalgamation of the key information of a section of writing in its own word. I realised that summery can be written as a part of a longer paper or as a standalone assignment. Without proper technique, it is difficult to summarize the price of paper. I had an idea of summarizing before but its application was very limited. Basically, the application of paraphrasing to a do a project is more than summarisation. 
           As per my class lecture, the first step is identification of the main ideas and the second step is taking notes. After that, an organisation of the word is also required. Basically, I was quite weak in this section and the teacher told me the process of logical order organization. Along with that, he also told me that in which way ideas are required to be linked in a concise manner. 
          Now, after knowing the process of summarising, I realised its importance and usefulness in the academic world.  For instance, I know to take notes by highlighting the key phrases as well as ideas that are significant to worth remembering as well as noting. Note taking was a worrisome task for me but presently not due to the knowledge. Summarizing can enhance understanding, save time and give creativity as well as authority to a word that is important both in workplace as well as outside the workplace. Thus, it also aids in academics to fetch good marks.
          Specifically, from inside the class, I have learnt about the technical process and theoretical knowledge to do paraphrasing in an effective as well as current manner. On the other hand, outside class learned in which way a friend of mine applied in their project work. Basically, due to the lack of interest and knowledge I was quite reluctant to use it in the actual work but outside class discussion motivated me a lot to know about the process in a better manner. However, it is crucial to mention that a lot of practice required doing good summarization to include complex and significant information. Along with that, strong grammatical knowledge is also required which is personally realized during the project work.

















4. CV Writing
          If anybody asks me what a CV is, it is very easy to explain in a theoretical term, which is a document that is used for the purpose of job and awarding employer regarding the work experience, skills, qualification of an individual. (Darmawan and Andrianti, 2019).  Initially, I really think like that but the reality is quite different because CV writing is an art that reflects pivotal information to an unknown person in an exciting manner that is not only easy to read but also aesthetically to appeal.
          From the inside class, I have learnt about each step of writing a CV which is popularly known as curricula Vitae. For instance, the teacher told us basic steps to format and present a  CV such as no spelling work,  no longer than  two pages a could be and he was also told to underline and bold the keywords for making the CV attractive and exciting. Furthermore, in the class, once asked by me to the teachers regarding the use of colour and bullet points in the CV and he told me that bullet points are important to use in the CV to offer key information to the employer. Furthermore, from the inside class, I learned that too much use of colours in the CV can male it extraneous as well as insignificant.  
          I also learned the actual presentation from the outside class. Due to the time bound criterion, it is not possible to learn everything regarding CV writing at the inside of the class. I learnt the use of Microsoft word software to make a CV. Basically, due to the lack of knowledge, the first day CV writing was a huge lengthy process but was very happy.  Outside the class, I have many friends who also made a CV to excel to obtain a job. Most of the CVs are different from each other and unique.
          It was very interesting to me and also gathered various Ideas from their CVs and learned numerous ways to write attractive curriculum Vitae. It is fact that the first CV of mine failed to attract the attention of employers towards me but due to the present informative and attractive CV, I got some job related calls that cleared its importance as well as usefulness of good CV writing in the work domain.  The CVs are important as it is the initial way to direct communicates with the employer. Without a good CV, it is very difficult in the present scenario to obtain a good job and for that reason these skills highly important to improve professional performance. 
          CVs are valuable and important because they are your first and maybe only direct communication with a potential employer. (Libhi et al., 2020).  Presentation is key thus for this reason alone it should be carefully thought out, designed and written so that it makes an immediate positive impact on key decision makers. A CV written properly will aid me to create a good impression on employer thus aiding me to get a job of my dream thus aiding me to grow in professional field.









5. Writing Cover Letter
          Before entering the professional skills and knowledge development course, I did not have any idea about the cover letter or the procedure to write a cover letter. Out of curiosity, I also asked the teacher the importance of writing a cover letter along with writing a CV. The teachers told me that it is a written document that focuses on the interest and credentials of the job applicants for the required or applied position. 
          During my class, I learnt about the basic format to write a cover letter such as generally four small paragraphs is acceptable to express yourself. The first paragraph is the introduction paragraph where along with applied position basic information such as degree, area of expertise must be included. Teachers recommend us to use STAR (S stands for situation, T stands for star, A stands for action and R stands for result ) method to reflect the second paragraph where description regarding in which way skills, capabilities, previous job experience would be helpful to meet the requirements of the capabilities. 
          Regarding the third paragraph, the teacher told us to write about the company and for that reason, small research is required regarding the current financial and industrial state. The end paragraph is called the final or “call to action” paragraph that is used to mainly inform the interviewer the personal interests to be hired and interviews by the organization. 
          From the outside class, I have learned about the types of cover letters such as the prospective cover letter, application cover letter and last one is networking cover letter. I have also learned from an online site that along with a resume, small introductory mail is also acceptable as well as considered as a cover letter. 
          This skill is important to obtain job that further help to enhance the professional performance standard by taking steps towards enhancing the moral therefore a non cover letter has a quiet importance in both professional as well as personal domain. (Decker et al., 2016)
















6. Reflective Writing
          Before starting this section, it is important to state that “reflective writing” has a huge importance in my life. It is true that before this, ideas regarding reflective writing and its importance in the academic world were nothing. Basically,  this kind of learning in the academic world is popularly known as academic thinking that is one of big learning from the inside classroom.  
          In our class, during providing explanations, teachers further divide the critical thinning into two parts, analysis of data and careful thinking regarding ideas or events. , as a reflective writer, I also felt that in depth thinking is required to explain a model in its own language. Furthermore, careful and critical thinking is important to reflect the ongoing process of learning. Due to the lack of experience, I failed to think critically but experience was good whatever did regarding the task context 
          From outside of the classroom, I have learnt about the opportunity of reflective writing by doing a lot of research. In order to gain further insights, deeper reflection on experience is crucial to identify own strength, weakness. I also learned from a friend that multiple perspectives could be easily included to reflect one's learning in a better manner.
          From both inside as well as outside learning, it can be concluded that, in order to do good in reflective writing, deeper thinking is required along with knowledge of various things(Tsingos-Lucas et al., 2017). Furthermore, for developing a beneficial action plan, reflective writing can be a meaningful process, which is realised during making the plan and also helpful to reach the professional targets in the future through the proper motivation(Gibson et al., 2017). For enhancing self-awareness, reflection in writing is playing a pivotal role that is cleared from the above section. 
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7. Conclusion
          Hence, from the above scenario, it can be concluded that the basic knowledge of CV writing skills, summarizing skill, paraphrasing skills is required to excel in a career. Furthermore, I also explained in which inside class and outside class skill regarding the above mentioned process has helped me to resolve the Employers are generally required to have a set of skills apart from subject knowledge and technical understanding from an employee.  Therefore, in order to write an effective summary. reflective writing  and to gain benefits from it, a good amount of practice I have to put on it to stay competitive in the present job world where supply is more than demand of knowledge and skill employees.
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