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Introduction:
In this work I am going to talk, analyse and reflect about what I learned from this Moodle through this las 7 months. My main objective is to let you know that I understood what we did , explain in a simply way how was it and how it helps me by analysing each topic using Gibb´s method.

[bookmark: _Toc49291047]Description
1- Paraphrasing
The notion of paraphrase is used to name a statement or explanation that is made about a message to make it easier to understand. This action is known as paraphrasing.
By paraphrasing, therefore, a person makes a paraphrase of a speech, either oral or written. To do this, words, syntax and other elements of the original content must be replaced, always respecting the meaning, so that no information is lost in the process.

2- Cv
Currently, the word curriculum refers to the set of experiences of a subject, including work, educational and experiential. The curriculum is an almost unavoidable requirement when applying for a job.
It could be said that each person has his or her own style when preparing a resume, although specialists advise respecting certain guidelines so that the potential employer has simplified access to the information.

3- Cover Letter
A letter is a written document that is sent to one or more people for the purpose of establishing communication. The notion of presentation, on the other hand, refers to the act and result of introducing oneself or presenting oneself: to manifest, to make known.
The idea of a cover letter refers to the note that a person attaches to his or her resume when applying for a job with a company. While the resume details the work history and academic training, the cover letter seeks to attract the attention of the recipient in order to achieve a personal interview.





4- Summary
the verb resumere, a word that is part of Latin, we can establish that it is the etymological origin of the concept that we will now analyze in depth. A Latin term that comes to be translated as saying or explaining everything that the opposite has manifested.

Summary is a concept that describes the action and the consequence of summarizing. It is also the synthesized manifestation of a certain subject or matter.
A summary, therefore, can be defined as a brief and specific exposition of the content of a material that can be written or of an audiovisual nature. This summary is limited to citing the most important ideas, that is, it excludes irrelevant data and does not provide space for subjective, critical interpretations, nor does it include the identity of the person who has performed the analysis.

[bookmark: _Toc49291048]Feelings
1- Paraphrasing
To paraphrase at the beginning did not seem to me something very difficult although I did not know what it meant but now that I understood how is the process of paraphrasing, I know for sure that it is an activity that has its complication, since its process is something laborious since it has to be done a lot of investigation and very farfetched since you need to be the most precise and the most realistic with respect to the information that you give.
2- Cv
When making a curriculum I always knew that it was complicated because not only do you have to present yourself as a "product", the best of all those who are going to present themselves for that job and precisely this class that we gave about the curriculum helped me a lot to clarify and correct doubts that I had
3- Cover Letter
The truth is that before taking this course I had no idea what a cover letter was, shortly after I started the classes I learned the functions and what this function is created for and the truth is that it is a way to apply for a job in an efficient way since you don't just deliver a resume, you also add a cover letter that will affect the decision which will determine if you are hired or not and too just to add a letter that seems insignificant but does a lot.
4- Summary
On this occasion, I knew that it was complicated to make a proper summary, because you not only have to summarize and be concise, but you have to know what words to choose in order to convey a complete message, which is why I always found it admirable to be able to make a summary in an effective way.


[bookmark: _Toc49291049]Evaluate
1- Paraphrasing
While working on this assignment in the paraphrasing part I realized that throughout my life I had always done it wrong and that I did not know that when I quoted phrases in my work I had this name, but now that I know how it is called and not only that but how to execute it correctly, I know that I can make a good report in this school subject
2- Cv
I realized that there were times when I put too much unnecessary information into the curriculum and I forgot about vital information or just thought I didn't need to add anything else.
I also saw that my resume was messy so I had to fix it and all thanks to these courses I am taking.
3- Cover Letter.
The cover letter is something that I have always failed in since before I didn't know about the existence or usefulness that this option had, since when analysing it well I realized that I can help you present yourself even before going to the interview so you create a link prior to the interview, this went very well with an interview some time ago since I was chosen for my excellent resume and a good cover letter that I presented.

