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Executive Summary

Academic and employability are related competencies which are required to become employed. In this regard, there rises a need to hone the personal skills that is important for getting employability. Reflection and careful personal assessment assists in realisation of the skills developed and skills that are needed to be developed. In the reflective report Gibbs reflective cycle has been utilised to analyse the negative and the positive experiences throughout the course.  Several academic activities had been conducted during and after the class.  These activities were particularly helpful in the quick assessment and the elimination of weaknesses. 
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Term 2
[bookmark: _Toc64560659]Task 2  
[bookmark: _Toc64560660]Introduction 
Reflection upon the experiences that have been acquired over the module, the assistance of the Gibbs reflective model has been taken. Academic and employability are interrelated competencies that are needed to be developed by an individual during the academic period. The Gibbs reflective cycle is very useful in providing a concrete structure to the experiences gathered during the learning processes. Description of the process, feelings, evaluation, analysis, conclusion, and ultimately the determination of an action plan is the crucial steps that have been flowed in the reflective process.  Refection of the module which focused on the development of several activities like paraphrasing, referencing, summarising, and writing the cover letter and CV has been performed in the report.  
[bookmark: _Toc64560661]Reflection on Paraphrasing
The class that was conducted which focused on the activity of paraphrasing assisted me in developing my knowledge to conduct the activity efficiently. Before I attended the class I had a basic understanding of the process involved in the paraphrasing activity. The activity of paraphrasing is essentially the task of rewriting the passage without altering the meaning of the language that had been mentioned in the original text (İlter, 2017, p.147). During the academic course which involves the referencing of several academic sources, in several instances the inability to paraphrase the original text altered the meaning of the text and got marked for plagiarism. What I liked about the discussion in the class is the breaking down of the task into the appropriate steps. Using the Gibbs Reflective cycle after the conduction of the class, I understood the steps that were involved in the task. The breakdown of the entire process into subparts was very interesting. It provided an insight into the process which was previously performed unscientifically by me. The PowerPoint presentation that focused on the starting of the sentence, usage of appropriate synonyms in accordance with the situation made the class interesting. 

Transformation of the sentence structure without changing the meaning of the sentence was the point where I faced the maximum difficulty. Throughout the class, the educator provided small examples and activities for us to solve. This assisted in maintaining the motivational levels in the online classroom. The process of breaking the sentence into smaller subdivisions or the combination of two discrete sentences into one was a new knowledge that I learned through the module. After the conclusion of the class, we were provided several activities to check our ability to paraphrase. On receiving the feedback from the teacher, I could see that I faced difficulties in maintaining the meaning of the sentence after breaking the sentence into subparts. I had asked the teacher to provide me with some more practice sets to enhance the paraphrasing abilities. After practicing the extra practice sets the difficulty to maintain the original meaning was reduced a lot. The class activities were useful to build up the time management skill along with the ability to paraphrase in the stipulated time. As paraphrasing is an important part of academic work, the knowledge gained in the aspect of proper approach towards the task was beneficial.     
[bookmark: _Toc64560662]Reflection on Referencing

Referencing is an important activity in the conduction of academic works. Referencing is an important activity in the conduction of authentic academic work. This validates the work that has been done along with providing the due credit to the author from whose work help has been taken (Mbutho and Hutchings, 2019, p.230). The class which was focused on teaching the referencing activities also focused on the importance of referencing. It helped me to understand the ethical aspect of the process. Previously, in many instances, I had avoided referencing owing to the fear that I might do it in the wrong fashion. There are several styles that are followed to execute the task of referencing.  The teacher’s approach to explaining the different approaches that are followed in different referencing styles assisted me to understand the process with further clarity. The previous class which was held on paraphrasing along with the class on referencing assisted me to develop a wholesome knowledge on the activity of referencing. 
Several referencing styles were discussed in a single class this made the activity slightly confusing in the beginning and I started to lose interest. Later when the individual referencing styles were discussed in detail I regained back my interest. Owing to the classes being held online, there were free instances when I could raise the question regarding the issues that I was facing. During the class after every referencing style activities were provided to check the progress and improvement. I had observed that in the cases of several authors which requires the mention of the term et al in italics was a point which I kept on forgetting. Additionally, several referencing formats didn’t require the term to be mentioned in italics. In adherence to the Gibbs reflective cycle, I was able to understand the mistake that I made. To rectify the mistake, I had made several sticky notes and attached them to my study table. Viewing the rules on a regular basis assisted to remember the rules of referencing.
[bookmark: _Toc64560663] 
Reflection on Summarising

