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                                                          Assignment 

                                               Academic and Employability Skills 

My name is Lachezar Dimitrov and I am 31 years old Bulgarian. I learn about this course from a friend of mine. Before I have started the course, I had a basic knowledge of English as general. I used to study English in secondary school until my 7th grade. I have moved to the United Kingdom when I was 21 years old and I have started to work. After eight years of working a friend of mine has told me about the Skills for the workplace course. I was a little bit skeptical until I have started the course and saw what exactly was designed for and what I was about to learn. I learned the modules that I was about to learn but had no idea what was about for. Here specifically I am going to reflect on one module and the six specific lectures I am impressed. The module name is Academic and Employability skills, the lectures I will reflect on are: 

     1.  CV Writing
     2. Cover Letter 
     3. Referencing
     4. Paraphrasing 
     5. Summarizing 
     6. Time Management      
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Section 1: CV writing lesson purpose was teaching us how to write a CV. The CV is going to help us with the job application and get us to the interview for the position we are applying for. The lesson has started with a question from our tutor, which purpose was to help me understand what actually should be included and what should not be included. For example, I have learned that age, ethnicity, nationality unless the job requires it and etc. 
I cannot explain the happiness during this experience. This emotion was driven from the fact, that I was able to understand what I was doing wrong and how I am going to do it the correct way in the future. The experience is rewarding. 
I personally never knew how to write the correct CV. I do not even have one. I have always been using ready templates. This is a skill that is always going to be used throughout my life. I can say that was one really good experience especially when I was participating in class. I found this lesson very helpful for my future. I personally think this will be a very important part of my job applications for the future. 
From the whole lesson, I have found everything useful and helpful. Especially the method my tutor was using. By asking a question, telling me the correct answer really helped me to understand where I am and where I should be. 
If I have a chance next time I will participate more in class. The next thing I need to more is to stop talking when the lecturer is talking. I think like that I am getting confused because I listen more to my voice rather than my tutor. 
In the future, I will correct what I have as a CV. Hopefully the  


 
[bookmark: _Toc49444856] 	Section 2: Cover letter the session happened in term two, week three lecture was about what a cover letter is and how to write a cover letter. In this lecture, I have learned that the cover letter in addition to your CV. Should include how specifically you can contribute to the organization and. Need to be in addition to your CV not to copy or re-writing it. One of the first thins my tutor emphasized was that should be always personal to the person I am writing to. I should never use: “To whom may concern”! It must be written in business style. Each paragraph should contain no more than two to three sentences. It should contain no more than four paragraphs. In the first paragraph, I should introduce myself. The second one I need to sell myself. The third one should be with what I can contribute to the company and the forth is “Call to action” (Moodle, 2019-2020, ACE). 
At the begging of the lesson my tutor was asking me, what do we think and what do we know about the cover letter. He was asking people individually to answer. That made me worried a little bit because I personally had just a basic idea of what is all about. I personally have never written one, that is why I had that type of feeling. 
The introduction of the lesson was really well organized. It was a really useful the way the lecturer was asking every person individually. I think this is a good way for people to gain a better understanding compared to the material itself. The only thing I can think of negative is the virtual learning method. For some reason, I am struggling to keep my focus on. It is much easier for me to learn from somebody who is physically present.  
 It was really helpful the way my tutor was talking and emphasizing the important parts. That really helped me understand what is more important. Another thing I really liked was that he was asking us for examples from our real life. I was really happy to hear other people's descriptions because I do not have a lot of experience myself. Having excess to other people experience it is a key element to draw your own conclusion. 
 
 The aim of the lesson was to teach us how to write the correct cover letter. My tutor practise of asking questions with examples from our experience made our life much easier. I could say that by the end of the lesson I was able to write on myself.  
 By writing a cover letter at the end of the lesson, I was able to reflect and solidified what I have learned through the lesson. Especially when my tutor was able to read and criticize what I have written. 
 Next time maybe I will try to keep my attention much more on what the lecturer says, be more active and focused. Somehow gradually I need to improve my note-taking, this will help me to capture some important descriptions. 


