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Th is  r epor t  w i l l  d r aw  our  a t t en t ion  t o  t he  need  fo r  ac adem ic  and  

em p loyab i l i t y  sk i l l s  t ha t  eac h  pe rson  us es  mo re  o r  l ess  i n  t he i r  da i l y  l i ves  

o r  i n  t he  work  env i r onment .  These  s k i l l s  a re  f undamenta l  and  im por t an t  in  

t he  f i e l d  o f  wor k .  They  a re  impor tan t  no t  on ly  f o r  ou r  p ro fess iona l  l i f e ,  bu t  

a l so  f o r  ou r  pe rsona l  l i f e .  Becaus e  w i t h  t he  ac qu is i t i on  o f  t hes e  sk i l l s  we  

au tom at i ca l l y  beg in  t o  m ak e  be t te r  dec i s i ons  pe r sona l l y ,  when  we  

s ummar iz e ,  c ompare  and  re f l ec t ,  gu ided  by  ou r  academ ic  know ledge .  W hen  

we  c ompare  t he  s t reng t hs  and  weaknes ses ,  we  w i l l  s ummar i ze  and  d r aw 

c on c lus ions  t ha t  w i l l  he lp  ou r  s ucc es s fu l  deve lopment .  There f o re ,  t h i s  

wou ld  g i ve  us  a  good  oppor tun i t y  t o  be  p repar ed  f o r  ou r  f u t u re  bus iness  

and  ou r  con f idenc e  to  t ak e  i t  i n to  ou r  own  hands  

  

 

 

Academic  Wr i t i ng  

 

Academ ic  wr i t i ng  sharpens  s t uden ts '  m inds ,  t e ac hes  them how to  

c ommun ica t e ,  and  expands  t he i r  t h i nk i ng  ab i l i t i es  and  ab i l i t y  t o  

c ompr ehend  o t he rs .  Ever y  s t uden t  dese rves  t o  be  a  s t rong  t h inke r ,  and  

w r i t i ng  i s  a  f o rm o f  t hough t .  An  ac adem ic  ess ay ,  acc ord ing  t o  t he  

Un iv e rs i t y  o f  Wa les ,  i s  a  s t ruc tu r ed  p iece  o f  wr i t t en  Eng l i s h  t ha t  d i s cus ses  

a  spec i f i c  t op ic  and  p roduces  an  answer  t h rough  read ing  s tudy .  The  

pu rpos es  in  ac adem ic  wr i t i ng  a re  t o  pe rsuade ,  ana ly ze / sy n thes iz e ,  and  

i n f o rm.  I  l ea rned  i n  c l ass  t ha t  an  academ ic  es say  res ponds  to  a  ques t i on  by  

f o rm ing  an  a rgument  abou t  t he  sub jec t .  An  academ ic  a rgum ent  i s  a  p i ec e  

o f  wr i t i ng  t ha t  p r esen ts  a  po in t  o f  v iew  on  a  s ub j ec t  and  bac ks  i t  up  w i t h  

f ac t s .  W e a r e  ex pec t ed  t o  exp r ess  ou r  op in i ons  on  t he  sub j ec t ,  bac ked  up  

by  f ac t s .  Read ing  a r ound  the  s ub j ec t  p r o v ides  t he  p r oo f  us ed  t o  

s ubs tan t i a te  c la ims .  We were  unab le  t o  com pos e  academic a l l y .  

 

•  Academ ic  es say  wr i t i ng  

 To  wr i t e  an  ac adem ic  ess ay  we  m us t  f o l l ow t he  f o l l ow ing  s teps  –  

1 .  To  r ead  and unders tand the  quest ion .  

Sev era l  ques t ions  wh ic h  we  hav e  to  look  on .  

W hat  do  I  expec t  f r om m y  tu to r ?   

W hat  i s  t he  bes t  f o rmat  t o  use :  a  s tudy  o r  an  essay?  I s  t he re  an  op t i on  f o r  

me ,  o r  i s  i t  s pe l led  ou t  in  any  gu idance  no t es  I  hav e  rece i v ed?  

W hat  exac t l y  i s  t he  ques t ion  pos ing?  

I s  t he  a im  to  educa te ,  ana lys e ,  o r  sugges t  –  o r  any th ing  e l se  en t i r e l y?  

I s  t he r e  a  m in im um or  m ax imum leng th?  



 
I s  t he r e  any  gu idanc e  abou t  how t o  d iv i de  t he  wor d  c oun t  be t ween  

s ec t ions ?  

