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[bookmark: _dbwqc9glu9ll][bookmark: _Toc49704070]Introduction
Pupils while working on the projects and assignments given by their respective institutions develop certain skills like customer service skills, cultural awareness, work ethics, communication skills, teamwork skills, professionalism, conflict management and language skills. Later in their chosen careers, these skills prove to be of great help while building a good professional reputation. Just like any other student, while working on this assignment I got the benefits of adapting certain skills and putting them in good use. In the weekly schedules different topics like employability, paraphrasing. Summarizing, analytical thinking, plagiarism, referencing, reflective report writing, reporting, CV writing and cover letters will be covered. Due to learning about these topics, my understanding of certain skills has enhanced and that has provided me with an advantage in my career. In the following report, I will use Gibbs’ Reflective Cycle to give an insight into my learning process.
[bookmark: _v5w6jmhl3d01][bookmark: _Toc49704071]Reflective Analysis
In this part of the report, discussion is based on various topics that I have learnt throughout the module and described in detail how useful those are in development of various employability skills like communication, report presentation, briefing and so on in the process of development of myself as an individual. To support my analysis, in the report I have provided information gathered from various reports and scholarly articles in connection to respective topics. The topics, which I am going to emphasize in this reflective study, include referencing, summarizing, paraphrasing, CV writing and cover letters.
In Term 1, during the weekly schedules, I learnt about communication skills, time management skills, enhancing professional knowledge and many others. Based on my learning, I can say to gain primary employment, to maintain employment and to obtain a new job a good set of skills come handy. Therefore, upon learning this I understood to get a job, I need to gain a wider set of skills and attributes that will help me maintain a successful working life throughout. I learnt in the weekly schedules that a handful of skills give one an upper hand in general, especially in the areas of staying competitive, attaining goals and perfecting education. I learnt as a graduate even though I have a good percentage, my degree will not make stand out among my contemporaries. A great set of skills owned by me will make me prominent in the competition and it will be the ultimate deciding factor in my career.
 The working world changes at a quick pace, so a wider set of skills such as communication skills, teamwork skills will help me adapt faster and achieve my objectives. According to Tomlinson (2017), as I learnt a graduate needs to enhance his skills beyond his academic learning to fight the challenges of a graduate-level job in a more efficient manner. As Baukens (2017) says, the key emphasis should be put on recognizing the need for early intervention before one becomes unemployed for the long term and focusing particularly on one’s needs. A set of skills will give an applicant advantages that a normal graduate degree will not. Skills not only make one’s resume more attractive but help one perform the tasks to their full potential.
[bookmark: _djljmwbhgltn][bookmark: _Toc49704072]1.0 Paraphrasing
The term “paraphrasing” was almost foreign to me as I learnt about it in the term during the last unit. We have been using paraphrasing as children while doing any project while not knowing about it. Paraphrasing is a skill that turns out to be very useful in academic life as it helps one to express the direct idea of a quote without using the exact words (Na and Nhat Chi Mai, 2017). Through rigorous practice and detailed researching, I was able to understand that authentic paraphrasing is done in eight steps. 
The first step is thoroughly reading and it is the ultimate step to paraphrasing. From the first day itself, I understood the vital role of carefully reading in paraphrasing. I learnt through my experiences that a small mistake in reading that alter the complete meaning of a sentence. As Dublin (2019) says in his works, I also believe, thinking comes right after reading to shape the ideas and dwell on the words. I believe careful reading will be of any use if one’s thought process is not right. My interest in paraphrasing lies because it helps in avoiding plagiarism that is considered as a punishable offence in both the academic and professional world. My queries were rightly answered in class but for further learning, I took help from YouTube. From the streaming platform, I learnt that citing the sources while paraphrasing was necessary. I have this belief that this knowledge will help me even outside my academic life. One of the professors told us how paraphrasing results in powerful and effective conversation in the work environment.