 
   
[bookmark: _Toc49444857] 	Section 3: Referencing 
At the begging of the referencing lesson I knew, this is going to be one serious and intensive lesson. A lesson that I need to be focused on one hundred percent.  
 In this lesson, I have learned how to acknowledge other people's ideas. Very important when I must use is to strengthen my academic argument. My tutor taught me how to reference everything, the correct way for the in-text citation, and how to make the reference list. In this lesson, I was stressed. The fact that I have never done reference before and I have to learn to perform this in a perfectly kept me tight all the time through the lesson. I was not confident at all.  It was really good to have this lesson in term one. The only bad thing is that I had this lesson during the COVID pandemic, and I had it online. This is going to be very helpful throughout my future academic work.  
The whole session went well. I was a little bit skeptical about virtual learning, but my tutor briefings and attention to the details made me a positive. Before I had this lesson, I knew from my friends how serious plagiarism and the troubles they had not being aware of it. Even I was told that people have been withdrawn because of it. 
This lesson's aim was to teach me how to reference in a proper way. The whole experience helped me understand the whole point of referencing and how important is. I did understand that it is very important to respect other people's ideas. Ideas that need to be acknowledged by referencing. 
 My plan of action next time if I have a lesson about referencing. Will be to read my slides a few times before the lecture. With this, I believe I will be much more oriented with the questions where I do not understand. Maybe could handy with improving note-taking too. 

[bookmark: _Toc49444858]  	Section 4: Paraphrasing 

Paraphrasing lesson was another serious lesson. I have learned that paraphrasing is used in academic English to say and another person's ideas in a different way. Paraphrasing could be performed in different ways. I personally had an idea about paraphrasing before. That helped me to understand the lesson better and easier. In this lesson, I was feeling calm. It makes me feel calm about the fact that we are going to have in-class exercise and homework too. In this lesson was really good that we had in-class exercises that I had the chance to participate in. That helped me to understand the paraphrasing better. Another positive thing was all the description and examples. All the descriptions in-class exercises and examples aid to easy learning and understand. What is paraphrasing where should be used? I learned that paraphrasing is one very useful tool. One must-have tool in my academic and employability life. Next time If I have another chance to have that session I am going to be much more active during the in-class exercises, also going to be much more executive with my homework. 

[bookmark: _Toc49444859]   	Section 5: Summarising 
Summarising was not so difficult lesson. I can say that considering my school life before. This lesson's purpose was to teach me how to summarise. In two words to pick up the main points from the text, you are reading. This lesson I was feeling reasonably confident. This feeling was generated from a high level of understanding. It was good to have all the in-class exercises and practicing the different techniques. The negative thing I can say was the COVID-19 pandemic. Because of it, we have to move to VLE learning.  I always use summarising in my academic and personal life. This session helped me to improve so I am able to perform it better in the future. Introducing our step to writing a summary and taking me through the points on how to analyze, take notes with her together helped me understand it better. I can say that lesson was another success  
	
Section 6: Time management
 Time management lesson, I had a different tutor, who suddenly showed up. It was a nice surprise. In this session, I learned how important is the time management. The right way to manage my time by day, week, and month. How to set my goals and follow my schedule. Prioritizing your tasks for example: always start with the biggest one, get it done then move on to the small ones. The fact that was learning the right way to plan my days made me really happy. I have personally been always good with planning and scheduling, this increased the level of my excitement. Really good experience, that teaches me how to be a more organized incorrect manner. Another positive aspect of this lesson is the examples that we went through, that helped me to get a basic knowledge of how the time management should be done. Showing me how to make our to-do list, my tutor moved on to a weekly to-do list.  By showing this gradually make the learning process much easier for me. The different examples and theories I looked in class purpose were to learn how to organize my task incorrectly manner. Learning how to plan my days and weeks the lesson aimed to teach me how to position my tasks in the right time frame. In my personal situation, I can say the whole in-class learning experience helped me to see where my mistakes are. What I need to fix and how to fix it. In case I have the same lesson again I will be more focused on the method and prioritizing tasks. I think this is the part where I have learned the most new things for me. Maybe it is a good idea to go through the slides before the lesson.
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