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Introduction

Employability are described as ability to deal well with the tasks assigned to him with a set of skills in their field, which makes the task "fit to perform". In order to know the modern techniques, it is necessary to manage the constant change in the complex materials that occur in different working positions. Many companies already specify what they are looking for in employees, including a list of character traits.
These abilities lead people to believe that this job will give them the best possible chance to succeed and use these abilities. The topic of this course teaches in detail everything that is needed to increase the level of working knowledge and skills in depth, on the most difficult and complex topics. I like to be prepared, so I enrolled in the course to acquire speaking, writing, and behavioural skills in areas I considered weaker on my part, to improve my ability to write cover letters, and other types of business or academic communication. . After carefully re-reading Timothy Hopkins' lectures, I decided to try to do a little extra work on the three parts of his material and embarked on this activity.
The process that students need to use is a certain order of careful and systematic study of the words from the author's text and analysis of certain words to understand whether they are missing or different, is the process that allows them to assess the meaning of the text. An aspect of my work that I intend to include in my academic writing, so I try to be able to cope and think positively.
The purpose of this report is to present the essence of Academic writing, Cover letter and Referencing, supplemented by a brief analysis, using the Driscoll cycle method. (Driscoll, 1994).

1. [bookmark: _Toc58936426]
Academic writing
1.1. [bookmark: _Toc58936427]Description of Academic writing (What?) (Driscoll, 1994)
Writing is fundamental to human existence. A decent writer is also considered a good reader. Not only at the university level, but even in the real world (Chin et al., 2012), mastering a good level of academic writing will provide many benefits. Academic literature, like all ways of writing, is intended for communication. The style and level of writing is important for every writer. It is also important to learn the correct ways to write a text in a foreign language in a way that convinces the reader that he or she is adequately explaining what is being discussed.

1.2. [bookmark: _Toc58936428]Analysis of Academic writing (So what?)
Academic writing is direct, concise, focused, methodical and evidence-based. Its purpose is to ensure that the writer understands the topic on which he writes in a way that is understandable to the reader. Academic writing has a formal sound and form, but is uncomplicated and long sentences and provocative phrases are avoided (Chin et al., 2012). It has its own set of vocabulary, tools and ways of debate.
Each academic work serves as a means of dialogue for students to discuss what they have learned in a given discipline. To this end, academic research and reviews often take a serious approach and present arguments and facts in support of a particular point. Students study academic writing to support their progress. Sometimes the level of understanding of students is checked with the help of lecturers (Oshima and Hogue, 2006). Some features of academic writing are universally applicable to all disciplines.
· The following are the conventions for academic writing:
· Designed and focused: asks the question and demonstrates an understanding of the topic.
· It is structured sequentially, written in a logical order and groups related points and services.
· Evidence showing an assessment of the subject area, substantiates points of view and statements and is correctly referred to.
· Formal tone and style uses appropriate terminology and tenses and is clear, concise and balanced.

It is very important to use quotations and paraphrases sparingly so that the reader can understand the content of the text. It would be good to create a habit of using your own vocabulary, but on an academic level.
Like physical training, hard work can be very helpful in the beginning, and so the level of academic writing increases. It is good to approach with enthusiasm, uniqueness and interpretation of knowledge.

1.3. [bookmark: _Toc58936429]Proposed actions following Academic writing (Now what?)
The best way to develop academic writing skills is to practice. Once a project is completed, it is helpful for others to review it and provide feedback and feedback (Miller, Biggart and Newton, 2013). Any criticism should be worked on to improve the quality of academic writing. It would be good for the writing process to help formulate thoughts and for writing in English to become a creative act.
In psychology, novelty is usually described as the invention of experimental scientific experiments or the formulation of new hypotheses. If, on the other hand, it is useful to present something in a unique way, and to demonstrate a certain originality and significant appreciation. It is necessary to understand how to convey the message to other people, to be able to choose the right words that more clearly reflect the purpose. In addition, one must acquire the ability to evaluate, critique, compare, interpret, predict, outline, synthesize and apply information in an academic style.
Writing reports in different types is one of the most complex activities that students face. This is a particularly challenging job, as it requires long cycles of thorough study that require advanced skills. In addition, students do not have much writing skills or are afraid of the instructor's contribution. Therefore, they cannot avoid writing educational articles, as they are a necessary component of the academic environment.

