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[bookmark: _Toc81597994]1.0 Introduction 

Academic and employability skills is sort of factor that can be defined as combination of skills which can incorporate excellent academic writing, presentation skills, critical thinking, referencing skills, time management, listening skills, paraphrasing skills and developing reflective practices (Maund et al, 2017). Henceforth, this research will focus on academic and employability skills where the field of study will carry out analyses and reflection of different process of learning. To do that 3 topics of from the given list will be chosen which has been covered by the lecturer within the term. Apart from that I will also reflect on how these aspects were useful to maximise my interpersonal skills inside and outside of the classroom simultaneously. To answer the chosen area or topic I will gather information from published literature and referenced them correctly to avoid plagiarism. The topic that I have chosen for this report is paraphrasing, referencing and CV writing. Gibbs (1988), Kolb’s (1984) etc. reflective cycle will also be used to describe the situation in detail. 
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In this part of the report, I will analyse as well as reflect my understanding, learning, experiences about the chosen topic which has been covered during the term as well as will also reflect on how these topics played a role to improve my skills and knowledge. 

[bookmark: _Toc81597996]2.1 Paraphrasing


A paraphrasing is sort of aspects or tactics that indicate the re-statements of the meaning of text or passage using other or different words (Murray et al, 2016). Before starting learning about paraphrasing my knowledge about paraphrasing was very little. When my lecturer was teaching us about paraphrasing initially, I thought it is more like writing paragraph. However, as my lecturer slowly started to discuss about it and showing various example about how to paraphrase as well as teaching us about how its linked with plagiarism then I understood that it is something that highly important for my course as well as my assignments, essays and research. Via learning paraphrasing, now I am very confident about how paraphrase different sentences and break it down as per my learning needs. My lecturer helped me a lot to get deeper understanding about it specially the eight steps to paraphrasing that I enjoyed a lot. 
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[bookmark: _GoBack]Aa a result, I have learned how to do paraphrasing effectively. For example,…the best explanation for the British location of the industrial revolution is found by studying demand factors can be paraphrased as “a focus over the demand might help explain the UK region of the industrial revolution”. It is ought to be noted that, direct quotation is something that is not required. Through the class work, exercise and lectures I have understood what does the paraphrasing means, understood the differences between paraphrasing and summarizing, understood paraphrasing does not make the text shorter and, I have understood how to develop the understanding regarding original text, got knowledge about word, synonym, choices of sentences, how to use synonym, thesaurus, develop own syntax for the paraphrased paragraph, structure the report, essay, assignments and so on. 

Furthermore, I have particularly like the lectures and it was inspiring in nature. I always feel exited whenever I delve into new things. The reason why I am so pleased with the lectures about paraphrasing is, now I can write assignment without worrying about plagiarism which will save my time and energy. By guaranteeing that I can ensure ethical practices of writing and avoid collusion words (Murray et al, 2016).

Here to generate more understanding Gibbs (1988) cycle can be implemented. Gibbs (1998) developed his structured debriefing” to help experiential learning. Even though it was first developed to improve the repeated experiences but it can be used to reflect the standalone experience (Cumbria.ac.uk, 2020).  One of the prime aspects of Gibbs (1988) reflective cycle is; acknowledgment of feelings. Hence, my overall feelings are following; 
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Description- what happened? I have learnt about new academic tactics called “paraphrasing”. 
Feelings- reaction and feelings? I have enjoyed as well as feel exited during the learning. 
Evaluation- what was good and bad? The good side was now I can paraphrase and easily write essay and reports and there was nothing bad about the situation. 
Analysis- made sense of the situation? After understanding the changes in learning I can use this method in different situation as learning involves transfer from past experiences. 
Conclusion: what have you learnt? I have fully learnt about different aspects of paraphrasing. 
Action plan: what are you going to differently? I will practice paraphrasing more and more so that I become expert on it (Donnelly, 2014). 

