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The report explains academic as well as employability skills importance. It discusses digital, referencing, summarizing, and paraphrasing skills. The report has also applied the Gibbs model of reflection in each academic skill. This model helped me in analysing my experiences and the Gibbs model also helped me in examining practice. I improved my digital skills by developing online learning and subscribing to blogs. 
Referencing skills helped me in acknowledging the writer's contribution to the assignment. Summarizing skills helped me in extracting key ideas from the long text and then writing it in my language. Paraphrasing skills helped me to understand the matter properly for writing it using my own words. 

1. [bookmark: _Toc48431237]Paraphrasing skills

Paraphrasing skills are crucial for every individual as they help in properly understanding the matter so that one can write it in their own words. These skills show that the reader or lecturer has properly understood the whole matter and now can write correctly using their language and words. Paraphrasing skills increasingly helped me in developing and expressing my original ideas (Cortes-Vera et al., 2017).This paraphrasing skill helped me in writing my college assignments, research papers, and essay. With the development of paraphrasing skills, I can now correctly phrase the contextual matter in my language. Through paraphrasing skills, I can now accurately present ideas or information while acknowledging suitable sources. 
Gibbs Reflective Cycle
Description: The teacher gave me the task in which I have to write the whole matter in my language through paraphrasing. I have properly read the whole matter and understood for writing it using my own words within a time limit (Rogerson et al., 2017). While paraphrasing, I made certain grammatical errors and the meaning of the sentence was also changed due to the early completion of the whole matter. 
Feelings: I did not feel good while rewriting the same context in my language. Paraphrasing requires a wide understanding of the matter. I became quite frustrated while paraphrasing the same context again due to grammatical issues and sentence formation faults. I end up feeling guilty. I decided to read the whole context again and then I have written the whole matter by considering the meaning of each line. After paraphrasing the whole context, I once again read the whole text and then submitted it to the teacher. 
Evaluation: The thing that went so well was that I have completed the paraphrasing task within time. But the thing that did not work well was that I committed certain grammatical and sentence formation errors (Escudero et al., 2019). This fault made me rework on the same tasks. 
Analysis: The thing that went wrong while paraphrasing the matter was the grammatical and sentence formation issues. This shows the reader that I lack the knowledge of grammar. If I have avoided switching to synonyms of the words then this error would not have been made. After writing the same matter, I decided to put the focus on context matter and understanding and also focussed on avoiding grammar issues. 
Conclusion: With this paraphrasing task, I think I should use the strategy of 4R’s that is reading, restating, repairing, and rechecking. 4R’s strategy will help me to paraphrase the context correctly. If I would have read the whole matter again after paraphrasing then this fault would not have taken place. I learned from this task that I can now write any text in my language without committing any errors. 
Action Plan: I will not use many words while paraphrasing by assuming that this is the acceptable phrase. After rephrasing the text, I need to improve the knowledge of references as well as a citation for avoiding the plagiarism issue. I need to improve my grammatical errors. I will now read the text twice or thrice after paraphrasing. I will also use the grammar app for avoiding grammar errors. 
2. [bookmark: _Toc48431238]Referencing
Referencing skills help individuals in acknowledging the contribution of writers and researchers. This skill essentially shows the reader that the student has done absolute research on the topic and has accurately listed the correct sources (Vardi, 2012). Referencing skills help the individuals in giving credit to certain authors by acknowledging their views in the assignment. This skill allowed me in providing evidence for supporting the assertion in my university assignments. 
Gibbs Reflective Cycle
Description: The teacher gave me the assignment that was to be completed within two days. I have read and understood the whole matter correctly. After a proper understanding of the assignment brief, I completed the assignment on time. 
Feelings: I feel good as I have properly understood the basic things while writing assignments. I made some faults inputting reference in the assignment. Due to wrong references, the teacher told me to correct it and put the citation and reference again (Beauchemin-Roy et al., 2019). As I have written the assignment correctly without committing any primary fault but have placed incorrect citation as well as a reference that made me rework on the same tasks. After working again on the citation as well as the reference part, I clearly understood the important field in an assignment where citation and reference are required for providing evidence in the assignment. 
Evaluation: The thing that went so well was that I have completed the whole assignment within time. The thing that had gone wrong was the reference part. With the feedback of references in the assignment, I developed my skill of referencing and learned how to introduce time management in my day to day life.
Analysis: The thing that did not go well while preparing assignments were missing citations and incorrect references in some essential topics. The major behind this fault was improper understanding of references and using the wrong style of citations. This mistake in the assignment significantly reduced my grades and also leads to high plagiarism. If I have properly understood the referencing sources and citation style then this issue would not have occurred. 
