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1. [bookmark: _Toc48060819]Introduction
          It has been mentioned by Baumann et al. (2014) academic skills and employability skills imply those attributes that generally are emphasised to be vital in the area of higher education and professional life of a person. These attributes are considered to be significant capabilities possessed by individuals with respect to the areas of academics and employment. Academic skills and employability skills are vital for future prosperity and development of an individual particularly with respect to the aspect where the person seeks to develop the career or future based on the utilisation of these skills (Jackson, 2014). In the following discussion, the various kinds of literature that are associated with the different academic and employability skills, such as, paraphrasing, summarising, CV Writing, writing cover letter and reflective writing, have been evaluated and elucidated. 

















[bookmark: _Toc48060820]2. Paraphrasing
          It has been elucidated by Shi (2012) that paraphrasing or rewriting is that essential process that is associated with rewriting the source texts or restating the texts from the sources in the own words of an individual while giving credit to the original author or authors. The fundamental art of paraphrasing is associated with the ability of a writer to recast an entire sentence or passage, from the original sources, into a freely developed version of own. The author further highlights that substantial paraphrasing is required for modifying the original texts to the extent that plagiarism can be avoided, by including only the general words that are associated with the topic and avoiding the phrases that repeatedly appear in the source texts. 
          The different activities that are included in the course module, such as report writing, essay writing, and similar such text development have facilitated the development of the skills of paraphrasing in me. I have been able to develop new sentences and phrases by referring to several source texts, while also ascertaining that the respective authors are given the due credit and avoiding plagiarism at all the stages of the development of the written material. 
          Hirvela and Du (2013) have mentioned that paraphrasing is one of the fundamental means that are employed by the writers to capture the original ideas and words of the source text authors. The authors have further highlighted that this practice is majorly taught as a part of the academic writing courses, although, it receives very little attention in the research literature and pedagogical kinds of literature. It has been highlighted by Xu et al. (2012) that paraphrases vary along several dimensions, which comprises of the speech register, diction level and utterance length. 
[bookmark: _Toc48060821]          The different assignments and activities that we were needed to conduct in the current module enabled me to explore the different areas of paraphrasing, so as to avoid plagiarism and this in turn further improved my writing capabilities, while maintaining originality. I believe that I shall be able to apply this paraphrasing ability in the field of employment as well, during situations where I would be needed to develop reports or articles as a part of the employment job role.
3. Summarising
          It has been highlighted by Hirvela and Du (2013) that summarising can be defined as both writings as well as reading skill. With respect to writing, summarising necessitates the writer to express the major points of any text that the writer had read succinctly, in their own words. With respect to reading, efficient summarising necessitates an understanding of the key or fundamental ideas that prevail in a text, while having the ability to distinguish the main points (Hirvela and Du, 2013). Therefore, it can be stated that a summary fundamentally is a suggestively condensed version of any longer source text, which necessitates the utilisation of several devices through the process of achievement of the reduction in length (Hirvela and Du, 2013).  
          During the development of reports, articles and essays, I was needed to go through different academic papers and thereby I was needed to summarise what I had learnt so that I can appropriately develop the article or report based on the information that I had learnt. I have realised through the course works that are summarising is an essential component of academic writing, and therefore, the development of this skill has been particularly helpful for me.
          It has been mentioned by Marzec-Stawiarska (2016) that summarising is a task or activity in which the student, learner or an individual is needed to read, to write. The context of the reading is quite particular and reading with the intent of summarising encompasses deliberate, active operations that are aimed towards the formation of the gist of an entire text. The author has further mentioned that these operations make the process of summarising challenging for several learners as they are involved in text comprehensions that are based on the development of macrostructure of the texts. 
          Moreover, the process of summarising has also been identified to be positively influencing the ability to recall and learning (Marzec-Stawiarska, 2016). The summarising technique and skill that I have developed through the course module would be helpful in the area of employment as well. This is major because, during employment positions, I might be needed to read through various reports and articles and subsequently summarise them for my own understanding.