[bookmark: _Toc59227926][bookmark: _Toc81597997]2.2 Referencing 


Referencing consider as a link that create bridge or act via means that link with another object. Referencing can be at various form such as sensory, thoughts, tactile, text etc (ACS Careers, 2020). I had very little knowledge about referencing before taking this class. I thought referencing is not required to do an essay or report. But, after taking this class I understood the importance of referencing as when it comes to academic writing, while paraphrasing or quoting an author, theorist or researcher’s work need to quote to site the original sources where the data generated from. I really enjoyed the class specially the referencing as through the lectures I have got in depth idea regarding referencing through which reliable and useful background data can be cited. The aspects that, I have particularly liked about referencing process is; 

· Referencing will help me to avoid plagiarism by making it clear which idea is my own and which idea gathered from someone else (ACS Careers, 2020). 
· It shows and teach effective understanding about the topic. 
· It offers support evidence of opinions, ideas and arguments. 
· It will allow as well as make reader understand about the sources where the information is generated (Donnelly, 2014). 
· It helped me understand about the kind of misconducts such as failure to referencing, poor paraphrasing, self-plagiarism, submit work with legitimate credit, patch writing and collusion. 
· I can now easily ensure short and full references as per the university guidelines. 

The overall process of learning journey was inspiring, reason being it is a part of the law and university guidelines which has been to all the students as well as tutor to follow. Failure to do proper referencing can lead student fail the module and it could arise serious issues that could lead to legal action as well. Further, the reason why lectures about referencing was highly useful is; I have now learned and got in depth understanding about citing quotation, direct quotation, learned difference between bibliography and references, how to access overall referencing guide set by university. 

To demonstrate richer understanding here Kolb’s (1984) is implemented 

Kolb’s (1984) developed a reflective cycle that argues one can learn easily through the experiences of life (Wareing, 2017). The cycle consists of four stages which is following in the light of my own learning and experiences; 

Experience: through the lectures and workshop I have fully learnt how to do proper referencing to avoid plagiarism. 
Reflect: through reflection I can create link between current situation and experiences, knowledge and skills. 
Conceptualise: through conceptualise I can create link between explanation and analysis as well as other attributed towards my work. 
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Plan/experimentation: the focus here, translating the analysis into planning, action and preparation. Through the planning success can be ensured (Wareing, 2017).

[bookmark: _Toc81597998]2.3 CV writing 

CV stands for curriculum vitae, is a short-written summary of an individual’s qualifications, career and education, background and accomplishment that aimed to convince an employer with one’s skill set and enhance your chance to move forward within recruitment and selection process (Hime, 2013). Before learning this topic, I was familiar with the process of CV as I have been living in this country for long and applied in different position through dropping or attaching my CV. But when my lecturer was going through CV I particularly like the session as in this topic I have identified my knowledge gap. As a result, after successful completion of learning, I have developed better understanding about how to develop my personal profile, describe work experiences, validate my worth as a candidate, add references etc. Through the lecture, I was also allocated with individual task to effectively learn CV is which incorporated factors like, knowledge, skill, attributes and other things. I really liked the process of CV writing learning specially the step by step process such as developing personal contact details, developing personal statement, knowledge and qualifications, educational background, work experiences, additional responsibilities and activities, interest and hobbies to maximise my potentiality. Leaning CV writing was highly useful as I boost my confidence to apply for better job through great CV presentation and formatting. 

Driscoll model of reflection (2007) is implemented here to generate better understanding; 

Driscoll reflective model (2007) is a framework of self-reflection on particular events or happiness (Wareing, 2017).
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Action: What? learnt the stage of CV writing
Reflection: Now I can develop my own CV more accurately and apply for better opportunities. 
Action: So what? Through learning the CV I can fulfil my dream to become a professional care assistant. 
Reflection: I have identified the gap in my knowledge and improve my skills to develop better CV. 
Action: Now what? I need to keep on practicing to make it better. 
Reflection: along with practices I will take feedback from my lecturer so that I can identify my weakness. 





[bookmark: _Toc81597999]3.0 Conclusion 

Finally, it is clear that academic and employability consider as important and effective module for all the students as it plays crucial role to boost the confidence (Murray et al, 2016). Which experiencing and experimenting this module, I have identified different challenges, issues however support, lectures, workshops from my lecturer helped me a lot to overcome my challenges and gather critical knowledge. Apart from that, this is a structured report where I have reflected and analysed on various aspects of learning process such as paraphrasing, CV writing and referencing and all of them were covered by my lecturer. Through this report, I have demonstrated how I have learnt referencing, paraphrasing and CV writing that effectively boost my interpersonal skills inside and outside of my course. All the explanation of chosen topic was based on; what was my knowledge before undertaking the class, how did I like the class, how did I understand the topic, what I particularly liked/disliked, how was my overall experiences. Further, to critically understand my experiences I have added some reflective cycle developed by renowned theorist to ensure effective reflection. 
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