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In this report, I will reflect personal learning in this “academic and employability skills” module by following the Kolb’s reflective model. Due to the word limitation, I will focus on only four topics from the provided options such as Paraphrasing, summarizing, cover letter writing and reflective writing. I will specifically reflect in which way the chosen useful to me and outside of the classroom study in which way assisted me to develop the concepts. I will take support from the published literature to explain the chosen topics and will align it with 
2.0. A brief introduction of the Kolb's reflective model
In my opinion, the reason to choose the reflective model of Kolb is to create a learning cycle, which values the ongoing nature as well as the process of learning. By using the four stages this learning cycle is normally represented, the first stage is the concrete experience stage where I will reflect what happened to me during the experience and in the second stage, “reflective observation”, I will evaluate as well as narrate the presence. As per the model, abstract conceptualization is the third phase where the learners make sense of what has happened and has tried to interpret the understanding of the relationship between the factors. “Active experimentation” is the last stage of the reflection model where I used the theories in personal life to make decisions as well as solve problems in an effective as well as efficient manner.  In the following section, I have followed each step of the reflective model to reflect the usefulness of the chosen topic to me for this module. 
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Figure 1: Reflective model of Kolb
Source: (Morris, 2019)
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Topic 1: Paraphrasing
As a student, I have used the paraphrasing skill to formulate the idea of someone in my own words to reflect the main idea in doing every assignment. Basically, the objective behind the process is to maintain the core idea and it has played a pivotal role to write a paragraph in word. Due to the lack of knowledge, I have only tried to paraphrase a direct line without following any procedure because of that in most cases the core idea of the main article was changed. In order to resolve the issue, I learned the actual way of doing paraphrasing. From where it is cleared four steps required to follow to do paraphrasing in a proper manner. In terms of the views of Shi et al. (2018), the first stage is understanding the basic passage and trying to understand the intention and meaning of the word. In the second stage, it is required to cover the original passage and try to rephrase the ideas in their own words. At the end of the writing, it is crucial to compare them both to find out the similarity as well as the difference between the ideas. The last stage is the proper citation including the name of the authors, years to connect the source of the sentence or essay. By supporting the previous statement, Rogerson and McCarthy (2017), argued that a good paraphrasing strategy helps to reduce plagiarism issues that helped me a lot to improve my academic performance, as it is a crime in terms of the academic policy of the University.
The basic knowledge of strategies increased my curiosity and for that reason, I took the help of YouTube tutorials from the outside class materials to get practical ideas and approach to implement the concept in the real contexts such as assignment, case study and other aspects. After gathering all types of knowledge, in the last semester I used the paraphrasing skill in a proper manner that helped me to grab good marks in that subject. 
Topic 2: Summarizing
Before reflecting the usefulness of the topic to me, I will reflect first the meaning and purpose of Summarizing. As stated by Rochandra (2019), Summarizing is used to create dense descriptions as well as a large number of information to cover the main points of the study. I learned that by touching the main points of a long essay or price of information are tried to capture within three or four sentences. It is the core purpose of summarising that is helpful for me to understand the key points. Alike paraphrasing, without knowing the proper strategies or technique to summarize, it could be quite a time taking that I faced during my initial academic years. In order to know the actual strategies or techniques to do Summarizing, I took help from the provided books or guidelines of the University as well as outside of the classroom such as online sites on Summarizing. I mainly followed the SAAC method, which I learned from the online site and implemented in many areas due to its lucid and easy to implement a method.  State, Assign, Action and the complete are the name of each step of the model where the state is the first step related to the name, book or article, the second step is related to the name of the author (Bülent, 2016). Action is the third step that explains the method in which the process working and complete is the last step where the sentence completes with the crucial keywords along with important details (ThoughtCo, 2020).  I have learnt the theoretical as well as technical from the inside of the class that was the main reason to create interest to know more about the strategies and process to do summarizing in a more effective as weak as efficient manner. 
This method is helpful for me to learn the format of the required summary and required reminders to contain the name as well as title of the authors. ThoughtCo. (2020), argued that SAAC is not the perfect model to learn Summarizing due to the lack of clear guidelines. Now, in the real situation, I have implemented the techniques by taking notes by highlighting the key ideas and significant phases. After knowing the actual steps, note taking is quite easy as well as less time taking. Apart from taking more, in each and every content areas, summarizing has already been used on the basis of the importance. 
