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Introduction
The purpose of this report is to focus and reflect on my learning experience during this module. I am using Gibbs model of reflection and have selected the following topics: paraphrasing, employability skills, CV writing and cover letter, reflective writing and presentation skills as the basis of my analysis. I will be reflecting and analysing how useful these topics have been for me in my studies based on the knowledge I have acquired both inside and outside of the classroom. 

Paraphrasing
Before my Level 4 enrolment at the university, I had already had adequate knowledge on English language, and I had attended English courses and teaching assistant courses. I am currently a teaching assistant volunteer. I can communicate very well in English, it being my first language and the language I use to communicate with my children and those around me, both written and spoken English and therefore English is not an academic barrier for me. Upon joining the course however, I learned and realised that there is more to English than simple speaking and writing.
Paraphrasing became a generally new thing to me as I began the Level 4 course. Paraphrasing is the reading and re-reading of the piece of information that you want to paraphrase and changing and summarising it into your own words in a well-structured manner, while making sure that the original message being communicated is not distorted. When paraphrasing, it is important to leave key words and ideas without copying the original text and keeping in mind referencing, (Gahan, 2018). By paraphrasing, information can be sourced from different materials that can be included in essays or research papers without plagiarising, ensuring that the source is cited. Being able to paraphrase information allows the lecturer to see that you have read and digested the information and are now able to interpret it into your own words, showing sufficient understanding of the text. Very good listening skills are required in order to effectively paraphrase. Through a paraphrase, the initial message is restated and somewhat simplified in order to prove the thorough understanding of that message, (Maund et al. 2017, p. 53).
In order to understand and paraphrase a text efficiently, I need to further improve on my paraphrasing skills, which will assist me on this course. To do this, I will continue to practice in-class exercises, do more research by reading journals, books, online resources etc and improve more on my writing skills.

Employability Skills 
We started the term where the lecturer explained what employability skills are and how important skills and knowledge obtained during learning can be a great achievement in gaining employment and be successful in our careers as well as benefiting ourselves, the community and the economy. The examples given by our lecturer shows five skills that are necessary for successful performance in the workplace. These include communication skills, interpersonal skills, personal skills, numeracy skills and general awareness. Communication skills, both oral and written, are essential in the workplace. Being able to effectively communicate with others such as your colleagues or customers whether it be via emails or face-to-face is important in order to get messages across. It is also important as it allows tasks to be done and delivered without hassle and without the fear of not being able to understand one another, (Doyle, 2019).
Interpersonal skills are the ability to build a relative network with others and easily gain an understanding of different people and also the ability to understand one’s strengths and weaknesses in order to be able to deliver constructive criticism where necessary as well as being self-aware and showing empathy and respect towards others, (Janowiak, 2015). Personal skills play a part in maintaining an appropriate personal appearance and attitude. Knowing how to cope and manage stress levels and maintaining a professional appearance at the workplace is also an important skill to have as it is important not to mix business with any personal issues. The ability to develop self-esteem and build confidence as well as being open-minded and flexible is all part of the personal skills that would be vital to have in the workplace, (Copeland, 2020).
Numeracy skill is the ability to understand and explain numerical information such as presenting numerical data effectively, basic statistical operations, solving problems quantitatively and being aware of the financial issues affecting organisations, (Lear, 2016). General awareness is part of aiming to act in an ethical and responsible manner, being aware of health and safety guidelines such as learning about basic first aid, knowing the global and local effects of an organisation and the impact of the organisation towards society.
In relation to my experience of understanding the criteria surrounding these five skills, I realised that I need to improve more on these skills as it would aid me in my academics and in the workplace. Having good communication skills is, not just about passing information from one individual or group to another but, involves much more within a workplace setting. To improve my communication skills in relation to a specific job role, I need to listen more actively and carefully in order to respond in the best possible way. I also need to prepare and practice more on my presenting and overcome my fear of public speaking. To improve my writing skills, I will join a writing workshop and improve my word processing by creating, naming and saving documents as well as the formatting of texts. 
I will improve on my interpersonal skills by learning to control my emotions better. I will build up my personal skills by developing a good work ethic and positive working attitude. My numeracy skills will be improved by developing my reasoning strategies and thinking logically as well as completing mathematical problems by taking time to study more online. Improving on my general awareness is as equally as important. Safety at work should be a number one priority which ensures the well-being of employees. I will take risk-assessment courses to ensure my working environment is safe and attend first aid courses. All these steps and skills when followed will improve my ability to become a great candidate for the workplace and will better my academic progress.

