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Reflection is a strategic process that allows an individual to learn academically over the past experiences that an individual has (Reynolds, 2017). It is essential to understand the reflection process as it enables the scope of action plans to be undertaken that helps in elevated performance and development to be procured in the future. In this research, focus should be given towards three academic skills that will include time management, paraphrasing and summarisation and two employability skills that will include CV and Cover letter writing, as the chosen areas of topic. All of these four aspects will be investigated in order to understand and evaluate the methods through which growth has taken place for saving time, lighting better, analysing information at a higher capacity.
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Description 
CV and Cover letter writing is the process through which an individual is able to synthesise formal education information in a systematic manner through which synthesis of information allows the scope of better deductions to be made and of point of view to be created (Singer, 2016). This is a strategy that facilitate in being able to create a methodology that aids in understanding the point of view of several different types of scholars and helping in evaluating what type of point of views can be generated which are genuine and original in nature. Time management is a strategy that facilitate in managing and saving the amount of time that an individual possesses throughout his date through of routine. Unless an individual is able to save time, it is not possible for the person to be able to create an effective window through which productivity and quality oriented outcomes can be obtained effectively. 
Paraphrasing a strategy that has allowed the scope of understanding during the academic classes that it is important to put forward ideas in my own words as it signifies that I have learned information in my own thinking. Paraphrasing the systematic strategy through which information is been around in of effective manner which still makes sense. Summarisation is the process that has allowed me to understand that breaking down information into the least amount of words possible emphasises the fact that understanding of the concept has been enabled at high capacity. This has made me understood that it is easier for learning to be enhanced when information can be shrunk down into the least amount of words possible (Hagaman et al., 2016).
Feelings 
In my experience of learning about different types of abilities, I have been able to enhance my learning and understand the ways in which different types of skills have made me feel different. For instance, in the case of CV and Cover letter learning and writing, I have been able to understand that being able to write effectively is one of the most efficient strategies through which critical thinking and be developed. I have felt very happy that my thinking process has become sharper and I am able to take decisions much more easily. Owing to this, said an immense level of joy in being able to understand that I have developed. 
In a similar sense, when it comes to time management, once I understood that if I was adhering to different types of schedules, my capability to save the amount of time when it comes to learning, interacting with others would enhance, I feel that I would have implemented the strategy much earlier in my life. However, I feel that due to the lack of guidance that I have received from my peers and my parents, I was not able to understand that creating a good schedule would have such a large impact on my day-to-day life (Meiring, 2017). 
Paraphrasing I feel that is one of the best that strategies through which an individual has the capability of learning effectively. Since an individual is forced to break down a sentence and an idea in an effective manner, he is forced to make the best out of the idea in the most convenient way possible through which examples can be generated for an idea and lesson as well. This directly enables me to feel that I have been able to enhance my learning capacity and help me to gain much more knowledge (Witteveen and Andrews, 2019). 
I have been extremely joyous in understanding that paraphrasing has such a power within it. Summarisation of any topic or lesson has an immense level of power within it through which, it is very effective for there to be presenting a small set of paragraphs writing through which a large amount of data is conveyed effectively. Through summarisation I have been able to create different types of as abstracts and executive summaries through which I have felt an immense level of joy when conveying my thoughts to other individuals.
Evaluation 
Through an evaluation of CV and Cover letter learning, I have been able to understand that when engaging with different types of books and journals, I need to focus upon sources that have a high level of reputation to them. This has allowed me to be able to engage with books that are peer-reviewed and have much higher level of renown attached to them. Moreover, I am putting emphasis upon learning from different types of books that have a high margin of research present in them. I am able to understand that research is present by evaluating the references being used and how authentic they are in presenting any information effectively (Lekner, 2016). 
However, CV and Cover letter writing is extremely tedious in nature and requires a lot of focus which I feel that is one of the biggest obstacles for the endeavour as well. However I feel that once an individual has an immense level of dedication and focus, a wide range of things can be learned from this form of studying effectively. This has allowed me to be able to engage with different types of authors effectively without even having to meet them in person. Time management has been of crucial aspect in my entire learning as it has provided the positive aspect of being able to manage my own time effectively over other individuals that are present in the University. 