[bookmark: _dwt4u89uolsn][bookmark: _Toc49704073]2.0 Summarizing
Summarizing is the process of giving a compact statement that carries out the ideas of the main point s in writing. Reflecting upon my knowledge, summarizing is the method in which the key information of a section is amalgamated and written in one’s word (Hassan and Kareem, 2016). During the term, I learnt that a summary can be an individual assignment or it can come with a long paper as well. If one is not accustomed to the right process of summarizing, it can become quite difficult to summarize something. From Marzec-Stawiarska’s (2016) work I got to know the first step of summarization is identifying the main ideas in the writing and second is taking notes. Later on, comes organizing the words and I lacked in this particular department. With the help of my teacher, I was able to learn the process of logical organization. In addition to that, he taught me the importance of linking ideas in a proper manner. While taking the classes, I learnt just how useful the skill of summarizing will be in my academic career. For example, I learnt how to take notes effectively by highlighting the keywords and ideas that are very important to the subject.
I learned the whole method of summarizing can make me understand better, will also save my time and will give me a scope of creativity. From the class, I learned the theories and the techniques related to paraphrasing and from outside the class, I closely inspected my friends’ works. At first, I was reluctant to put it in actual use as I was not confident but in-class discussions motivated me just enough. I personally realized while working on this, a lot of practice and a stronger sense of grammar will help me do better in summarization.
[bookmark: _fo4fm4ip26r0][bookmark: _Toc49704074]3.0 CV Writing
If anyone asked me what a CV was before these classes I would have answered that it is a document that states one’s education, skills and is used while applying for a job. Even though this is the definition of CV and it looks quite simple but CV writing is completely different than this. According to Darmawan and Andrianti (2019), CV writing is actually passing important pieces of information to an unknown person in a manner that is exciting and aesthetically pleasing. Inside the class, our teacher taught us every step of writing a CV. He mentioned that CV should not be more than two pages and in there the key points should be in bold and highlighted. As one of my friends asked the teacher about the use of colours and bullet points in a CV, he told us the importance of bullet points. He told us bullet points deliver the key information but extensive use of colours in a CV is not appropriate. As we were told in the class, a good CV is really necessary for employment as it demonstrates the qualities present in an applicant to the employer.
However, due to the time limit, I was not able to learn everything about the CV. From outside of the class, I learnt the use of Microsoft Word in CV writing. The first day of CV writing for me turned out to be very time consuming as I was not well aware of the process but however I was happy. Upon looking at my friends’ CVs, I learnt how each CV is different and unique in its approach. In the class, I learnt the pivotal role of CVs as they are the first and direct communication an employee has with his employer. CV is about presenting yourself so it should be carefully written and designed. A properly written CV will give me the benefit of a good impression and that will help me and my dream job.
[bookmark: _4ghtpasfjmif][bookmark: _Toc49704075]4.0 Writing Cover Letter
Before starting classes in the professional skills and knowledge development course, I did not have the faintest idea of what a cover letter is let alone the procedure of it. So upon hearing the term I was very interest to know about the skill and asked my teacher all about it. The teacher told us it is also a written document much like CV and it focuses on the interest and credentials of the job applicants for the applied position. He told us in this letter we need to mention about our academics, our possessed skills, our job experiences and other things. In the class, I was able to get familiar with the general format of cover letter writing which is writing it in four small paragraphs. The first paragraph is usually the introduction paragraph, and then comes the basic information paragraph. In this paragraph, the teacher asked us to use stars to highlight our education, skills, experience and everything else that will indicate all the requirements (Yansyahet al., 2019). The third paragraph should be about the company and should include research about the company itself. The last paragraph is called “call to action”, and here the teacher asked us to write about personal interest. 
I got to know about the prospective cover letter, application cover letter and networking cover letter from outside of the class. From my friends, I got to know along with a CV a small introductory mail is accepted and that is considered as the cover letter. I personally feel this is an important skill to possess as it helps the employer know the applicant better.
