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Academic Report 
[bookmark: _Toc49188794]Introduction 
This course of the semester was more of the soft skills learnings than that of any other. The outcomes of understanding different approaches of writing was the focus of this academic related course work. The learnings outcome of this course is practical in nature and can be utilized in professional areas. Although the course offerings had various learning patterns, for this reflection report I have chosen the following areas of discussion and share my personal opinion on the following topics, for instance, CV writing, Cover letter writing, Paraphrasing and its usage, Referencing on different styles. This report consists the discussions in those areas. 
[bookmark: _Toc49188795]Background 
 Academic writing is an important skill in this era, the development and the advancement in this field has grown rapidly than ever before (Hundley, 2011). The importance on the academic writing skills has made the differentiation point for the students, as it is used widely by under graduates, as well as for Master level and to the level of PHD etc. Along with the academic fields writing skill is also been utilized in the professional areas, for writing reports, making professional CVs, working on the budgeting and the financing reports in professional workings. All such areas are taught to make the understanding of this soft skills which are used in overall professional and academic work life. It is like of learning a norm of a field. 
Academic writing is not a difficult task, it is simple formal writing with logic and statements of the facts unlike fiction or the journalistic writing style (L.knil, n.d.). It must be in the flow and follow certain patterns which are designed to elaborate the facts in a distinguished outlook of each pattern. Rules are made to give the direction of the required path of writing styles. They help us to bring clarity in the communication (Anon., n.d.) .In the light of these benefits and usage discussed let us review the learning out comes of the topics. 
[bookmark: _Toc49188796]CV Writing 
This course has taught us the skills of CV writing, which are very essential in this competitive employment era. It is considered as an individual’s marketing document providing the gist of your educational and the career history. How to write a Curriculum Vitae is one of the most important skill for the students, who intend to step into the professional world soon after the graduation. Thus, it becomes necessary for the learners before stepping into the real world they must create a strong CV for themselves. The CV makes a distinguishing point of reference of an individual from the other. For instance if somebody is meeting someone important and want to create an impression in the first meet up, he/she will focus more and more on the appearance and selection of dresses to leave a good impression; in an exact manner a CV is reflection of ones personality without a meetup therefore in order to create an impression on employer one must work professionally on the CV making and this is the reason the academic writing taught us skills to represent ourselves in a remarkable manner with the exceptional writing skills, this course has helped me to gain the knowledge of writing a strong CV. 
CV are to hunt the employment position and impress the recruiters as discussed in the above paragraph, advertising oneself in the employer’s world. Presentation is the major key to attain a valuable job position. Therefore, a careful CV writing can create a positive and immediate impact on the receiver. Following key components are which I learned to write in CV:
· Summary of personal Statement
· Aims/ objectives 
· Historical background of career
· References if one has 
· Areas of expertise 
· Achievements 
The CV purpose is “whom to call on interview” wide misconception of CV writing is to get a job, but it is to create an impression to be called for the interview purpose of the job. In other words, we can call it initial step towards achieving a job. Considering all the other factors the CV should have the Relevancy, Quality, clarity and the usefulness of it in a flow. There are various ways to implement such components of CV, but the most important is to have these components in a CV. 
Another important feature that I have learned from this course that it is very important that one must keep his/her CV up to date. Every new experience in the career and the development of the skill must be added to keep it up to date. This way the redundancy and error factor will be reduced and the interview and the presentation on CV will be aligned. The false impression will be removed. 
[bookmark: _Toc49188797]Cover Letter 
Cover letter is considered an opportunity to impress the employer other than that of CV. A research says that it is more likely to be favoured by employer if your CV is accompanying a cover letter (Anon., 2020). It is a strategy for the job hunt for the unemployed or the students who are seeking a job in future. This course taught us that the cover letter is way to show, how the skills and experiences of an individual can meet the expectancy of employer for the job and its job description.
The cover letter can express your personality in elaboration whereas, a CV can only provide