The disadvantage of time management is that it requires a lot of planning and foresight to be able to become much more effective. A wide variety of strategies are present that can help in time management goals to be achieved. One of the best methods through which I have been able to understand that can help in time management is creating schedules and routines. I have been able to expose myself to different types of schedules and time management applications through which it has been easier for there to be saving time at a higher capacity enabled.
Paraphrasing to evaluation I can understand is one of the best strategies that helps me to present my thoughts in an effective manner and understand the ways in which I can synthesise information much more appropriately. Through paraphrasing, I have been able to learn the importance of creating original and genuine paper that has allowed me to be able to think much more for my own mind and generate ideas and think about all of the lessons that are being shared. The downside of paraphrasing is that it can become tedious at times and if I am paraphrasing an author that is repeating the ideas consistently, it does not aid me in learning any new lessons as it is wasting my time on the contrary (Lewis et al., 2020). 
Therefore, I feel that paraphrasing is only an effective means of learning at the time when I am conducting reviews and asking others about what they feel about the book and how it might be useful for my study as well. Summarisation through evaluation it can be understood is an effective method of breaking down information to which whole idea so that I can present those information in the least amount of words possible. This has allowed me to connect with my tutors and peers in an effective manner through which I have been much more effective in verbal and written communication effectively. However, it requires a huge amount of focus and a comprehensive viewpoint that can take a high level of competency achieved (Chang, 2019).
Conclusions 
In conclusion it can be illustrated that all of the four areas that have been discussed through my experiences above have led me towards understanding different types of techniques for all of the subjects that have been detailed. For instance, in the case of CV and Cover letter writing, I have learned the way of clarity and correctness through which I am able to anticipate different types of thoughts I'm going to have an formulate a method through which I can underpin those thoughts accurately so that vividness is maintained. 
In CV and Cover letter writing, I have also learned that having a formal tone and utilising no form of shortcuts is an effective method through which authority can be covered over the type of information I am conveying. This allows the scope of being able to have respect in the eyes of the reader that directly allows more information to be read by them much more effectively. For paraphrasing, I have come to understand that I need to focus upon rearranging the sentence by jumping up all of the keywords that are taking place and put them in a formation through which the most amount of sense is being made. This technique has allowed me to understand the way in which information can be presented in a unique manner with of better voice of clarity. 
In time management, I have been able to learn the technique of time boxing owing to which, I have been able to underpin different types of activities that I need to achieve over the entire day (Kirillov et al., 2015). Finally, in the case of summarisation, I have practised and utilise précis writing technique owing to which, I have given myself limited number of words that I need to put into action in order to condense all of the information that I have learned. This has allowed me to crystallise my thoughts much more appropriately and make them much more fortified when it comes to conveying information to a wide range of individuals through writing.
Action Plan
In order to develop my time management skills further, I feel that it is necessary for me to focus upon utilising a planner through which I will be able to detain my entire learning process in the coming months and weeks appropriately and evaluating what type of goals and objectives I have in the future. This will help me to be able to focus upon different types of strategies through which it would be easier for there to be an entire viewpoint of all of the activities I will reach in the coming months and how I can address them appropriately as per different circumstances (Helms, 2021). 
In a similar vein, in order to develop my CV and Cover letter writing skills, I feel that it is necessary for me to be able to focus upon learning from different types of journals and books through which I will be able to inculcate CV and Cover letter writing skills from various types of authors who have been able to absorb the experience in the field. I will put emphasis upon utilising much more formal words in my vocabulary and learning about different types of strategies through which I can incorporate them in my everyday speaking and writing. In the context of paraphrasing, I feel that I need to focus more upon shortening the amount alphabets and words that are used so that the length of the new sentences being formed does not extend very much. I feel that this is necessary for summarisation as well as this will enable me the scope of conveying information the most effective manner possible (Cottrell, 2017).
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Through this presented study, a wide range of aspects has been detailed to my own reflection of the past incidents that have taken place. In this analysis, I have taken into consideration for different aspect that includes of CV and Cover letter writing, paraphrasing, summarisation, and time management aspects. In all of these areas, I have put emphasis upon being able to evaluate all of the different types of methods through which it has been easier for there to be learning enabled and for me to understand all of the methods through which growth oriented activities can be achieved by focusing upon the number of words being utilised the type of reading I should indulge in and the scheduling and routing creation strategies that I should focus upon in order to manage my time at a higher capacity. 
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