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Introduction

In the present course work, the three most important parts for me, studied in academic skills during this trimester, are examined in detail. One of the things I will most often have to do during my university education is write reports in various disciplines. What all the developments have in common is that through them I will have to paraphrase, summarize, and indicate a reference list in the references to the sources I use, on the basis of which I wrote my report.
I do not have time to procrastinate and for that I decided to start my development in this direction immediately. I reread several times the entire lecture material presented in the classrooms by Professor Timothy Hopkins. At the same time, I decided to enrich and further develop my knowledge and skills and allowed myself to do additional research on different types of employability skills.
The parts I have chosen are extremely important for my personal development as an academic writer, because English is not my mother tongue. I make efforts to improve it, to be able to serve well with the means of expression and to fully understand the context of the teaching material and academic literature.
The purpose of my development is to show how I perceive the selected topics, how I understand them and to demonstrate my knowledge on the topic. To be able to analyse them, using Driscoll's reflective cycle (Bassot, 2016) to describe the processes I go through so that I can analyse my skills and make a plan on how to improve them.

1. [bookmark: _Toc58947380]
Paraphrasing
1.1. [bookmark: _Toc58947381]Description of Paraphrasing (What?)

One of the ways I've always explained a periphrasis so far is that it serves, to put it simply, to retell in simpler, more accessible, understandable words information that has been read or seen, in a language that is easier to break (Douglas, 1752). With the study of Academic and Employability Skills, I went into the depths of this subject and it became clear to me that when paraphrasing, I should not insert my own opinion, my own points of view or emotions.
Paraphrasing can easily be compared to a translation from another language, or in other words it is a "translation" of words, thoughts, conclusions, research, those made by someone else, in the form of a retelling, necessarily indicating the original author of this information. The idea is to explain with accessible means of expression, more understandable, so that someone with less knowledge can understand and interpret it in turn.
Paraphrasing, not just parts of it must retain all essential concepts from the original source. With all the main concepts, its construction must be completed. 
The paraphrase should not contain personal beliefs, it should represent the ideas or thoughts about the real source critically (Douglas, 1752). 
To show the concepts, tone and focus of the original source of the subject under discussion, the paraphrase should be used accurately.

1.2. [bookmark: _Toc58947382]Analysis of Paraphrasing (So what?)

Paraphrasing is a perfect way to integrate the feelings of others without using a direct quote into my prose (ZHAO, LIU and LI, 2009). To have proof or help for your concepts, I can use paraphrasing. It's necessary to accurately present the ideas of the original author in my own words while paraphrasing. Make sure I have passed it on correctly to the reader after paraphrasing the quote.
In my notes, I can be accurate. This will assist me to grasp the quotation, plus I can condense a paraphrase of my notes. It's a good idea to use a paraphrase when I use it in my article if I can convey the same ideas in different terms. This means that my words contain much of my paper. Besides to stop plagiarism, I do not want to use too many quotations (ZHAO, LIU and LI, 2009). 
I need to re-read the quote occasionally that I want to use. Before I can paraphrase it, I need to fully understand the quote. In several situations, before writing my paraphrase, I may want to reread it several times.

1.3. [bookmark: _Toc58947383]Proposed actions following Paraphrasing (Now what?)

The steps I want to take to develop my paraphrasing skills are to relate to the text I am about to write. Still, I have prepared steps to follow and I have to learn to use in order to be able to paraphrase correctly and at a high level:
To read the original text so that I can go into the topic in depth and understand its context correctly (James, 1902).
To learn to understand the main plot line and the ideas that are revealed in it, so that I can recreate it correctly without changing it.
If there are words or expressions unknown to me, I should get acquainted with all their meanings so that I can determine its nuance in the text.
I should make sure that I quote them when using phrases or words that are accurate and correct, copied from the original text.
It is mandatory to keep the original tone of the text
It would be a great practice if I could ask someone else to read my periphrasis and the original quote. Then I can take their suggestions from my own words about how well my paraphrase presents the writers' ideas. I will omit his name in the quote if I use the author's name in the paraphrase in some style guide.

2. [bookmark: _Toc58947384]Summarising
2.1. [bookmark: _Toc58947385]Description of Summarising (What?)

A summary represents the content of a text presented in a very abbreviated version. As a mini version of what is written in the full text, with only the key elements marked. Abstracts usually have a length of about one paragraph or can even be several paragraphs, depending on the length of the abbreviated work.
Summaries are used in different cases. For example, they can be used simply when I want to summarize the key points of an event or text. I can start by summarizing the information provided briefly (Guidelines : summarising clinical guidelines for primary care, 2005).
Another thing that is difficult for me to overcome, especially when summarizing difficult to understand material, is to ignore my opinion, because the summary contains only the ideas of the source and nothing else. This is not a description of this source to offer your opinion.
A good option is to include a quote in the text to memorize the original source, using a description in an essay or research paper. When writing summaries, if I have my own thoughts, but I have to use academic terms. It is very important that the key problems from the source are formulated objectively (Nixon, 2001). Paragraphs should be complete with complete phrases.