[bookmark: _9amte01mz4ym][bookmark: _Toc49704076]5.0 Referencing
During the classes, I learnt the importance of the skill of referencing in my academic career. My professor told us about the importance of referencing in projects and other assignments. He told us we cannot base our projects solely on the idea of one author. We need to use ideas and research of more than one other and to enrich our works with knowledge and different perspectives. Through the use of referencing, I can tell my readers from where I got my information. From the works of Pears and Shields (2019), I learnt there are mainly two referencing styles commonly used - Harvard and APA. While class discussion, the teacher asked us to find probable reasons behind referencing. I suggested that it is all about giving the original creators their due credits and the teacher supported my answer. He, later on, added it gives the students the opportunity to create solid arguments by taking help from sources. While working in class, I learned about two parts of references - citation and referencing. As our teacher told us, citation comes in between the text and referencing is more like an entry in the end Through the use of referencing I will be able to provide valid points to make my argument stronger. In my professional life while proposing an idea through references I will be able to portray the viability of my idea. Also the number of references will shed a light on the hard work I have given to this research. All in all, it will showcase my work as more credible and thought out and that is the impression I want to give to my employer. 
[bookmark: _yxg6lq1ulqd4][bookmark: _Toc49704077]Gibbs Reflective Cycle
Upon working on this project I had to acquire various skills like communication, teamwork, language skills, professionalism and many others. Gibbs’ reflective model provides the structure for learning from past experiences and gives an individual the chance to learn from one’s defects (Sekharwinahyu et al., 2018) there are six stages in Gibbs’ cycle - Feelings, Analysis, Description, Evaluation, Action Plan and Conclusion. 
Description: The stages will look into my personal experience of in-class discussions during the terms and it will help me to have a complete understanding of my progress.
Feelings: The in-class discussions have helped me a lot in improving my skills. It made me nervous as I wasn’t good at communication skills and it made it harder for me to work in a team. Being very impatient and weak in summarizing skills made it impossible for me to present my ideas. Upon talking to my team members and listening carefully I was able to get over shortcomings.
Evaluation: I made mistakes that resulted in certain negative effects upon receiving guidance from the faculty members and my teammates the experience became fruitful for me. I was able to better my communication skills and summarizing skills that provided me with the ability to share my ideas vividly. Even with differences of opinions and various other disagreements was ultimately successful as I received cooperation from my team members.
Analysis: I was able to compare and analyse my character traits with others. I was able to pinpoint the areas in which I lack and can be better. As I was unable to make myself understandable among others I learned how my inefficiency in communication skills and summarizing skills is setting me back. With the help of my group members, I overcame all my deficiencies. The report also helps me to understand as an individual how good I am in paraphrasing as well as summarising reports which are two of the key skills associated with the process of value communication
Conclusion: In the end, I would like to say the whole experience was beneficial to my being. I was able to work in a group that helped me in bettering myself both personally and professionally. I was able to identify my lacking areas and work on them.
[bookmark: _Toc49704078]Conclusion
From above description, it can be ascertained that self-reflection is necessary for improving one understands of one’s self. This process helps one recognize one’s strengths and weaknesses and provides one with the opportunity to work on them. The topics covered in the respective terms helped strengthen my academic and professional skills. I have expressed my personal thoughts using the Gibbs’ reflective cycle, I was able to understand the areas where I was lacking and was provided with guidance. In the report, I conveyed the importance these skills hold in one’s life and with the action plan I was able to showcase my progress.
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Action Plan
	Objectives
	Current Ability
	Actions
	Supports
	Time Frame

	Communication Skills
	Weak
	[bookmark: _ckar7o9aofsa]I read “Developing Your Communication Skills in Social Work” by 
Paula Beesley, Melanie Watts, Mary Harrison
I watched YouTube videos on communication
	[bookmark: _3yombrjzv94l]“Developing Your Communication Skills in Social Work” by 
Paula Beesley, Melanie Watts, Mary Harrison
	1 month

	Teamwork Skills
	Weak
	I read “One Team, One Dream: Indispensable Teamwork Skills to Create a Collaborative Culture” by Gregg Greggory

	“One Team, One Dream: Indispensable Teamwork Skills to Create a Collaborative Culture” by Gregg Greggory
	2 months

	
Summarizing Skills
	Weak
	Spoke with others a lot, practiced re-writing large paragraphs , participate in debates and discussions
	[bookmark: _u6gaq3d3z4si]
Leveled Text-Dependent Question Stems: Summarizing
By Debra J. Housel
	4 months
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(Source: Created by Learner)
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