I s  a  f o rm a l  t one  ( ‘ i t  c ou ld  be  a r gued . . . ' )  o r  a  mor e  pe rs ona l  t one  ( ‘ I  

be l ie ve . . . ' )  r equ i r ed?  

2 .  Creat ive ly  use  your  br a in  on  t he  t op i c .  

3 .  Take  notes  dur i ng  the  top ic .  

4 .  Le t ' s  p l an  t he  essay .  

5 .  Essay  wr i t ing ,  inc lud ing  in f orm at ion  and ideas  f r om your  

sources  ( cor r ect l y  ind ica ted)  

6 .  And befor e  sending  t he  essay ,  cor r ec t  for  mi s takes  and ed i t  

accor d ing  to  r equi r ements .  

 

Academ ic  wr i t i ng  he lps  me deve lop  my  ana ly t i c a l  sk i l l s  and  s e l f - ex p ress ion  

wh i le  a ls o  c lea r ing  my  m ind  in  my  ev ery day  l i f e .  I ' l l  deve lop  my  o ra t o ry  

s k i l l s  and  be  ab le  t o  share  my  pos ts  w i t h  a  w ide r  aud ience .  Wr i t i ng  c us t om 

a r t i c les  a l lows  me to  supp lement  m y  incom e.   

 

 

 

Par aphras ing  

 

Par aphras ing  i s  t he  p rocess  o f  pu t t i ng  ano the r  pe rs on ' s  t hough t s  in to  ou r  

own  te rms .  W hen  we  us e  the  work  o f  o the rs  t o  j us t i f y  ou r  own  po in t  o f  

v i ew,  we  can  use  pa raphras ing .  When  paraphr as ing ,  we  mus t  mod i f y  t he  

t e rm s  and  f o rm wh i l e  m a in ta i n ing  t he  mean ing .  And  f rom the  c our se  

l ess ons  I  l ea r n t  t ha t  i t ' s  a l so  impor tan t  t o  no t e  t ha t  when  we  par aphras e  

s omeone ' s  wor k ,  we  m us t  c r ed i t  t hem w i th  a  r e fe r ence .  Ou r  l ec t u re r  t o l d  us  

t ha t  when  we  par aphrase ,  we  do  no t  c opy .  We use  ou r  wor ds  t o  s imp ly  t ake  

t he  idea  f r om work .  

 

•  Par aphras ing  Techniques  

 

1 .  Us ing  s ynonym s   

Оur  speak er  no ted  t ha t  s i t es  t ha t  g i v e  us  easy  ac ces s  t o  s ynonym s can  be  

used  i t  cou ld  he lps  us .  

2 .  Chang ing  word  c l as s  (and  mak ing  any  o t he r  necessar y  changes )   

3 .  Chang ing  word  o rde r  (and  mak ing  any  o t he r  necessar y  changes )  



 
 

•  Exampl e  o f  Par aphras ing  

Or ig i na l  pas sage :  

The  l i b ra r y  a t  S tephen  F .  Aus t i n  i s  home t o  t he  AARC,  wh i ch  p rov ides  

t u t o r ing  t o  s tuden ts  i n  t he  f i e lds  o f  ma t h ,  bus ines s ,  sc i ence ,  l i be ra l  a r t s ,  

and  wr i t i ng .  Th rough  t he  AARC,  s t uden t s  c an  use  week l y  one - on - one  

s ess ions ,  wa lk - in  as s is tanc e ,  and  on l ine  ess ay  rev is ions .  Th is  t u to r ing  i s  

f r ee  o f  cha rge  to  a l l  c u r ren t  s tuden ts .  

Par aphras ing :  

S tuden ts  a t  S tephen  F .  Aus t i n  w i l l  v i s i t  t he  AARC fo r  f r ee  t u t o r ing  in  mos t  

ma j o r  s ub jec t s ,  bo th  i n  pe rs on  and  on l i ne ,  accor d ing  t o  t he i r  webs i t e  

( C i t a t ion  o f  o r ig ina l  s ou r ce ) .  