2.2. [bookmark: _Toc58947386]Analysis of Summarising (So what?)

At first it may seem that there is a very widespread understanding that summarizing is a description of a part, an analysis of a part of the full text. However, it is difficult for some to deal with writing a summary. It has often happened in our own way that we compile a review as we see fit, but this is not the right method.
There are rules and methods on how to make a simaraise correct and up-to-date. It can be published and reviewed before the reader wants to continue and read the whole text. When writing a summary I have to connect the individual parts of the main text part (Guidelines : summarising clinical guidelines for primary care, 2005).
A general summary of the knowledge we want to outline is a type of aggregation that most people know. He offers readers few plots and interprets them as ambitious directors in a broader sense.

2.3. [bookmark: _Toc58947387]Proposed actions following Summarising (Now what?)

It may seem easy, but I can clearly see what's important by emphasizing important plot points, concepts, and characters as I compose outlines. To make it easier for me to write Samarais, I take notes, or just mark the text on which I will write Samarais. Therefore, this approach is ideally replaced by another method, more carefully studied.
Some people think that this is a simple way to advance research to keep notes. Especially if my notes are handwritten, it takes a little longer. However, you must document my reactions to certain sections of the article. I can include page and paragraph numbers to document how my notes complement the text.
Most people explicitly comment in the margins of the book or add virtual commentary notes. This will give me the ability to demonstrate my answer where a significant part of the story is (Nixon, 2001). I will use the text of the book and make a brief overview in the fields for the combination of analysis and description.
I will begin the writing phase after reading or commenting on or highlighting key sections of the document. The first component of the writing phase is the contouring of your feelings. When writing a summary analysis, it is extremely necessary to observe some sections.

3. [bookmark: _Toc58947388]
Referencing
3.1. [bookmark: _Toc58947389]Description of Referencing (What?)

Referencing is the indication of the specific literature sources that I have used to write my text. It is important that they are specified specifically and according to certain rules. In the present case, most often I will have to use the Harvard reference (Choy and Curtin University of Technology. School of Management, 1994) and I need to get acquainted with all the rules regarding the indication of different types of literature sources - website, book, magazine, video, etc.
All these documents must be presented in detail both in the text of the document itself and in the conclusion of the work (list of references). References are an integral aspect of scientific activity. This presents my work in perspective, reveals the scope and complexity of my research, and honours the work of others. When you use someone else's suggestion, I would refer to it.

3.2. [bookmark: _Toc58947390]Analysis of Referencing (So what?)

References must be mentioned while writing an academic paper and using foreign terms or concepts (Neville, 2016). This means that all these documents must be presented in detail both in the document and in the conclusion of the work (list of references).
Reference is important because good analysis is crucial. It allows the reader to find the original source of this information and if he wants to read more about it. I am improving my publishing experience. I add the validity of what I wrote. This means that I have read it in great depth and made a comparative analysis between more than one source.
The Harvard Guide is the method used to create the institution. The easiest approach to discourage plagiarism is reference. Students should use a specific design for comparison at school or university. Before I start writing, I need to review the style of recommendation of my university. Both my quotes and sources should match the design I use, such as precision, capitalization, italics, and boldness; and I have to use the same reference style throughout my project.

3.3. [bookmark: _Toc58947391]Proposed actions following Referencing (Now what?)

The original reference helps me avoid plagiarism by clarifying the theories and those of another author, demonstrating my understanding of the problem, I can take the following steps to develop my academic writing:
· I can plan my time.
· I can write notes while reading a foreign scientific paper.
· I can place references alongside writing while the original text is still in front of me
Whenever I use a concept in another work, such as a novel, essay, textbook or website, I have to quote the creator and find out where the idea comes from. I must quote the author. I must immediately paraphrase, outline or quote their work. This is a vital aspect of good writing practice.

[bookmark: _Toc58947392]
Conclusion

In conclusion, I can say that the three considered techniques are very close, closely related to each other and extremely important when they are in my native language. They become even more important when they have to practice in a foreign language.
Paraphrasing is a perfect way to integrate the feelings of others without using a direct quote into my prose. It's necessary to accurately present the ideas of the original author in my own words while paraphrasing. It is a good idea to use a paraphrase when I use it in my article if I can convey the same ideas in different terms.
There are rules and methods on how to make a simaraise correct and up-to-date. It can be published and reviewed before the reader wants to continue and read the whole text. To make it easier for me to write Samarais, I take notes, or just mark the text.
Referencing must be mentioned while writing an academic paper and using foreign terms or concepts. Students should use a specific design for comparison at school or university. When you use someone else's suggestion, I would refer to it.
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