[bookmark: _Toc48060822]4. CV Writing
          Innes (2012) has mentioned that CV or Curriculum vitae, is fundamentally a summary of the academic as well as the employment history of an individual. Furthermore, the author also mentions that a CV fundamentally is a personal sales brochure that one is needed to carefully write and develop so that it is presented in the manner that ascertains that the person has the best possible opportunity of gaining the job that they desire. Basically, a CV showcases the talent of an individual. 
          Innes (2012) has mentioned that it is critically vital to see the information or matter regarding an individual, from the perspectives of a potential employer or recruiter. An individual is selected at the first stage of recruitment based on their CV, and therefore, it is vital that the CV of an individual be developed in an efficient and effective manner.
          As a part of the academic of the current module, I was needed to develop a CV of mine, and that has helped me to gain a better perspective regarding the information that is needed to be included in the CV as well as the manner in which it is to be developed and arranged so that it presents positive attributes regarding the individual, thereby making them more attractive and desirable candidate, amongst all the prospective candidates.  
          From the details that have been presented by Jackson and Robbins (2019), it can be determined that a CV is needed to be comprehensive yet brief, while ensuring that the content is clear, concise as well as consistent, with respect to the academic expertise and personal skills and knowledge that have been gained by the person. The authors have further highlighted that it is important for the CV to have the necessary heading in a suitable and standard font so that the essential details regarding the candidate can be identified by the potential employers and recruiters without many difficulties.
           It is important for an individual to highlight all the academic achievements as well as any kind of work experience, if present, in the CV, during the initial stage itself, as that is the main point of attraction for the employers or recruiters (Jackson and Robbins, 2019). An individual is judged based on the academic qualifications and work experience, as well as the manner in which these details are presented in the CV. The activity of CV writing has been highly helpful for me as it enabled me to develop my CV in a better manner and I have gained better idea regarding the presentation processes of a CV so that it would make me a more desirable candidate in the perspective of the recruiters and potential employers, in the field of employability. 
























[bookmark: _Toc48060823]5. Writing Cover Letter
          Cover letter, as has been mentioned by Anderson (2020), highlights the particular information and details from the resume or CV as well as the background, which applies to a particular posted position or a particular “potential opening” (that has not been posted) position in an organisation. Writing a cover letter requires an individual to present all the essential information of oneself in an efficient manner that would attract the recruiter or potential employer and set the candidate apart from all other prospective recruits (Anderson, 2020). Cover letters serve various purposes, and they are not merely a paragraph version of the CV of a person. 
          The cover letter of an individual is needed to match the experience, skills and knowledge of an individual, with respect to the needs of the recruiter or potential employer, while also conveying the interest of the person, in working for or with them. The activity of the current module that required developing the CV also needed developing a cover letter for any job position of own choice and this activity has helped to determine the areas that I needed to improve so as to be able to develop an efficient cover letter. 
          As has been detailed by Harvard Extension School (2019), the cover letter of an individual is fundamentally the writing sample as well as a part of the screening sample. It is important for an individual to put their best foot forward so as to enhance and increase the opportunities and prospects of being interviewed or selected by the prospective employers or recruiters. Harvard Extension School (2019) also highlights that an efficient way of creating a response producing cover letter is highlighting all the experiences or skills of an individual that are most applicable with respect to the industry or the job while tailoring the letter to the particular enterprise to whom the person is applying to. 
The activities of the module have helped to develop the skills in such manner that I can include those skill in the cover letter, while also ascertaining that I develop the cover letter in an efficient manner so that I can attract the recruiter over the other competitors or candidates. 


[bookmark: _Toc48060824]6. Reflective Writing
          As has been stated by Wald et al. (2012), it is crucial to adopt a sensibility of reflective writing as it facilitates the development of critical thinking skills as well, along with enabling critical decision-making processes that in turn enhances the professionalism level, eventually. Therefore, it can be stated that reflective writing is significant as well as essential element, in terms of the context of higher education and the professional aspects, as well. Although reflection cannot be specifically intuitive, it is vital that the mentors are supportive of their mentees through the process of development of skills, along with being instrumental in aiding them to develop the sense of applying the knowledge in practice. 
          The different activities and other elements of the current module have helped me to develop and enhance the reflective writing skills. The theoretical aspects that have been taught through the model, associated with the reflective practices, have further improved my skills. Through the different reflective activities, I have been able to apply the several reflective models such as Kolb’s reflective cycle, Gibbs reflective cycle and so on. The application of these models has further improved my reflective writing practice and made me more confident in this respect. 
          It has been highlighted by Gibson et al. (2017) that often reflection is not considered as inherent expertise and thereby making the concept and practice of reflective writing little difficult for gaining an understanding. The authors have also mentioned about the various stages of reflective practices, that is, impression, intention, internalisation, interpretation and integration. All these levels are considered to be significant factors which a person or the learners are needed to take into consideration when undertaking any kind of exercise associated with reflective writing.
          More often, these levels are anticipated from the students from a pedagogical perception, and therefore, there prevail various significant disciplines that are related to the reflective writing practices, as the concept is primarily based on the personal responses, instead of being based on the generalised learning. Through the course module, I have realised that the practice of reflective writing is important for gaining a better understanding of the learning curve of self.
[bookmark: _Toc48060825]7. Conclusion
          Based on the discussion that has been presented above, it can be stated that the course module has been particularly helpful to me as it has aided me to develop several skills and expertise that are not only significant with respect to academics but is also highly useful and important in terms of employment prospects and opportunities.  Therefore, it can be stated that the academic module of the course has been highly helpful for me in developing as well as improving several of the skills and expertise that I was earlier weak at.
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