 

W ha tever  m e thod  we  use ,  we  mus t  r emem ber  t ha t  ou r  s en t ences  requ i re :  

ma in ta i n  t he  o r ig i na l ' s  de f i n i t i on  bu t  w i t h  a  d i f f e r en t  s t ruc tu r e .  To  be  

g rammat ic a l l y  c o r rec t ,  y ou  mus t  us e  the  p r oper  s pe l l i ng .  The  im por t anc e  o f  

pa raphr as ing  i s  t ha t  i t  demons t ra t es  t ha t  we  unders t and  the  s our ce  we l l  

enough  to  wr i t e  i t  i n  ou r  own  t e rms .  I t  i s  impor tan t  bec aus e  i t  demons t ra t es  

t o  us  and  ou r  reade r  t ha t  we  have  su f f i c i en t l y  compr ehended  the  s our ce  t o  

w r i t e  i t  i n  ou r  own  te rm s .  When  la r ge  o r  com p l i ca t ed  quan t i t i es  o f  

i n f o rmat i on  need  to  be  addr es sed  o r  comm un ic a ted  w i t h  a  g roup  o f  peop le  

who  can  fo l l ow t he  des c r ip t ion ,  o r  when  t he  commun ic a t i on  o f  t h i s  

i n f o rmat i on  needs  to  be  s imp l i f i ed  f o r  s ome pur pos e ,  pa raphr as ing  c an  be  

v e ry  use f u l  and  t he r e fo re  necessar y .  W hen  com p l i ca t ed  k now ledge  needs  

to  be  condens ed  f o r  a  g roup  o f  peop le  w i t h  f ewer  spec ia l i s ed  backgr ounds ,  

pa raphr as ing  may  be  he lp f u l .  W hen  com p l i ca t ed  know ledge  needs  to  be  

c ondens ed  f o r  a  g roup  o f  peop le  w i t h  a  l ess  t ec h n ic a l  bac kgr ound  who  

need  o r  wan t  t o  unders t and  the  t op i c ,  pa raphr as ing  w i l l  be  he lp f u l .  The  

ab i l i t y  t o  pa r aphras e  i s  a  va luab le  s k i l l  f o r  any  pe r son .  I n  pa r aphras ing ,  a  

w r i t e r  has  t o  c hoose  a  d i f f e ren t  sen tence  s t ruc t u re  and  us e  o f  wor ds  be f o re  

w r i t i ng  i t  down.  I t  a l s o  re f l ec t s  t he  impo r tance  o f  pa raphras ing  t ha t  a  wr i t e r  

needs  t o  have  a  good  unders t and ing  o f  t he  wor ds ,  t he i r  sy nonyms and  

an tonyms t oo .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Summ ar is i ng  

 

 

 

I n  ac ademic  wr i t i ng ,  s ummar is i ng  i s  a  nec ess ary  sk i l l .  I t  a l l ows  y ou  to  

ex t rac t  t he  mos t  impor tan t  po in t s  f r om a  t ex t  and  rewr i t e  t hem in  y our  own  

wor ds ,  in  a  c ondens ed  ve rs i on .  W hen  i t  c omes  t o  t ak i ng  no tes  and  

r esearc h ing  f o r  an  ess ay ,  s uc h  ab i l i t i es  a re  i nva luab le .  Wr i t i ng  a  good  

s ummary  shows  tha t  we  have  f u l l y  c ompr ehended  the  t ex t  we  a re  r ead ing .  

W hen  i t ' s  necess ary  t o  c ondense  l a rge  amoun t s  o f  t ex t  o r  o t he r  da t a .  Our  

l e c tu r e  ex p la i ned  tha t  t he  ma in  i deas  o f  t he  en t i r e  t ex t  ( o r  a  la r ge  po r t i on  

o f  i t )  a re  t hus  re fo rmu la ted  and  c ondensed  when  s ummar i s i ng .  And  she  

a l so  s a id  t ha t  w e  may  be  asked  to  summar i se  a  t ex t book  o r  a r t i c l e ,  and  

s cho la r l y  a r t i c les  may  inc l ude  summar ies  o f  p r ev ious  researc h  t o  in t r oduce  

the  new res ear ch .   

Summ ar is i ng  Step  by  Step  

1 .  Read  

W e mus t  c a re f u l l y  read  t he  t ex t  we  w ish  t o  s ummar is e  i n  o rde r  t o  ens ure  

t ha t  we  c ompr ehend  i t s  con ten ts  and  the  au tho r ' s  po in t .  W e may  need  t o  

make  no t es  o r  unde r l i ne  t he  mos t  re levan t  pass ages  i f  t he  t ex t  i s  l eng t hy .  

2 .  Wr i t e   

I f  t he  doc ument  i s  leng t hy ,  m ake  a  l i s t  o f  t he  key  po in t s .  I f  t he  t ex t  i s  

d i v ided  in t o  pa r t s  o r  c hap te r s ,  we  may  wan t  t o  c oncen t ra te  ou r  ov e rv iew on  

tha t  s t r uc t u re .  Then ,  f r om memor y ,  wr i t e  a  s ummary  o f  each  sec t i on .  

3 .  Check  

To ens ure  t ha t  ou r  ou t l i ne  cap tu r es  t he  m ean ing  o f  t he  sourc e  t ex t ,  we  

mus t  equa te  t he  d raugh t  t o  t he  source  t ex t .  