CV Writing and Cover Letter
Before I started this course, I had no idea how important it is to merge one CV in line with the job description required. When I am ready for the job market, I am in a great position and know the exact points to look for in the advertised job in order to get chosen for the job role. The lecturer explained the large impact a good CV combined with a detailed cover letter can go in acquiring a particular job. This was illustrated by our lecturer by using different templates containing different roles alongside their job description in relations to their responsibilities and sector. There was a group task to illustrate how different job descriptions are matched to their roles and responsibilities. For example, the role of a secretary who provides both clerical and administrative support is different from the responsibilities of a recruitment consultant. 

Writing a CV that matches the job description is important in getting that particular job. A good CV for an IT graduate for example would include the degree(s) obtained, (BSc (Hons) Computing and an A level qualification in Information Technology, the skills and experience obtained during previous employment, including the timelines; excellent IT skills and experience using Unix, Windows Server, SQL work experience with Phoenix Building Society therefore having effective communication skills in English and Welsh with customers and work placement with Computer Solutions, enthusiasm, commitment and being captain of the university netball team. Other skills include interests, referees and the persons contact. An example is shown in Appendix 1. 
My newfound technique on how to write a cv has made me understand that there is software that has been programmed to pick certain job prospectus’ which perfectly match the description of the jobs advertised. To improve my cv writing I will only include relevant information, practicing more on my writing and grammar skills, knowing what to include in my cv and ensuring to include a detailed personal statement. I also realised that I was not the only one not aware of this approach to cv writing but this was now made clear among me and my classmates and explains why we did not receive job offers in the past. 
A cover letter is a professional business letter that accompanies a CV that gives the employer more insight on why you are suitable for the job. A cover letter should supplement rather than repeat information on the CV. It is appropriate to find out the name of the employer as it would show the them your level of enthusiasm for the job as background research would have been done. The first paragraph should include your degree and career goals which must match what is required by the company. The second paragraph is about selling yourself; your skills, years of experiences and knowledge built during those years which indicates how you would be the best candidate for the job. The third paragraph should describe how you would help take the company to greater heights and the final part must show your interest to be called for an interview and thank them for the time spent to read the letter. An example of this is shown in Appendix 2. 

Reflective Writing
Reflective writing has made me to understand how important it is to reflect on learning and what changes to make in certain areas. ‘Reflection is the ability to think back, observe ourselves in action, and to learn from it’, (Webb, 2016). Gibbs model of reflection is a model that I was taught by lecturer that consists of six categories: description, feelings, evaluation, analysis, conclusion and action plan, (Mulder, 2018). This model has allowed me to see what I have gained so far, what I have changed, what to do in the future and how to develop myself in order to reach the next level. My lecturer allowed me to understand that reflecting on a daily basis is important as it motivates an individual to see their mistakes and make progress. I will improve on my reflective writing by attending a reflective writing workshop and by reflecting on my experiences.






Presentation Skills
Presentation skills are the skills needed to effectively communicate with a variety of audiences.                               These skills also help improve communication skills, both verbal and non-verbal as well as body language for example good eye contact, hand movements, posture and gestures. Your tone of voice allows you to express emotion and is just as important as body language and speech. These skills can be improved merely by practicing and structuring what will be presented effectively. Being aware of your audience is also helpful, (Kennedy, 2018). 
Before my Level 4 I did not have a lot knowledge in the presenting field but after starting this course, I have been involved in group presentations as well as having presented on my own in front of a class. I was taught to speak clearly, use correct body language like smiling and engaging with the audience. Good presenting skills is also useful when applied in the workplace whilst delivering interviews or addressing colleagues. 

Conclusion
In conclusion this shows that reflection supports students’ learning process by examining one’s self based on experiences. This helps to improve self-awareness by being aware of one’s strengths and weaknesses which motivates you to improve on the skills and knowledge needed now and future wise. 
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