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1. Introduction
This report will be based on a reflection about my learning in this module of Academic and Employability Skills. I will analyse several topics discussed in both the first and second term, reflecting on my own experience and my learning outcomes. The topics I chose are the following: academic writing, time management skill, CV writing, how to write a cover letter, presentation and public speaking skills. An overall conclusion will follow. 






















2. Academic Writing: Paraphrasing and Summarising Skills.

The academic writing is an absolutely necessary skill to pursue any course of studies. Writing and academic essay requires several tricks:
· Research skills. When writing an academic essay, will be necessary doing some research. It will be very useful to learn more about the topic covered. 
· Analytical thinking. This is extremely important when it comes to collect information through research and having to analyse it and have an opinion about it. 
· Technical structure. It is fundamental to build a structure to follow to write a good academic essay.
· Professionalism. Academic writing gets students used to express themselves in more formal and professional terms. This is a big advantage, making life easier for any future career undertaken. (Nixon, 2018)
I find this description perfectly accurate. I am so glad I learnt about it during this module. In fact, before joining this course, I never expected to be able to write an academic report in English language. I did not know about how to build a report’s structure and how to be formal and professional. The progresses I have experienced make me feel very satisfied and optimistic about my future studies. I think I developed my writing skills and massively enriched my English vocabulary.


Paraphrasing

Paraphrasing is a necessary skill to write an academic report. It is possible to define it as taking someone else’s ideas and write them in other words. To do it effectively, it is fundamental to change the words’ order and structure, without changing the concept. However, it is necessary to reference the source used. 
A good tip to paraphrase correctly is following these four simple steps:
· Read the content lots of times to fully understand the meaning of it
· Underline the main concepts
· Write your version of the text and, after that, compare it to the original one to check if it is too similar
· Reference the source used. (Gahan, 2018)



I think my paraphrasing skills have improved a lot. I practised about it in class and during my assignments. I found it extremely useful to learn lots of synonyms and new words.


Summarising

Summarising consists in condensing the key points of a text in other words. A summary has to be shorter than the original text, because its purpose is to make a briefly sum up of the topic. (Batema, 2017) 
To summarise in a good way, there are some useful tips to keep in mind:
· Make your ideas clear
· Take notes about the topic
· Organise them 
· Link the ideas in a good way
I believe this course helped me a lot with my summarising skills too. I naturally tend to be very concise in my descriptions and topics, therefore summarising is quite easy to me. This module gave me the possibility to learn more words to use in my summaries, and applying all the techniques cited will make them even better. 















3. Time Management Skill

During this module, I have studied about several employability and academic skills. One of them is the time management ability. It is a very important skill to have, both at university and at the workplace. Learning how to manage our time is a component of the success. 
As said in a famous quote by Steve Jobs (Lee, n.d.), the most precious resource we have to take care of is our time. 
A good tip to manage time in an effective way is taking account of these important steps:
· Prioritise your activities (high, medium and low importance)
· Make a good estimation of your time requirements
· Do the most annoying task of the day first. It is better because in this way you can avoid procrastinating it.
· Make a list of the tasks of the day
· Allow time for delays or interruptions.
· Monitor your results. 
I can say that my time management is not very efficient unfortunately. I often tend to procrastinate. For example, I never do the most annoying task of the day first. I usually tend to postpone it until it is too late and there is no time to do it. This thing stresses me out a lot. For example, during the first term of this course, I procrastinated a lot to start the assignments. I made it ‘in extremis’ and this thing affected my productivity at work, because I did not have time to sleep enough and doing all the other daily tasks, due to the urgency of the assignments’ deadline. That was a clear example of how time management is important for our wellbeing in general.
To improve this skill, as advised in this module, I decided to get an agenda and trying to create my daily plan constantly. I was a bit sceptical at the beginning, I would think it was not that helpful. I could not expect the improvement I experimented. That was so easy! Sometimes small things make a big difference. I am glad I applied this simple tip to improve my time control. 
On the other hand, I am always on time when I have an appointment or an interview. At my workplace I have never had problems about that; I consider myself reliable and respectful of other people time. 






