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[bookmark: _Toc49289532]INTRODUCTION
This assessment will be based on what I have learn from term 1 to term 2. I will choose 5 topics 2 from term 1 and 3 from term 2. I will define each topic and I will explain my progress since when I started. I will demonstrate all my transition and how this course has improved my skills for life and work. 
I will write about if I had previous knowledge of each topic and how I improved them during my course. I will be reflective in each situation and I will express how I was feeling when I was studying face to face classes and online and how this impacted my learning.
[bookmark: _Toc49289533]TERM 1 TOPICS
[bookmark: _Toc49289534]INTRODUCTION TO PERSONAL PROFESSIONAL DEVELOPMENT (PPD) IDENTIFYING YOUR SKILLS
A definition of Knowledge and Skills, what is the difference between them? Knowledge is information, details or what we understand about something. We might know the rules of football, or the recipe for a cake, or how to mend our clothes. However, exist a difference between knowing what and knowing how. Knowing the recipe for a cake is not the same as having the practical skills needed to make it. For example, if we have never chopped vegetables or anything, we probably won’t have gained the necessary knife skills to do it without hurt ourselves. This is the difference between knowledge and skill.
Skill means that we are able to do something in particular. We can find there are different levels of skills and keep practicing is the fundamental action to improve them. For example, chopping vegetables without hurt ourselves improve with practice.
It is important to have, learn and improve our skills and knowledge every day. This action will help us to develop in particular aspects such as know our strengths, weaknesses and give us a better knowledge about the role that we play in our life. (University, N/A)
On the first week at the university our first class was Academic and Employability Skills. Our teacher started asking us what we know about skills, what that means for us. We started giving some definitions most of them incorrect definitions or based in different aspects. The definition which I gave to my teacher was “is the ability to do something.” My answer was correct same as the different colleagues, but incompletely. Our teacher was waiting for a question from us. He was trying to give us the opportunity to say that we have many skills such as hard, soft, writing and many more.
Know about all different kind of skills that we can learn, or even the skills that we have since we born help us to know where I would like to be in the future. Know first ourselves and how we can improve our personal skills to progress. This class during term 1 and 2 help me to understand what I need to improve in my life to be a professional. Exercises such as SWOT Analysis, write about us help me to understand how important is to learn every day from our daily experiences.
[bookmark: _Toc49289535]ACADEMIC WRITING AND REPORT
Academic writing invokes to a one classic style of expression that academics use to define their own projects, their disciplines and specific areas of competence. Some of the characteristics of academic writing include a formal tone, use of the third person instead first-person aspect. (Labaree, 2020)
I knew about academic reports, when I was finishing my secondary school and my college, I written my own summary of what I had done during my academic year, I presented them to my teachers at school and college and I never had any inconvenience with my work. Now when the lecture started explaining about the importance of the academic report, giving us a definition and showing us example of these  I realized that all previous reports or summaries that I done was incorrectly and the reason why is because I was taking all the information from google without check the source or even not using references and many more mistakes such as not including a table of content, appendix or enumerate the pages. Now I know what the principal topics are to write an essay, report or to complete an assessment.
This class give the opportunity to learn from my own mistakes and improve my own assessment from term 1 to now: an example of how I improved is do a paraphrasing when I am taking an author's idea from a verify source. This was something new for me. The action of respect an idea from other person and give them all the credibility.
[bookmark: _Toc49289536]TERM 2
[bookmark: _Toc49289537]CV AND COVER LETTER
A cover letter is an introduction to us while we are applying for a job, this cover letter is generally writing in one page. This includes general details like name, contact information, education and professional qualifications, work experience and goals. A cover letter is not the same as a resume, this is a support page of our Curriculum Vitae (CV) this letter must be persuasive where the reader can be attracted by our professional profile. (DIFFEN, 2014)
This has been one of the most important topics that catch all my attention when the Lecture was teaching us, giving us the definition and showing us videos online. The reason because I have been attracted for this topic was because I had previous experiences with my CV and Cover letter. 
One month, I have a task to complete. The task was to create a cover letter to add it into any job offer where we would like to apply for to work after finishing this course. 
  
I started thinking in all offers that I applied for and I never get called from the hiring manager. 
  
I was trying to remember the most important interviews that I had in the past for international companies and I started feeling thoughtful all the opportunities that I missed because I did not had a great cover letter, research more about the company, search for the hiring manager or improve my presentation… many different aspects to learn from each interview. 
  
After understanding and learn on the last class how important is to prepare a good cover letter, research about the company and the hiring manager I am feeling more confident and ready to go to any future interview. 
  
My first action plan to progress on this process is to create a new cover letter for each job and add or delete unnecessary information from my CV. 

My second action plan is to research more about the company, looking for any important information such as charities, foundations or advertising campaigns and try to know who the person is who will manage the interviews using websites such as LinkedIn or the company website.
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