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Introduction


For the beginning I can start by explaining more about this module. It has helped me in many ways to expand my knowledge about academic writing. After the first 2 weeks of lessons I didn’t really have the best impression about this module, maybe because a lot of information was not new for me, I have already come across many of the thing we have been taught. 

At the middle of the course, after doing more hours and more work on academic writing I realised that I was wrong, yes most of the information was not new, but the work that I have put in helped me define my skills and improve them by a lot. 

Starting with my communications skills, of course that even before I knew how to listen to someone and communicate, but I have never gone through the whole process and analyse it in order to improve it. For example, before I did not know how to assess the most appropriate method of communication in any given situation or to communicate effectively in different or difficult situations.



The writing of a CV + cover letter

There is another skill that I have learned since secondary school, but I did not know how to make it better until this course. 
The making of an CV, how to write an appropriate cv for yourself in order to obtain the job that you want and will apply for. Before my cv used to be very basic, having just a few words about myself and my studies. 

Now I know how to make my CV as I am aiming at convincing the person who will read it (an employer) that I am not just qualified for the job, but I am someone worth for calling in for an interview. 

Also, before this course I did not even know the meaning of a cover letter, now I have a good understanding about its reason for making and how to properly write it. This letter will provide the employer for the job you have applied with an introduction about your CV, as it is always accompanying a CV. A good example for this is that the CV is the bones and the cover letter provides the linkage and the muscles. When writing up a CV you will take your style in consideration as well, but for the cover letter you will not have to do that, you will have to try to be as formal as possible as it is a business writing. In a few short sentences this paper will summarise the reasons you are suitable for the job and why did you choose to apply. Always try to combine these two so they make sense together. 

Another important thing is to talk about the improvements you can bring to the company if they hire you and give examples from last jobs. 

Reflective writing

For me this subject was quite confusing in the first week, as I thought it is more complicated than it actually is. I did not even realise that in the day to day life we use this skill and that there is a lot of room for improvement. Reflective writing is evidence of what later will be reflective thinking. 

This basically means looking back at something and analysing it from different perspectives to understand the pros and cons. For example, now towards the end of the course I can think in depth how much did I improve in all these weeks. To do this I will have to analyse my level of knowledge from back then with my level of knowledge at the present. 
What skills did this course help me improve and after analysing these facts you can say if it was a worthy experience or not. 

Also, you can understand the pro and cons much easier this way. From these ideas you can make a reflective report, this assignment is a good example as it is a reflective report for this respective module. I have to summarise my critical reflection upon this subject, to do this you have to think at all the experiences you went through and debate whether it was a good or bad experience for your personality. 



Throughout our life we have a lot of experiences, many of these are forgotten and we do not learn from them. In order to improve and become better at something, after going through an experience you will have to reflect upon it and understand all the feeling, after this make sure the learning outcome has been reached. 

Gibb’s ‘Reflective Cycle’ (1988)
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Critical Thinking

· This is the intellectually disciplined process of actively and skilfully conceptualising, applying, analysing, synthetizing, and/or evaluating information gathered. 
· It is the process of understanding information that surrounds you, as more prepared and focused you are as more information you will be able to gather in order to analyse.
· There are a few intellectual values that this is based on, some of these are – precision, accuracy, consistency, clarity, good reasons, fairness and relevance. 



Analytical thinking
· This is the process of braking down information into smaller parts in order to have a better understanding. It is a very good skill for solving problems, sort out new information and tackle difficulties with more confidence. 
· When certain issues are in need of organisation you will be able to do it, this will help you sort out data into pieces, integrate the pieces in the proper order and draw the right conclusions based on your analysis. 
· To improve this skill, you will have to always look for new information, keep your brain focused, sort out data by asking professionals or looking at evidences, get out there and expand your knowledge. 




Public Speaking

Personally this is a tough subject for me as I have never been good at this, I have always been afraid of talking on front of a group of people. No matter how much I used to prepare, or how much I used to encourage myself, always when stepping foot in front and seeing how people look at me, I would lose myself and my words. 

This has changed since we have started working on this skill at lessons. I’ve got comfortable around my colleagues very quickly as they were all nice people, but after a few weeks I have gained something new, the skill of talking in front of a group of people and present an idea. 
We have worked onto how to properly make a presentation, how to speak, what tone to use, how to make the breaks between words and how to control the audience. 

My problem used to be that I was giving the control to the audience, but now I know what to do and how to make people more interested in a subject and less bored about it. It is all about your way of communicating, your body language combined with the information you are trying to share. 
Now I know the steps that I need to follow in order to give a good presentation. 





You should always arrive early in the room and prepare for the presentation ( equipment, papers), be careful with the way you dress, show that you respect the people who came to see your presentation by taking the time to choose a nice shirt. 
Make sure that your mobile phone is either turned off or on silent mode, is very embarrassing to give a presentation and have your phone ring in the pocket disrupting everything. 

Also, another good idea is to have handouts, this will help people have a better understating upon what you are presenting as they can read it as many times as they want. This may cause disruptions, so try giving a bit of time so that people can comprehend the information and turn their attention to you. 

The way you speak is very important as well, besides the fact that you have to be formal constantly, the tone has to be at a natural rate, clear and distinct. 
Sometimes you will have to repeat critical ideas and pause between different ideas so your audience can understand what you present to them.
 Reading out loud everything you wrote on the slides is a bad idea and should be never done, you have to know each slide without reading it and know the main ideas that you need to talk about. 

The body language is a huge factor, if you keep your eyes at the audience you will show confidence but if you constantly look down or on the window you will show signs of confusion. 

Your gestures have to be natural and welcoming, know to never turn your back towards the people you’re speaking with. Try to use notes as less as possible and only to help you stay on track if possible.

Try to improve your skills about managing time as you will need it in order to give a good presentation. Towards the end of your presentation you should have a few minutes that are only for people to ask you questions. You need to be prepared for this as well, expect people to ask various questions about your subject and try to answer each one of them. Even if you do not know the answer, keep it calm and just recommend a way of figuring out the answer as you don’t know either, after all we all humans that are constantly learning. 













Paraphrasing  and Summarising

This topic used to be very confusing for me, before I used to write nearly word by word the information from internet or books on my assignments. In time, I started to improve my skill in paraphrasing as I would have more knowledge about how to proceed with the information that I find about specific subjects. 

My assignments took a different look after a few weeks on this course as I learned how to filter the information and change it into my own words. 
This module helped to understand how to properly take information from someone else and use it for your own. 


Also, every time you take information from a specific source you have to acknowledge this by providing a reference, even if you have not used the same words you have to say where did you take your ideas from, this way the source can be checked later to see if it was reliable. 

There are a few ways in which you can make sure that you have properly changed the sentence, you can use synonyms for words, you can change the order of the words or the word class. It does not matter which of these techniques you use as long as the sentence has kept the original meaning, it has a different structure, have correct spelling and grammatic. 

When summarising you have to remember a few facts, it does not matter what you summarise (text, passage, lecture), you have to make sure that you only took the main ideas making a clear and short description about the subject. The reason of summarising is to make a report about someone else’s ideas or work into your own words, always remember to make it clear and short.




Conclusion

In conclusion I can write about how I felt about this module in the first week, towards the middle of the term and the end. 
In the first week I didn’t really think it was worth it, only after a few weeks I have realised how much new information I have gathered and how much I improved my skills. 
Now, towards the end I can say that it was worth it, it has been a nice experience and also a nice environment to learn, I would recommend it to all my friends as a way to improve our academic skills
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