The activity of summarising is essential to execute the task of representing the essential part of a topic within a limited number of words (Curtis et al. 2018, p.64). Before I attended the class which was focused on the process of writing a summary, I had prior knowledge about the topic. I had been able to successfully summarise topics that had been appreciated by my teachers. The class was focused on teaching the steps of the summarization process from the basic steps. As I was well aware of the steps I got bored in the initial half of the class. As the class progressed and the advanced aspects of summary writing like sentence remodelling and sentence compression were taught I found it to be very engaging.  During the class, online activities were provided to check the efficiency of the activity of summarisation. Taking assistance of the Gibbs reflective cycle it has been helpful to understand my standpoint and whether I needed to improve myself. After receiving the feedback on the activity I was able to analyze that I needed improvement in the efficiency to adhere to the word count while performing the task. 
In several instances, I exceeded the word count which failed to capture the essence of the paragraph as a summary.  On asking the teacher about the steps about how I could improve the mistake that I was making, I was advised to take academic books and select any random paragraph and summarise it. The online learning prevented me from gaining access to the library and choosing from a wide selection of books. Therefore I had to adhere to the online library to obtain academic journals and randomly summarise paragraphs from them.  During the class, the teacher imparted a valuable trick to decide the words and underline the essential points in the paragraph. This proved to be very helpful as it prevented the main points from being eliminated during summarising. Although I had knowledge in summary writing, by attending the class the activity gained refinement.  
[bookmark: _Toc64560664]Reflection on Curriculum vitae (CV) writing
In my opinion the attractiveness and the appeal that is implored by the CV assist an individual to gain employability. CVs are the only potential channel of a communication bridge between me and the recruiter becomes an important aspect to gain a job (Kwak, 2017, p. 56). Owing to the Covid-19 outbreak the4 physical interviews have been limited and therefore the attractiveness of the CV becomes very essential. I had minimal knowledge in the process of writing a well structured CV before attending the class. This increased my inquisitiveness towards attending the class. I had failed several job interviews owing to the inability to construct a well-structured CV. the class started with the introduction of the importance of having an attractive CV. I noted down all the points that had been discussed in the class for future reference. There were several sample files of the CV which were shown to us. This broadened my perspective and approach towards the activity. The key points that were to be kept in mind while writing the CV were presented in bullet point format. I found this to be extremely helpful as it eliminated the instances of having to go through the entire note to identify the key points. The different formats that can be applied during writing a CV were presented in the form of a sample PDF which was distributed among everyone for future reference. The teacher also assisted in understanding the key skills that had been possessed by an individual and the process to highlight them in an appropriate manner. 
[bookmark: _Toc64560665]Reflection on Cover letter writing
According to my opinion, during the session of cover letter writing various knowledge and aspects has been explored. I think individual skills and learning can be developed during the class and the communication process with other classmates can be developed. After the successful completion of the class, it can be said that individual understanding has been improved compared to the previous situation. In my perception, group performance can be developed here as well, and based on that proper skills and knowledge can automatically be developed. On the other hand, different guidelines from the teachers have helped me a lot to deal with many issues. Before this module, I did not have a proper idea about the right steps of writing a cover letter for applying for good jobs. After attending this class, I have been able to write a cover letter for attaching it to my CV. Besides that, during the outbreak of the Covid-19, we have studied online and that has created some issues as well as advantages as well. For this reason, in some cases, I have not been able to communicate effectively with my teachers when I have faced issues in cover letter writing. 
However, some issues in understanding the topics are presented and that has given me the chance of communicating with teachers. Therefore, according to my opinion, personality development along with communication skills have been developed during the sessions and that can help in delivering proper performances. The Cover letter being the preface to the job that is being applied to needs to maintain a crisp nature of the cover letter becomes essential to gain employability (BREAK, 2020, p.23). Thus, these help me to use good employment opportunities by providing a good cover letter with a CV. and in turn can help me to ensure a bright professional career in the future. 
[bookmark: _Toc64560666]Conclusion
The Gibbs reflective model has been exceptionally helpful in assessing their specific experiences that have been experienced during the learning process. The different phases provided clarity in the understanding of the specific events. The online mode of study has presented itself with several challenges which have manifested in the terms of gaining employment. In this regard, the activities that have been executed in the module were personally beneficial to rectify several mistakes and learn the processes in which the task can be refined further. The activities which involved the task of CV writing and Cover letter writing were exceptionally useful as I lacked prior knowledge in these areas. The classes were attempted to be conducted in an interesting fashion as there was a distinct lack of physical interaction owing to the current situation. The activities which were focused on paraphrasing and summary writing assisted in understanding and refinement of the academic skills.  
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