4 .  Rev ise  

Cons ide r  quo t i ng  t hos e  pass ages  i f  ou r  t ex t  i s  t oo  c los e  t o  t he  source  t ex t .  

W e mus t  a l so  r emember  t ha t  t he  quo te  m us t  be  l i t e r a l ,  i . e .  t he  sourc e  t ex t  

mus t  be  shown exac t l y .  

5 .  G ive  re f er e nce  

I t ' s  impor tan t  t o  r emem ber  t ha t  p roper  c i t a t ions ,  quo t es ,  and  pa r aphrases  

a re  a l l  r equ i red  i n  t he  s ummar ies .  

W h i l e  s ummar is ing  i s  a  good  way  to  qu i ck ly  p resen t  t he  c on t en t  o f  a  r epor t ,  

h ypo thes is ,  i n te rv iew,  o r  o t he r  s our ce ,  i t  i s  impor tan t  t o  r emember  t ha t  a  

pu re  desc r ip t i on  can  on l y  summ ar ise  a  s our ce  w i t hou t  p rov id ing  new 

de ta i l s  o r  ideas .  The  summary  i s  used  to  p rov ide  a  qu ic k  ove r v iew o f  wha t  



 
has  been  sa id  i n  p rev ious  books ,  b l ogs ,  and  s o  on .  As  a  r esu l t ,  un less  

o t he r w is e  s pec i f i ed  in  an  ass ignm ent ,  an  academ ic  ess ay  c anno t .  As  a  

r esu l t ,  un less  o the r w ise  spec i f i ed  in  t he  t ask ,  an  academ ic  ess ay  c anno t  

c ons is t  s o le ly  o f  summar ies  o f  p rev ious  r es earc h .  Wr i t i ng  a  summar y  i s  

bene f i c ia l  because  y ou  a re  ana lys i ng  and  r ev iew ing  k now le dge  as  we l l  as  

c r ea t i ng  mem or ies  o f  wha t  y ou  have  read  o r  lea rned  wh i le  de f i n ing  wha t  i s  

s i gn i f i c an t .  W hen  you  need  to  p roduce  a  new t ex t  t ha t  i nc l udes  re -

p res en t i ng  o the rs '  t hough t s ,  hav ing  a  r e l i ab le  and  b r i e f  r eco r d  o f  wha t  we  

hav e  read  o r  lea rned  i s  a l so  a  v a luab le  source  o f  ' d i ges ted '  ma t e r ia l .  

 

 

Ref erenc i ng  

 

W e mus t  c r ed i t  ou r  o r i g ina l  sou rc e  o r  s our ces  i f  we  us e  som eone  e lse ' s  

wor k .  Re fe r enc ing  means  ac know ledg ing  where  we  go t  ou r  i n fo rm at ion  

f rom:  

•  i n  t he  body  o f  your  wor k  ( i n - t ex t  r e f e renc ing  o r  c i t a t i on  )  AND 

•  l i n k i ng  your  c i t a t i ons  t o  your  l i s t  o f  wo rks  c i t ed  ( a lso  r e fe rence  

l i s t  o r  b ib l i og r aphy ) .  See  the  g lossa ry  f o r  t he  f u l l  ex p lana t i on  o f  

t hes e  te rms  and  the  r e fe r enc ing  s t y l e  gu ides  f o r  s t y l i s t i c  

i n f o rmat i on .  

•  Ma t e r ia l  wh ic h  y ou  mus t  ac know ledge  i nc ludes  bu t  i s  no t  l im i t ed  

t o :  

•  e xac t  words  (wr i t t en  o r  s poken)  *No te  t ha t  exac t  words  mus t  be  

p l ac ed  in  quo ta t i on  mar ks  o r  i nden t ed  depend ing  on  the  

r e fe renc ing  s t y le  you  use .  See  re f e rence  s t y le  gu ides  f o r  

de ta i l s  

•  s ummar is ed  o r  pa raphr as ed  t ex t  

•  da ta  

•  image s  (g r aph ,  t ab les ,  v ideo ,  m u l t im ed ia  e t c )  

•  p i c tu r es  o r  i l l us t ra t i ons  

•  i deas  o r  c oncep ts  

•  t heor i es  

•  op in i on  o r  ana ly s i s  

•  mus ic  o r  o the r  pe r fo rmance  med ia  

•  c ompute r  c ode  

•  des igns ,  d raw ings  o r  p lans  

Ther e  a r e  s ev era l  d i f f e ren t  s t y l es  o f  re f e renc ing :  