Topic 3: Cover Letter 
For me, CV was a common term but cover letter is also a crucial part that I did not know but realized at the pre stage to enter the professional world. As stated by the Tomasky and Nosek, (2018), the cover letter term is used to explain the written document, which is submitted with a job application that mainly outlines the interest as well as credentials of the applicants in the open option. In my onion and understanding, the importance of writing a cover letter is an added advantage or opportunity to make a good impression on the employer. It is a crucial and pivotal strategy in the job-searching journey, for that Reason University provides some classes and modules to learn about the cover letter and in which way to write. 
From inside the class, I have learnt about the format to write the cover letter and explained the concept by using the STAR framework, which was quite useful to me. Our teachers have explained the concept in a very lucid way that helped me to understand the method. As per the STAR model, the situation is the first stage where the position name of the present company is explained (Tonge, 2020). Task is the next stage where the assigned task at the present position is required to be explained. Action is the third stage where action was taken by me to solve the organizational problem required to be emphasized such as in which way promotional incentive strategy helped to enhance the sale and maximize profit of the organization. The result is the fourth stage where fiancé outcome reflected such as objective was finally met by taking the initiative (Tonge, 2020). Therefore, in class knowledge was highly useful to me to know as it is not created knowledge but also helped to develop custardy to improve the skill (Hanna, 2019). For that reason, I started to search for a good sample of cover letters by using the Google search engine. 
From the outside class, apart from the sample, I also learned that small introductory mail is known as a cover letter. Furthermore, a cover letter is quite important in both personal as well as professional domain. Furthermore, I have already used the application cover letter in connection to the specific vacancy notice or job opening by following the STAR framework and the interesting fact is that I got good review from the recruiters regarding the posted cover letter of mine. 
Topic 4: Reflective writing 

The present writing assignment is the reflective report and like various reports has already been written by me that developed interest within me to know about the topic in an in depth manner. In accordance with the views of Gibson et al., (2017), reflective writing is the analytical piece of writing which helped to writer experience of life and explored in which way writer has grown, developed and changed with the experience. From the inside class experience, I learned that it has no proper framework rather influenced by the creativity and perception of the authors. Furthermore, I have also learned from the teachers about the importance of reflective writing such as reflective writing and academic writing both are positively connected. All the basic information about the Reflective writing was quite helpful to develop the base of the concept that helped me to develop basic understanding of the topic. Apart from the basic knowledge, I have learned about some pivotal reflective models that mainly used to write reflecting in an accurate and proper manner such as “Kolb reflective cycle”, “Gibbs reflective cycle”, “Schön model “ and “Driscoll model “. Among various models, I mainly preferred and used “Gibbs reflective cycle” and Kolb reflective cycle due to the easy to use as well as easy to understand approach, it allow to learn regarding the time based perspective of the experience and last one is that it helped to provide accurate as well as balanced judgement approach. 
I have learned a lot from the outside of the classroom by taking help of various online tools to know about my own reflecting wiring capacity or standard (Tsingos-Lucas et al., 2017). Apart from the provided journals at the University library, I was initially taken help of the google search engine to find out good examples of reflective writing and also to know about the application of the Kolb’s or Gibbs’s model at the workplace that enriched my knowledge.  I personally take help from one of my friends to learn basic elopements to become a good reflective writer and grab a good score at the examination. 
The interesting fact is that outside knowledge helped me to implement the actual concept in the real place. Such as, I was writing about the reflection process of the Nurses and midwives where at the first’s stage I explained the brief facts of the situation like who was involved or what did occur at this Stage. Now, at the second stage, I have explained about the feeling of them during the issue and at the third stage, I have explained both bad as well as good experience. By using the model, it was easy for me to reflect the perception of others that one of the good experiences of mine that gathered regarding the model.
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Based on the above report, I have learned in which way the chosen topic such as summarizing, paraphrase, cover letter and reflecting writing is helpful. I have learned both from the inside as well as outside of the classroom regarding all types of knowledge that cleared from the above perspective. Therefore, the output of the result of using paraphrasing skill I experienced and recommended every student to grab good marks. 
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