Conclusion: If I would have placed citations in all topics then my marks would not have been reduced. I was asked to complete the assignment within a time that has made me leave the topic without any references. I learned that incorrect references may lead to plagiarism reducing grades as well (Gravett and Kinchin, 2020). I learned from this task that referencing skills are very important as this shows the readers that student has done absolute research on the topic while listing correct sources. 
Action Plan: I will now use the correct style of citation and proper reference sources. I need to learn referencing skills. I need to write the author's name and year correctly in the assignment as a citation. I will now reference the assignment manually. 
3. [bookmark: _Toc48431239]Digital skills
Digital skills are very important as they help individuals in using several abilities like digital devices, communication, application, network access, and management. With digital skills, I have improved my engineering design, animation, and research areas. Through digital skills, I can now create, share, solve, and communicate the major issue for certain activities (Van Laar et al., 2017). This digital skill also helped me in improving my innovative approaches, literacy, and numeracy skills. 
Gibbs Reflective Cycle
Description: I was given the task of making a presentation by writing headings of the topic on PowerPoint slides while explanation on word as notes. I have written too much matter for the slides that lead to a shortage of words as notes. 
Feelings: I feel good as I possess good presentation and writing skills. I felt bad when I was forced to reduce the word limit on presentation slides for adjusting the same on word as notes. 
Evaluation: I completed the whole presentation matter but was not able to adjust my slides on the word (Grand-Clement, 2017). 
Analysis: The thing that did not work well was the inappropriate structure of presentation slides on the word. This leads to congested words on the presentation slide while the reduced limit on the note. This reduced my grades. 
Conclusion: If I have divided the matter properly on presentation slides by writing only keywords and then explaining them on word as notes then this problem would not have occurred. 
Action Plan: I will improve my digital skills by using the social media tool for collaboration and learning techniques (West et al., 2019). I will also emphasize immense importance in improving my critical thinking skills. 
4. [bookmark: _Toc48431240]Summarizing
Summarizing is relatively considered an important skill for academic writing. This skill helped me in extracting key points from the whole text and then again writing it in my own words shortly. This skill is extremely valuable while taking notes and doing research. These summarizing skills enabled me to write an overview of the long text. With this skill, I can condense the long text without leaving any fundamental point (Pečjakand Pirc, 2018). This skill relatively helped in researching, presenting, and gathering certain crucial information. 
Gibbs Reflective Cycle
Description: I was given a task in college in which the teacher has explained the whole context and I was supposed to summarize it using my language and words. I listened to the topic carefully and noted important topics with the lecture. But due to some distraction, I missed important points and crucial information. 
Feelings: I possess good skills in summarizing. I feel good while summarizing the topic explained by the teacher in class. But I felt very guilty when the teacher asked me one question and I have not written anything related to that in summary (Kato, 2018). I think if I would have been attentive then this issue would not have occurred. 
Evaluation: The thing that went so good was that I have written most of the points but missed some data. I have not written some points due to mind diversion and distraction. 
Analysis: I have not heard some points when the teacher was explaining the module due to mental distraction and diversion. These missed key points made me not answer when the teacher asked me the question. If I would have properly listened to context and have written the key points then this problem would not have occurred. 
Conclusion: If I would have improved my filtering and listening skills for extracting key points then this issue would not have happened. Due to mental distraction and diversion, I ended up forgetting essential information. I learned during this module that being attentive is an extremely important factor during lectures (Ngcobo, 2018). I have learned from my present experience that I can differentiate the facts with teacher opinions while following certain arguments. This experience relatively improved my skills in interpreting and analysing the contextual matter. 
Action Plan: I need to effectively develop the techniques of integrating key ideas for improving my summarizing skills. I will improve my skills in summarizing the matter by understanding clearly the whole context. I will also organize the paragraph considering the main theme and subject of the topic. 
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[bookmark: _GoBack]The report concluded academic as well as employability skills importance. It discussed digital, referencing, summarizing, and paraphrasing skills. The report has also applied the Gibbs model of reflection in each academic skill. This model relatively helped me in analysing my experiences and practice. Digital skills helped me in improving my innovative approaches, literacy, and numeracy skills. Summarizing skills relatively helped in researching, presenting, and gathering certain crucial information. Referencing skills helped me in giving credit to certain authors by acknowledging their views on the assignment. Paraphrasing skills helped me in writing my college assignments, research papers, and essay.
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