-  APA,  MLA,  Oxf or d ,  Har var d ,  Chi cago  

I  w i l l  f oc us  on  Harva rd  re f e renc es  becaus e  ou r  lec t u re r  t o l d  us  t ha t  we  

need  them.  When  us ing  a  re f e rence  t o  Har va r d ,  we  p lace  the  c i t a t i on  on  

t he  s our ce  immed ia t e ly  a f t e r  t he  c i t a t i on ,  re f e r r ing  d i rec t l y  t o  t he  l i s t  o f  

r e fe renc es .  Because  t he  c i t a t ion  i s  in se r ted  i n to  t he  ac tua l  t ex t ,  t h i s  i s  

o f t en  known as  a  quo ta t i on  i n  pa ren theses  and  on ly  shor t  f o rm s  a r e  us ed  

( Au t ho r  Year :  Page  Num ber ) .  

The  f undam ent a ls  o f  an  encyc lopaed ia  o r  d i c t i onary  en t r y ' s  Re fe r ence  L i s t :  

1 .  Au t ho r  o r  au tho rs .  The  su r nam e i s  f o l l owed  by  f i r s t  i n i t i a l s .  

2 .  Year .  

3 .  T i t l e  o f  enc yc loped ia  o r  d i c t i onary  en t r y .  

4 .  T i t l e  o f  enc yc loped ia  o r  d i c t i onary  ( i n  i t a l i c s ) .  

5 .  Pub l i she r .  

6 .  P lac e  o f  pub l i ca t i on  
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Acc ura t e  and  adequa te  r e fe r enc ing  wou ld  ass i s t  us  i n  av o id i ng  p l ag ia r i sm 

c har ges .  Ther e  a r e ,  howev er ,  add i t i ona l  compe l l i ng  f ac t o rs  t o  s how good  

academ ic  p rac t i se  in  a l l  o f  ou r  c our sewor k  and  academ ic  endeavours ,  

i n c lud ing  ex ams.   

Re f e renc ing  ens ures  t ha t  ou r  c la ims  c an  be  backed  u p  by  p r oo f .  

•  W e w i l l  be  ab le  t o  use  ou r  own  s our ces  f o r  f u tu r e  ana lys i s  

•  Our  wo rk  w i l l  be  mo re  c ompe l l i ng  becaus e  ou r  reader  w i l l  be  ab le  t o  

l o ca t e  ou r  sourc es .   

•  Our  p ro f ess or  w i l l  be  ab le  t o  see  how much  r ead ing  we ' ve  done  and  

whe ther  we  c omp le te l y  com prehe nd  t he  m ate r i a l .   

•  Our  wo rk  w i l l  r ep r es en t  an t i c i pa t ed  academ ic  va lues  and  good  

academ ic  p rac t i se .  

F rom the  above  d i sc uss ion ,  i t  c an  be  c onc luded  t ha t  a l l  o f  t hese  sk i l l s  a r e  

ex t rem e ly  s ucc ess fu l  and  nec ess ary  in  a  pe rs on ' s  l i f e  in  o r de r  t o  ach ieve  

the i r  goa ls  and  ob jec t i ves .  To  mak e  a  pe rs on ' s  l i f e  muc h  mor e  mean ing fu l  

and  success f u l ,  dev e lopment  sk i l l s  mus t  be  improved .  A l l  o f  t hese  s k i l l s  

w i l l  a l l ow me to  hav e  a  good  ca r eer  in  l i f e  as  we l l  a s  ex ce l  ac ademica l l y .  I t  

i s  impor tan t  t o  conc en t r a te  on  p ro f ess iona l  g rowth  p rac t i s e  in  o rde r  t o  

ma in ta i n  ongo ing  lea rn ing  i n  o r de r  t o  enhance  sk i l l s  and  ab i l i t i es .  As  a  

r esu l t ,  i t  c an  be  s a id  t ha t  one  mus t  p rac t i se  deve lopment  s k i l l s  i n  o r de r  t o  

impr ov e  s t reng t h  and  engr av e  mor e  oppor t un i t i es  in  one ' s  l i f e .  W i t h  t he  

dev e lopment  o f  t hes e  4  t op ic s ,  we  expand  our  i n te l le c tua l  s k i l l s ,  wh ich  

g i ves  us  t he  oppor tun i t y  t o  l ead  a  succ ess f u l  c ommun ica t ion .  And  f i r s t  o f  

a l l ,  t h i s  dev e lopm ent  p ro v ides  us  w i t h  g r ea t  oppor t un i t i es  p ro f ess iona l l y  
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