4. CV Writing
Writing and structuring a Curriculum Vitae (CV) is an important step to make ourselves employable. It is correct to define a CV as a document containing all the information about ourselves and our professional experiences.
A well-structured CV should contain the following details:
· Personal details. It is important to start the CV with all the appler’s personal information. Name, surname, email address and telephone number are the basis.
· Work experience. In this section, it is correct to add all the professional experiences had. A good advice is to start from the most recent experience to the first one. 
· Achievements. This is a good way to explain how the past experiences made the candidate suitable for that specific role and why.
· Education. In this part of the CV, it is necessary to add the educational experience of the candidate. A good tip is adding dates, grade and name of the Institute.
· Hobbies. This section is about the candidate interests. It can be relevant if his/her hobbies are functional to the role considered. (Rolfe, n.d.)
I think that creating a good CV is the key to the success. It is the summary of all our experiences and goals in life. Therefore, it is necessary to constantly update it. It is our calling card, therefore it is important to accurately preparing it and underlighting our strengths in a clever way. 




 
5. Writing a Cover Letter
It is correct to define a cover letter as an introduction to provide with a Curriculum Vitae. It is a summary of all the reasons why the candidate is suitable for the job considered. It is important to not make the mistake to repeat the same information already added on the CV in the cover letter. 
The first paragraph of this document consists in introducing yourself. It is good to add the following information in this part of the letter:
· The position considered
· How you learnt about the job
· Information about possessed requirements suitable to the position
· Your career goals, and how they can be reached in the company
The second paragraph needs to be about selling yourself. This means that it is necessary to describe how the previous professional background makes you perfectly suitable for the job role.
The third paragraph should be about how you will give a concrete contribute to all the goals you suspect the company might have.
In the fourth and final paragraph the only thing to do is informing the employer that you will love to get an interview and thanking for the time spent to read the letter.
I have to say that learning about how to write a cover letter was fundamental to me. In fact, before this course, I had no idea about how to correctly structure both a CV and a cover letter. This lack was very limiting, because it could affect my success directly. Now, thanks to this module, I know the steps to follow to introduce and sell myself to a company or an employer. 













6. Presentation and Public Speaking Skills
Having good presentation and public speaking skills is something absolutely necessary in the professional and academic context. It consists in creating a slideshow about a specific topic and being able to present in public. (Donohoe, 2020)
To create a good presentation, it is necessary to use a Microsoft programme called PowerPoint. 
To make it effective and not bothering the public, there are some essential rules to take accounting of:
· Pre-talk preparation. Indeed, it is essential to prepare yourself in advance about the topic covered. Improvising is not always a good idea. It can be challenging and stressful, that is why it is a good tip to prepare the speech in time to make sure everything will be on point. Moreover, dressing appropriately will positively affect the public.
· Handouts. Preparing some handouts of the topic could be a good idea, but it could also distract the public. For this reason, it is good to evaluate the idea but it is not essential for the presentation to be effective.
· Opening. It is important to introduce the topic and catch the audience attention. A short summary about the topic is enough.
· Speaking. About this point, it is important to speak clearly and not too fast. Moreover, it is a good tip to make some pauses to give the audience the necessary time to digest the concepts.
· Body Language. The body language is an essential part of the public speaking. Keeping eye contact with the audience is a must. In addition to this, it is important to correctly use body gestures and not to turn your back to the audience. 
· Behaviour. It is nice to show some enthusiasm, but not too much. Moreover, if you lose track of what you are saying, it is advisable to ask to the audience if they have any questions.
· Conclusion. In this last section, the best thing to do is to summarise the key concepts of the presentation.
Both in the first and second term of this course, we had the occasion to prepare a PowerPoint presentation as an assignment. It is something I particularly like, and I feel comfortable with it. I was very excited when it came to present my part of the work, and that was a totally new feeling for me. I was very nervous, but I felt proud of myself.




7. Conclusion
In conclusion, I can say this module of Academic and Employability Skills was very useful to me. I learned and improved all the important and necessary skills to succeed in my future studies and in my career. I hope my growth will be constant and massive. 
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