 gist of your personal competency, by stating facts (Anon., 2020).  Cover letter is an A4 size page having description of individual’s personality and his/ her enthusiasm to learn about the company he/ she is applying for. It depicts your interest in the position that is being offered and explains in word (Anon., 2020). This creates an image in the mind of employers about the keenness of an individual’s thoughts and interest in joining the firm in other way it can be said it is an icing on the cake.  
[bookmark: _Toc49188798]Paraphrasing
It is an essential tool of writing that every individual must learn. it opens the doors of opportunities for the skilled one. In the academia paraphrasing is mastered by the students which help them to excel in every field of study academic writing. (Keck, 2014) In writing articles, research papers thesis in every project or assignment this tool is utilized and excels the word management skill of a student. The reproducing the knowledge saves much of the time of students and allow them to regenerate their research with the available words of knowledge. Thus, the core importance of the paraphrasing is considered in academia. 
Considering in the professional life by acquiring these skills, as an employee I can keep the essence of real work by utilizing it to larger report writing and business proposals. Multinational hire the professional writers to paraphrase their reports and write them in the direction they are required (team, 2017). By learning this writing style my employment opportunities are open to such positions as well where the paraphrasing is required, it helped me to have vast variety of jobs I can be eligible for. From making a document appealing and a report to attract the contractor the tool of paraphrasing is used world widely. It allows to examine the work meaning of others and craft a new information out of the available resources. This explains how important it is to learn the skill of paraphrasing and utilizing it in one’s career
[bookmark: _Toc49188799]Referencing 
This is an acknowledgement and adding the contribution of the researcher in one’s work. Drawing and understand the ideas of someone and giving them the credit for it. Referencing is basically work norms which allow to give the copywrites to the authors who had shared knowledge and wisdom (Saoule, 2002). If you cite the work of the researchers and the writers, it is showing respect to an intellectual property. In my learning of this made me humble and kind towards the researchers, from whose work I can draw millions of different ideas for my report writings and thesis works in academic way. It allowed me to navigate the study related topics. The information required for the referencing are books, journal articles, Newspapers, magazines, electronic media, websites, letters, emails, Documentaries, personal interviews etc. 
With the help of this academic course I can understand and utilize more profoundly and in a disciplined manner the working of academic writing. This learning information has helped me to develop my curriculum Vitae and excel in my academic score. The writing styles helped me to improve my other courses report works and thesis. My general knowledge has improved more with the help of referencing method I am able to reduce my time work management. Overall, the course of academic writing has furnished my soft skills and improved my methods by leaps and bounds. The previous flaws in my writing styles has now gotten the professional touch with the help of writing skills. Thus, in my review it is an important course for every student in spite of which field of study the belong.


TIME MANAGEMENT
Time management skills is the process of organizing and planning your time within a set program. It let you to work smart and efficient within a time frame and under pressure. (Mind set,2020, [online]).
According to Britton, good time management is vital, crucial, important in so many ways. It’s good for student research to show being good and important. (Britton and Tesser,1991).
 Time management at university can help in time framing your work such as assignments, reading time, attending lectures etc. with this you can create a slot for every educating stuffs.
Time management in employment can help in short time frame with under pressure and making unnecessary mistakes, it helps to manage travel time to work, it reduce time wastage , you priorities activities, gives time for planning and solving problems.

Teamwork skills,
 Is the ability to work with others in order to achieve a collective success during a conversation, projects, meeting or other goals. (Indeed.com 2020).
This skill is powerful and essential at workplace, academic or organization, as it will help with group work with peers, it helps to gain ideal from your lecturer and co students or co-worker as you all put all ideals together. It helps to know or studies your team members strength, weakness and behaviors
With nature of my job, teamwork is very paramount as my team work collectively to make the trust a success. 
This topic helps me to have in depth and usefulness of teamwork as I take it for granted.

[bookmark: _Toc49625949]Conclusion 
With the help of this academic course I can understand and utilize more profoundly and in a disciplined manner the working of academic writing. This learning information has helped me to develop my curriculum Vitae and excel in my academic score. The writing styles helped me to improve my other courses report works and thesis. My general knowledge has improved more with the help of referencing method I am able to reduce my time work management. Overall, the course of academic writing has furnished my soft skills and improved my methods by leaps and bounds. The previous flaws in my writing styles has now gotten the professional touch with the help of writing skills. Thus, in my review it is an important course for every student despite which field of study the belong.
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@ Mary Oluseye (1906246)  Mon 13/07/2020 11:56

Today's topic gave me an insights of how to refle...

@ Magdalena Wronska

To: Mary Oluseye (1906246)
Mon 13/07/2020 12:06

Hi Mary,

This is a good first reflection. You have used just the
right amount of description.Well done. Other things to
consider in your reflection are:

e during the Internet searching and writing your
assignments, what went well, what did not go
well?

¢ how writing assignments and searching for
information is going to be different this time?
what will you change and why?

¢ did you feel like you grasped it better or worse
than others? how did it make you feel?

¢ Finally, always make sure that you include action
plan - how are you going to use this new
knowledge in the future?

Best,
Magdalena