4- Summary
The summary section was quite interesting but I have to say that it was easy to understand but complicated when it came to putting it into practice, because not only do you have to have an advanced knowledge of your language, but you also have to know how to understand it perfectly in order to be able to make a summary later on.

[bookmark: _Toc49291050]Analysis 
1- Paraphrasing
At first with this of paraphrasing seems not to matter, it may even sound easy to develop, but in reality like all the topics I talked about in this work, each and every one of them needs to be studied carefully to develop a skill, and thus be able to do a more efficient work than what was already being done before, in this case would be something like: when giving a speech on a particular topic can correctly quote the information which you are distributing and thus in the future to avoid any kind of problem.
2- Cv
I always knew that the resume was an important part, but I never got to inform as much as now about the importance of how to get to make a good resume, because it requires time, analysis and know how to order all your words and then be interpreted correctly and understood by everyone who reads it, because this is the first thing with which a person who is interested in you decide to read to see if you are what that person is looking for your company or project.
If you don't do everything correctly and everything is unstructured, not only would your resume be badly done, but it would also give the impression that we are not serious enough to apply for this job or project.


3- Cover Letter
Regarding the cover letter I have to say that this is an important part when applying for any job, as this will not only help to make a better impression in the face of the interview that you may have to do, it will also add a personal touch with your employer as you will be giving more reasons why they should hire you and not someone else.

4- Summary
The summary is a very important part in any part of our life, not only helps to understand better a topic in which you are interested, but also helps to think about how to make the summary you get to analyze why each point you talk about is more important than others.

[bookmark: _Toc49291051]Conclusion
1- Paraphrasin
What I could see from the paraphrasing is that it is a very important tool since it helps to identify how to make the citations in a correct order and in a correct way and that it is visually more pleasant and always verifying the information you give
2- Cv
Regarding everything I've learned with everything related to the curriculum, is that no matter how much you think you know is never enough, since I start to inform me how to make a resume in conditions, I get to go much better in the job interviews I've attended and on occasion I was commented on the good resume that comes to present.
3- Cover letter
Regarding the cover letter, I must say that it has also been quite useful since before I did not know about this type of help when presenting a resume or simply when applying for a job, now with the knowledge that I have acquired regarding the cover letter I know that I have done much better in the work just by taking the time to learn how to make a cover letter and what to put in it because it is important to know what to put and know how to structure it in an understandable way so that the person who reads it not only denotes that you are interested in the work but to see that you have more initiative than a common person.
4- Summary
Regarding the part of the summary I realized that when you are making a summary there are many things that you ignore and one of them is to ask yourself why it is important or why you should learn to make a summary in a correct way, I realized that it is not only to make a summary and already, there are steps like the one of analyzing which is the content that you want to transmit in a brief way and to do that it is required knowledge and understanding of the subject in question. And with that we will get a summary which is done in an effective way and with confidence that the message will be transmitted.

[bookmark: _Toc49291052]Personal action Plan
1- Paraphrasing
From now on, with respect to everything I have learned with paraphrasing, I would like to improve even more since I know that thanks to this I can make an image even more professional when doing written work like this.
Since it does not cost almost nothing to look for a little more information to verify that it is correct and thus be able to avoid problems later.
2- Cv
From now on, regarding what I have come to learn with everything related to the      curriculum, I know the importance of how to structure and how to select the information that I am going to put in my curriculum, since it is of vital importance not to add non-relevant information in order to give a better impression and that it is short and easy to understand.
3- Cover Letter
Regarding the cover letter I went from the ignorance of this practice to being almost an expert since now I know exactly how to make a cover letter and lavez give a good impression and try to contact the person reading this letter, to give a better impression before going to the interview.
4- Summary
Regarding the summary, it was clear that I knew of this practice, but not of how it worked properly and what kind of steps should be followed to make a good summary, now with the knowledge that I have acquired not only in classes but also when performing this work, I can say with certainty that now I can develop a summary of a good quality and always selecting my words to give an accurate message without equivocation.
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