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Introduction

I am writing this report about the topics I have covered with my Lecturer in Academic and Employability skills. I have chosen to write about the following four topics, Academic Writing, Paraphrasing, Summarising Public Speaking and Presenting. My reason for choosing to write my report on these four topics is because they are the ones, I have spent most of my time learning and reading about getting knowledge and familiarizing myself with them. In the past I did not pay lots of attention to these topics but after learning more about them I have soon realised how useful it is to know and be familiar with them and how having knowledge about them will always come in helpful when looking for a job. It has been quite a struggle learning about these new subjects having to understand the skills and methods for each one, but I hope when you finish reading my report, I will have proved my understanding of them. I have found learning each topic difficult but I have gained more knowledge that I will explain and show.










Academic writing

I will start off by saying that I did not have much knowledge about this topic or at least that I did not know if there was a difference between just writing formally and writing academically, but I have learned that Academic writing is formal writing, but it has to have a structure of how the work is displayed and written. Academic Writing has to be easy to understand and contain evidence to better the readers understanding. It should sound formal but not having to use big difficult words and be easy to understand by any reader. Below I will explain what should be included when writing academically and what it is,
Planned and Focused – Shows your understanding of the subject and make sure that any questions are answered.
Structured - important information and tips put in order.
Evidenced- shows understanding of topic and proof given with references. 
Formal in tone and style –using clear sentences and words. 
In academic writing it is important to define clearly what you are talking about so the reader or audience understand you well. 
(Academic writing 2021 University of Leeds) 
www.library.leeds.ac.uk









Paraphrasing
Paraphrasing is when you write someone else work in your own words weather that’s from reading a book or some information online, you're not copying the same way the information is written just the idea in your own words. When approaching paraphrasing read through the information you will want to use and decide which information is most important for your piece of writing and change the word and grammatical format. When rewriting someone else's work, it is important to give details of where you got the information from so that the reader understand how much of your work is being paraphrased. (2021 UCL) https://www.ucl.ac.uk/ioe-writing-centre/reference-effectively-avoid-plagiarism/paraphrasing
Paraphrasing is used to deliver the same information but in a much clearer way. When paraphrasing it is important to make sure you are not plagiarising meaning you are not rewriting the same information using the same words and ideas. The main reason for paraphrasing is to show someone's work in your own words and being honest about where that idea of information came from. When approaching to paraphrase another person's work make sure you understand the information and have read through it and plan out how you will put it into your own words making sure you are being clear about the information you are providing. https://examples.yourdictionary.com/examples-of-paraphrasing.html 










Summarising
Summarising is slightly different than paraphrasing because when you are summarising some information you are writing only a short summary about the main point of information. A summary is shortening long pieces of information and putting them into your own words making them easier and clearer to understand. How to prepare when approaching to summarise information,
Reading and taking notes- make sure you read the article first underline important information that you will use.
Find different terms- find words to replace the ones used in the original text making sure you don’t change the meaning of the information.
Put the text into your own words- after reading and understanding the information practice rewriting it and putting in your own words.
Check your work- read your work going back and checking the original make sure the information is shorter and in your own words.
(Mind Tools) https://www.mindtools.com/pages/article/paraphrasing-summarizing.htm
Summarising in academic writing is an important and helpful skills to have. It is a very valuable skill to have when it comes to having to prepare for an essay and taking notes. Writing clear and concise summary show that you have gained knowledge of the work that you were reading and writing about. (2008 Queen Mary University of London)  http://aeo.sllf.qmul.ac.uk/Files/Summarizing/Summarising.html 
A summary is a shortened version of the original text giving the same information and ideas in your own shortened version. To write good summaries you have to have read and understood the original and gather information that will be clearly explained.     https://studyskillscitycollege.wordpress.com/summarising-skills/   


Public Speaking and Presenting
Public Speaking and presenting for me was very stressful at first, I was anxious and nervous about having to talk in front of a group of people that I did not know but having learned about different methods and skills on tackling this has helped me learn how to improve my speaking and presenting skills. Below I will write about different helpful tips and knowledge that I have read about.
I'll start off by saying that Public Speaking is something we do daily, but we don’t realise it as much but when it comes to having to prepare for a speech in advance is a little different because it then becomes more important and stressful. Giving a presentation can go either way good or bad it all depends on how you approach the audience and how well you planned and practiced your presentation. Having good speaking skills is important but not only when having to give a presentation but they can help with having a good career and getting a good job and even making you a more confident speaker. Some good strategies to improve your public speaking are having a plan in place, making sure you have practiced your speech and learn to engage with your audience. Body Language and positive thinking is also important this will help you communicate more with your audience and having a clear head and not worrying too much. The more you practice speaking publicly the more you will boost your confidence and become a better public speaker. (Mind tools) https://www.mindtools.com/CommSkll/PublicSpeaking.htm 
Public speaking is great skill to have as some jobs need candidates to have this skill and be able to speak to a group of people. Public speaking is being able to speak and communicate with groups of people and being capable of engaging with them and keeping them engaged at the same time. When a good speech is given, it ensures the point and message has been understood and sent across to the audience. When speaking and presenting work to a group of people the tone of your voice and body language helps your presentation become more clearer and better understood. Make sure you are well prepared with your presentation and are prepared to answer any questions that may be asked by the audience. (Balance Career) https://www.thebalancecareers.com/public-speaking-skills-with-examples-2059697 
 



Conclusion
I have above written about a few topics that I have learned about they have all become very important to me when doing my research for writing this report. I have learned about different kinds of skills required for each specific topic and gained more knowledge about each one. I have written my report about academic writing, about how an academically written report needs to be clear and simple, I have written about paraphrasing and summarising about how they are similar yet different. I have written about public speaking and presenting about how to improve public speaking and better you're presenting, and speaking can boost your confidence. Whilst writing this report I have also gained more knowledge about how to better myself and expand my knowledge more in the above topics. I hope that in future I will look back and realise how much I have learned and be proud of myself for bettering myself and my knowledge. I acknowledge how each skill is equally important when looking to expand my career. I hope that after reading my report I have showed my understanding of all above topics.
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