

	STUDENT NAME
	Alex Woldeghebriel

	STUDENT NUMBER
	1916091

	MODULE TITLE
	Academic and employability skills

	ASSIGNMENT TITLE
	BMSW4001

	LECTURE NAME 
	Joanna Walsh






Introduction 	0
Paraphrase and Summary	1
CV Writing and Cover Letter	1
Analtical and Critical Thinking	2
Conclusion	4
Reference	4
















Introduction 

London is a multicultural city, full of potential with more than 9 million population and nearly 270 nationalities and almost 250 languages are spoken, making the capital the most linguistically diverse city in the planet. Working and studying at the same time in this very busy popular city I must have and develop at least these very vital topics.
As a last term of the academic and employability skills, we learn how is important to possess or learn new skills that could boost up our lifestyle and the challenges we face every day. Acknowledge and try to develop those skills is really the beginning and key of success of your goals and it has important impact.
The purpose of this report is to analyse ones of the mains topics we have learnt in class and explain and how useful have been to possess and use them very accordingly. Those protentional topics are paraphrase, summarising, cv writing, cover letter and analytical and critical thinking. 


Paraphrase

Paraphrasing simply meaning putting or place other people word in your own word, communicating some information you have read for instance from books or newspapers or perhaps you heard from radio or television putting in your own word and exchange those information which show understanding.
In order to paraphrasing effectively there are very vital steps.
Read carefully is the premier and important step because we cannot paraphrase what we do not understanding and make sure we understand what we have read. Once we have read and understood we can take break just to be the information be part of our brain or knowledge and using this process we can finally put in our own word. 
Before I have started this module, I had only known the definition of paraphrase. Afterward I have realised how useful are to know the methods to use and make affectively paraphrase.  Once I have learnt this method and I am trying to develop this momentum or skill by reading any article more than twice to understand properly and testing to use this information by on my own words.



 Summarising

Summarising is a short clear statement of the important point or information and it allows you to restate the key information in a way that is short and in order.
For instance, the report you are reading is summarised from the lecture we have been taking, we summarise to report idea or work of another writer in our own word.
It is very important to remember that a summary need to be clear to someone who has not read, seen or heard the original information or material. We must include all the essential information and the main key that a person would need to understand the report or the information without reading the original source.
The easiest way to summarise is by identify the key idea, taking note and organised them in a logic order. It is important that summary be as brief as possible. I have learnt the methods when I was in 6th grade and it is very universal.


CV WRITING

Like resume, a curriculum vitae or CV gives highly formally the details of a person who is seeking employment through document who gives a summary of a person’s work and professional history but also include personal achievement, academic background.
[bookmark: _GoBack]From a design and aesthetic point of view, we need to keep it very simple by highly using clear font and a very simple colour scheme, what it means by that white and black tends to work the best by makes it much easier for the recruiter or perhaps hiring managers to read. In terms of CV link, we should be aiming not more than two pages.
In the United Kingdom as sometimes different place of the world use different way. As I have mentioned London’s information in my introduction, it is very competitive city, so we must learn how to achieve and precisely perfect CV.
The first think I have learnt in London apart the language is how to write the CV even though I had a little knowledge how to do. I have taken one-year course in college and learn how to do it afterward by keep changing work I have developed and learn more about the perfect CV and since then I had more chance for employment.
 

COVER LETTER

Cover letter is a huge advantage when applying to jobs with an introduction to an accompanying CV. They are a chance to expand on your skills and experiences in your CV and provide and show the employer why you are a great match for the job by paragraphing the cover letter short and simple. 
Writing a good letter, we star by creating a good pitch to clarify what motivate us and what best qualities are. The cover letter should be about us but about the match between us, the organisation and the position.
It is very useful to know how to write a cover letter especially when you are applying for high position in any job and it will boost and increase the chance of hiring you. Even though I have been updating my CV every time that I am seeking job, I have never written a cover letter but after this module I have at least know how to write a decent cover letter.

ANALYTICAL AND CRITICAL THINKING 

An analyst knows how to combine intellectual curiosity with critical thinking to simplify complexity.
Critical thinking is all about asking the right question, questions that help us assess both meaning and the significance of claims and arguments. Building this method and applying them in our life makes it easier for us to assess evidence evaluate arguments and adapt our thinking so we stay switched on and engaged in different situation.
Analytical and critical thinking involves stepping back from situation to enable us to see all the angles before making judgments or taking decision by identifying the key points analysing the sources of information of different types of evidence as judge and jury would do in court of law and by putting it all together into our own independent thought through point of view.
It has been very useful to us in our daily of life and it makes our life easier by analytical and critical thinking because we have problem most of the time and the earlier, we face them the easier they become. In order to keep this thinking, we need to operate every time. I have learnt this skill in my workplace by trying to find a solution for customer who were struggle and could not find the product, I suggest them an alternative product by doing that I have satisfied the customer and I find the solution.



CONCLUSION 

In this report I have analysed and explained the very important things I have learn in academic and employability skills which I have included the most mainly important topics that I have, and I must envelop frequently for my academic perspective, workplace perspective and life perspective. I have started with the city I have been living and explained how much is important to have those skills in order to achieve and the obstacle of the city that you could face if you do not have these skills.
I have started with summarising and I have remarked how it is important then I have included the paraphrase which very important and how to be paraphrasing any topic.
After these topics I have also included the CV writing and cover letter and I have remarked how are very essential and connected in order to apply job.
At the end of this report I have also mention the analytical and critical thinking and explained how useful are not just in this module but even in our life.
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