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Report  

1 Introduction
The purpose of this report is the reflect on the four different topics we have learnt in classes.
In this module we have learn about paraphrasing, CV writing, cover letter and public presentation, Gibbs mode of reflection will be use in this report.
2 DESCRIPTIONS
2.1 Cover letters 
A cover letter is an additional document alongside the CV. This gives you a chance to talk more about yourself to an employer by explaining why you are the best candidate for the post need, it is given opportunities to sell your application and shows the skills you have. It is necessary to write a cover letter along with your CV as a personal introduction for yourself. 
There are four types of cover letter: 
The first type is the prospecting cover letter when applying to a specific company. After some research you find yourself in an advantageous position by having the skills required in that company. 
The second type is the application cover letter. It is when you apply through an agent but that depends on the agent role if they are concerned about a cover letter.
The third type is the networking cover letter when applying for a job through a social media platform. 
The fourth type is a referral cover letter; when you were referred by someone then you must mention the name of the person who referred you to that specific company. In this case you have a better chance if they know each other (Anon., 2018).
2.2 CV writing 
 A CV is an Abbreviated word, which stands for Curriculum Vitae which is a Latin word. It is a document which permits you to put together your education, knowledge, and experience so you can be the potential candidate for the required job. We have learnt that having a good CV will give you a better opportunity for the position you are looking for as well as having a good, conducted cover letter. (Arkley, 2020) 
There are three types of CV: 
The first type is the functional CV you need to talk about your academic qualification and what skills you have.
The second type is the chronological CV. You must start by describing yourself and explain your target. Many candidates use this type of CV.
The third type is the combined CV you will mix up the two (function & chronological CV). In this one you start with the description followed by a bit of your skills then will add what achievement you have, your competence etc... (1)
2.3 paraphrasing
Paraphrasing is rephrasing a text without changing its meaning, this proves that you as an individual have understood what you are reading, when explaining it in your vocabulary to show your better understanding. Paraphrasing is especially useful because you are using someone's idea to support your own view, but you must keep the same meaning because you must provide reference. There are five reasons why students have been asked to paraphrase is; To have a good mind, to strengthen the reason, look after reason, for self-confidence, to provide excellent communication. 
2.4 public presentation
 A speech to inform, motivate or inspire audience by demonstration, we did watch some video about the presentation its explain how to prepare yourself for the presentation to be more creative , ambitious you have to talk only about what is essential , avoid long speech and be more active and attractive so the audience can listen to you, give time to the audience to ask some question but not all the question must be answer, you need also to make eye contact with the audience. 
3 FEELINGS  
My feelings towards a Cover letter by learning how to write a cover letter and what you must put on it. That gives me motivation and inspires me to gain more skills to have more knowledge that will make me a better version of myself. A cover letter is especially inspiring when we have to watch some video about how we must write a good cover letter. 
My feelings towards CV writing Must provide all the knowledge and skills gained on your academic studies. This topic shows that a good CV must have a good qualification and good presentation that will put you in an acceptable position to be accepted within the company (Arkley, 2020).
3.3 paraphrasing 
Learning about paraphrasing was a bit difficult as English is not my first language and changing another person idea was heavy for me even when we have to watch videos on how to paraphrase that was quite difficult for me to understand then I found a way to allow myself to comprehend paraphrase by always find the meaning or synonyms of the word through a thesaurus even if it takes time, the job will be done. 
3.4 public speaking presentation 
Been a presenter was stressful for me because of lack of confidence, I cannot really speak fluent English that makes it like a barrier for me even when my lecturer says it was fine, but I must aim to be better vocally and through my body language. 
4 EVALUATIONS 
It has been a great journey following this module which is the employability skills it makes me more capable of doing stuff in better way, but more participation is needed to achieve a better goal. My strength in this module was good team working.
 my weakness in the module was time management
 what I could do better for my future modules will be more writing and be more concentration
5 ANALYSES
5.1 Cover letter
It is important when sending your CV, you must attach you cover letter with it to help companies know further details about you, in our day many companies they do not at what education you have but what you can provide to improve the company to make the business fruitful. 
5.2 CV writing
Make you CV to be attractive by the professional agent for better opportunity among the big industry, there so many of them
5.3 Paraphrasing
Learning about paraphrasing give more knowledge it is as give a power to enter someone idea to get involve and make it my own.
My own explanation in of another person idea is a great sense of understanding and it give me a trust ability
5.4 public speaking
Speaking in public will never be my cup of tea, I do not know if one day I can be capable of speaking before the audience
6 ACTION PLAN 
6.1 Cover letter
Improving the vocabulary will help to be more specific on what to say and how present your ambition to be a suitable candidate for that position. Going out of my way to gain experience not only to build my cover letter or to sell myself but because of who I inspire to be in the future. Having knowledge in multiple areas will not only allow me to have access to different things in industries but also allow me to be open minded, allowing me to explore different perspectives in life. 
6.2 CV writing
To gain a good qualification and have a CV written by a professional. Writing my CV in a way where an employee will get a feel of how I am as an individual through paper, this will include writing about my non-academic skills as well as my academic skills and achievements. 
6.3 Paraphrasing 
The knowledge of grammar well be a good start for a clear mind and self-confident. 
7 CONCLUSIONS
For conclusion I have find more resource to reflect for my daily routine, more reading on the different secondary source be more concentrate in class.