2. [bookmark: _Toc58936430]
Cover letter writing
2.1. [bookmark: _Toc58936431]Description of Cover letter writing (What?)
Although a resume is essential to present the key skills and work experience of a job seeker when combined with an in-depth, well-written cover letter, this will help you stand out from a wide range of candidates.
The strong cover letter allows to emphasize the importance and to present to the manager the interest of the candidate to work with them. If you are changing your job or looking for a job without a lot of work experience, this is a particularly useful chance to apply knowledge and skills beyond the job to which the candidate has acquired them in his previous profession.
Demonstrating these transferable cover letter skills requires only a little knowledge and practice (Miller, Biggart and Newton, 2013). Certain techniques need to be developed to highlight certain characteristics of cover letters so that they can be used in a dynamic work environment and to create a way to apply for job creation.
2.2. [bookmark: _Toc58936432]Analysis of Cover letter writing (So what?)
A cover letter provides an excellent opportunity to show their abilities and explain how they should be applied for future work. By emphasizing these transferable skills in the cover letter, the manager will learn more about who the candidate is and what he or she wants and can contribute to his or her company. Understanding what abilities he has and how he treats the open position will give the candidate an advantage. In the cover letter, transferable skills should be discussed, along with examples for each.
My cover letter is the first step in convincing a potential employer that this candidate is the best choice for the position. The cover letter is the tool that tells a story or includes evidence of individual abilities and skills. Serves to demonstrate personality and attitude to different situations, as well as the ability to integrate with these skills in the company (Martin John Yate, 2018).

2.3. [bookmark: _Toc58936433]Proposed actions following Cover letter writing (Now what?)
Here are 10 transferable skills I can include in my cover letter, with examples:

1. 
2

2. Communication
3. Customer service
4. Teamwork
5. Leadership
6. Problem-solving
7. Time management
8. Adaptability
9. Dependability
10. Technological
11. Work ethic

When starting a job search, it is extremely important to improve your cover letter and resume. Sufficient time and attention should be given to their preparation, because the candidate does not have a second chance to make a first impression and fight the competition. The cover letter should not be a repetition of the CV. In addition, you need to strengthen a few basic skills and perspectives in the resume so that the business leader can appreciate the candidate at first glance.
3. [bookmark: _Toc58936434]
Referencing
3.1. [bookmark: _Toc58936435]Description of Referencing (What?)
When using a foreign study or report, it should always be referenced and done correctly. The correct quote has several tasks, such as helping the reader find the additional information he needs, and on the other hand, this is the way to avoid plagiarism. Therefore, when quoting a writer, I am referring to the work or research of the person I am quoting.
Standardized procedures for identifying and recognizing the origin of knowledge and concepts are often used in academic practice. There are many different types of citations, especially for academics about required areas or disciplines as well as publications. The Department of Information Research proposes to use the Harvard Citation type. It is also possible to use any established citation procedure.

3.2. [bookmark: _Toc58936436]Analysis of Referencing (So what?)
Plagiarism is a form of unethical scientific practice that is widely described as the act of appropriating someone else's work without recognition. This includes any links, published or unwritten, to material records or web pages. This includes copying the works of others and quoting links you do not have.
The application of a reference is made with knowledge of the correct citation techniques, students can avoid being found guilty of intentionally or unintentionally plagiarizing the words, emotions or ideas of others, without including sufficient citation and references (Filer and Scukanec, 1995) .
Referencing is of particular importance and the textual origin should be identified. I assumed that everything I wrote would be excellent if there was only a title and an author, and that was enough. As the module progresses at the university, I become more and more aware of the critical nature of careful reference. Even today I know the importance of a reference and how exactly to cite the different types of sources on which I base my reports.
3.3. [bookmark: _Toc58936437]Proposed actions following Referencing (Now what?)
I need to improve my ability to use sources correctly in order to prevent creating errors. The strategy I will create is to read various works on the topic and to practise writing the literary references of various styles that I consulted when writing my thesis.

[bookmark: _Toc58936438]
Conclusion

Academic writing is clear, concise, systematized, and fact-based. He has a consistent tone, but cannot put phrases and terms, and this is essential as he maintains the correct sequence and connection with other concepts. Each academic work is a type of communication device that facilitates the sharing of knowledge learned by students.
It is important to improve academic writing by putting in a lot of work and practice. Many students do not like writing academic articles in high school and computer programs, both for content creation and technical writing. What I would introduce to the work is a fantastic cover letter focusing on my value and describing why I will turn to the boss.
Creating examples that provide these cover letter skills is easy; they can be done with just a few lessons and a basic skill level. If my resume is printed in the company's book, it is therefore easy for the investigator to learn about my personality, educational achievements and work experience. Transferable skills that I can use in my cover letter are especially important for the candidate's success.
Some academic researchers like to use a wide variety of citations, including at least 3 different ones. Information research believes that the way of quoting Harvard Style is the most widespread. When it is not paraphrased or quoted by someone else's work, it can be considered "unacceptable academic dishonesty" because it means stealing ideas from another author and passing them on as your own. Rather, it is a matter of doing things over and over and over again to do it over and over again to improve these 3 academic skills.
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