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             University of Wales 
                          Trinity Saint David 

                   

                    Task 2 : ACE Practical Portfolio 



Introduction to task 2 :


· Academic Writing 

· Cv Writing 

· Cover letter Writing 

· Summarising 


 
I have chosen  these 4 particularly topics ,because they are my weaknesses .
 I need to improve my Academic writing and writing in general .
 In this task I will be explaining how , my academic writing have been improving slowly with , the help of the  online  classes and online class activities that are given to me every week.
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              Academic Writing 

My academic writing skills have improved a lot since I become a student at this university in February.
Before I join this university as a student, to be honest my writing skills ware very basic and I had poor writing techniques unfortunately.
 My writing skills did not have a structure and balance ,maybe because I never paid attention to how important is to have good writing skills to be seen and respected as a professional person who can meet an certain criteria inter  job hunting world.
The way I used to insert the introduction, the main body and conclusion, was very confusing throughout the sentences and text that I was trying to create they just did not make any sense at all. 
I did not know or had any clue, about  how to identify “what was what “ in order to separate them by sections and categories.
It’s definitely been a big challenge for me to get use to being  discipline in the Academic writing ,because it was never thought me the correct way .Step by step I am now able to express my thoughts and feelings through out my writing without confusing myself over what I’m trying to explaining . 
The lecturers constantly give us homework  to practice during class or by ourselves , so that we can be better on writing in English  because for most of us including me do not have English as a  first language .Sometimes I have difficulties to understand some complicated words so I use the  good old dictionary to research for the means .

 By  simply pointing the main factors that  are divided in 3 parts I can now build an structure: essay , email , text  etc …
I know now  that an constructive text is :

The introduction- ( introduce the subjects that I’m going to be talking about ).

The main body- ( where I fully develop and defend my arguments).

The conclusion – ( where I give my final thoughts about the key points of my stated arguments) .

I also have been reading a few books ,because it helps me control my stress and anxiety especially when I have to do essays and the clock is ticking for the deadline . 
At the end of this semester I sincerely hope, that I will be able to  achieve a high level of knowledge about academic Writing skills .
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                          CV Writing 


In my understanding writing  an Cv is where you showcase your attributes, your knowledge, what  have you study , give a brief introduction about the type of person you are .
Describing your ambitions is very important, because it gives your potential employer an idea about the life goals you have set for yourself in the near future.
My CV writing skills are very simple as vague , I have learned how to write an CV by myself and through the years my CV presentation have been plane , simple and the same style . 
Now that I am  an adult , I realised  that CV’s have to be written in a professional way ,presented  with elaborate and truthful experiences because they can be life changing .

With the help of Academic writing I’m getting  better every day when it comes to CV writing . 
I always share the most important information ,  about my past jobs , studies and the type of hobbies I’m interested in .
Everyday I try to learn other styles of  writing using  google as a main source of help . Reading different types of magazines like : fashion magazines or by just checking our university library can contribute to your knowledge expansion witch as been very helpful as well . 
I try to gather all the information that is provided to me during classes  , and  later write it down and exercise it on my own.  The auto correct  helps me a lot to correct my various spelling  mistakes.
I tent to write in the 3rd person sometimes just to see if it makes sense what I’m writing because I have to think in Portuguese 1st .

I have massive difficulty when it comes to express my thoughts because ,first I get nervous quickly and then I don’t want to sound ignorant or less skilled then the others . 
For the past few weeks my lecturers have shown me that it’s okay to not know something that you never used or tried before .
The  way I  have learned it wasn’t the correct way but in order to better it I have to be open to re-learn it again .
To be honest I think my writing skills are much better now .
I can now see the differences between, sending text message witch are normally written with a lot of shorter words but , sending a writing  email or writing a CV  always  have to be written a structure, professional and diplomatic manner so that the companies that I will be applying to work for , see all my past jobs,  experiences. and the school degrees I have.
 Essays can be just structured ,well written and simple as long as all the information that it was asked is presented.
This course as helped me in a lot of ways and I am  glad that I can now write whatever I want without fear of judgemental opinions .





                                                                                       4


          COVER LETTER WRITING 


The  Cover letter meaning in my knowledge is: a letter that will support your Application through the selection process by explaining what your strengths are, your qualities. People often  express   that they are  open to learn other different skills if required in order to be a good fit for the team and  job roll that you are applying for . You always have  to tell  all your job past  experiences by only stating the truth  related to the job position that you are applying for.

When I’m writing an cover letter I always describe my strengths and capacities , why would I be a good candidate for this job roll?!  I am always honest about what I can or cannot do because if I lie at one point it can be verified by simply ask me to complete that task . 
Lies can destroy your character , the imagine that people have about you and the way you are seen  honesty to me is the key to  trust , growth and success.
I always try not to use complicated words that most of the time I don’t really know what they mean  just to look sophisticated .
I always prefer to bring to the table my honesty and say what I really feel,  for them to get to know a little bit about me and what  I am capable of doing.
Now that I’m older,  I now know  that ,attaching  an cover letter is important because it supports your Cv and job applications.
 Back then I wouldn’t even bother to write one single cover letter  I would just make some small adjustments on my current cv change my personal details , and send them to different companies without paying attention to details or even if what I wrote  match’s my personality or full knowledge.

My lecturers have been teaching us how to present everything we do with professionalism , even if it is just a class activity and we won’t be marked academically it is good  for us to have an idea and trained eyes about  how to create  an professional , well structured and neat CV.
So far my writing as been improving , even the way I talk as change for better too.
I  will continue practicing not just in class but outside the classes too,  to make my own writing skills better each and  everyday . I learn something knew all the time and whatever words I don’t understand I write them down in my notebook and to research about their meaning so that I can eventually used them in my essays and other non academic work.
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                     Summarising 


Summarising in my honest opinion is: give a short ,well structured presentation and brief statement about all the main topic or bullet points of any subject that you are going to talk about by stating just key factors .
When I’m creating a long text, I always try to summarise the most important ideas by writing them down in a separate peace of paper and at the end of my writing I will put them  in a context as a resume topics .
By adapting the summarising  style , I’m also training my brain to think faster  and academic writing skills too   by being able to create much shorter sentences witch will be written  in my own words most of the times .
In order for me to do a good summarising/resume , I always have to read everything 1st  sometimes more then once to be able  to understand everything that the text/or book author is trying to say. If what I’m reading  is not complete my resume will be unfinished and would not make any sense.
Summarising is a good mind and writing exercise in my opinion, if you can  practice it everyday and adapt it in the work that you are creating your writing skills will be elevated.
We have been practicing how summarise and  to  only apply : bullet points ,key points and how to professionally resume a text so that we can apply it when writing a CV for example.
A person that is capable of shorten text messages to send a quick text message by using just key words is definitely able to summarise any type of text contest because it’s all about paying attention to the important facts  that  you are reading about.
Soon as you obtain and gather all the important information you have to simply create bullet points in small and informative phrases . 
By reading what I’m writing throughout my work helps me fix or make changes constantly if I think that what I’m trying to say is not been specific enough and the readers won’t be able to understand my point of view.
I can now make a decent and well presented summarised  homework by myself , review parts that are unnecessary and create a good revision work .
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