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Introduction
Academic and employability skills are essential for developing employment related knowledge (Dhaliwal and Misra, 2020). By developing employability skills, the individuals could perform their duties properly in the organisational setting. Most employers nowadays are looking for some essential skills other than the academic skills. From this module, I have learnt so many things that enabled me to improve my transferable skills and make me employable. Different types of activities are undertaken during the class and here I will share these experiences by using the most recognised reflective model ‘Gibbs model’. The things that I have learnt from term 1 and term 2 will allow me to accomplish my higher education effectively and increase competencies and confidence in this area properly. I’ve learned so many employability and academic skills including time management, CV writing and understanding the issues needed for completing academic reports.
Description
Both in term one and term two we are taught about academic and employability related materials through workshops, sessions and other forms of learning environment. We were taught about how to paraphrase a writing in own words. Our module instructor has showed some steps to summarise the writing properly and we are given some exercises where we were asked to summarise the key points by following the steps recommended in the class. Referencing is done through a format and we were taught about Harvard Referencing System which is used to give reference in reports. CV and Cover Letter is also taught by our teacher in which we were introduced with different way of writing, usage of formal language and how to portray own information in the appropriate manner.
Feelings
There were times when I lost my patience and lost concentration as these things were new to me. But when I was able to grasp the main idea, I started to find things interesting. In doing paraphrasing, I found it really exciting about how a paragraph or a piece of writing can be written in a completely different way. Previously, I had no idea about how to write a formal report and could not differentiate from a formal report to an informal report but I have learnt some basic aspects of formal report writing and how it is different from writing an informal report. Dhaliwal (2005) has said that paraphrased writing should reflect the original source and should not incorporate the writer’s own opinions. In the first class I thought paraphrasing means to copy one writing and to paste it on somewhere, but ultimately, I was taught about the difference that paraphrasing means to writing a thing in a different way with keeping things in mind like to how to write in a different way, using synonyms and the sequence.  I had a tough time in practicing as it was a new experience to me. The kind of words that are chosen to write in a different way takes some knowledge and needs some practice. In doing summary, my initial thought was to use as tough word as possible as it was a formal writing. But latterly I found out that I need to analyse it from the reader’s perspective too and I thought about keeping a mixed strategy from now on. The formal writing and writing from reader’s perspective should both be kept in mind (Ravelli, 2004). I found out that CV writing is broader which tells about all candidates’ experiences and qualifications whereas Cover Letter writing is more concise which focuses more on portraying job requirements and showing why the candidate is suitable in doing the job. In doing referencing, I thought it to be easy while listening. But I found out that many things are found out while practicing and the formats of in text citations and how to refer list and give citations from those references and the mistakes cannot be corrected without proper practice.
Evaluation
I have learnt how to do paraphrasing in my class. It meant to avoid plagiarism which is checked when a report is being written and I have my skills here at an average scale and more practice is needed. Moreover, I need to follow the eight steps of paraphrasing that were introduced in our class by our module tutor. While performing the summarizing part, I have failed most of the times as I have less reading habit and it is a place where I need to improve more. Although I thought that summarizing is an easy task but after few attempts, I realized that it is not an easy task. The time I was paraphrasing and summarizing the articles, the first attempts were poor. I saw that I was copying almost all the articles same as the original and ultimately there was no difference. Finding the core meaning of an article is not so easy and lots of practices are required to achieve this skill.  Another issue that I faced was the usage of formal wording when paraphrasing and summarizing an article. I was writing many informal words which made the reports that I made look peculiar and I found out that I need to improve in formal writing so that the essence of the original content stays in the paraphrase or the summarization that I am doing. Referencing looked easy so I took is as an easy thing but I still have problems when I do it. While performing the referencing part, I could not maintain the sequence of information that should be followed in Harvard Referencing style. I was completely frustrated as I could not grasp the formatting styles in the class. I found it to be my fault as I was a bit inattentive when the topic had been discussed and felt disappointed. I was getting stuck in many situations and getting confused about many things.  CV writing and Cover Letter writing structure is still a tough thing to me but I have tried to understand the basics so that I can practice it in the right manner. After completing the CV, I have understood that I could not follow a proper format as I have used unprofessional wordings and design which is inappropriate. 
Analysis
In writing the CV and Cover Letter, I was continuously trying to write it in my own style, but I found out that every time creativity does not work, and some formal rules, regulations and guidelines should be maintained. According to Rowe and Zegwaard, (2017) the cover letter should be prepared in such as a way that the prospective employer could get an overview of the prospective employee without looking for the CV. My teacher has also told me to follow the basic rules strictly which I should take in consideration in the future. In the Cover Letter, the problem of using informal wordings was also seen and it needs to be improved. I didn’t have the proper idea regarding how to format a CV properly. So, I needed to check some practical examples to understand the overall structure and contents of a standard CV. According to Ravelli and Ellis, (2004) the CV should be structured properly so that the prospective employer could understand the information properly. I also studied some articles from online and followed some templates from Monster to understand the templates of a standard CV. Both CV writing and Cover Letter writing are all about a description of a person to show how much potential he has for the job and mention his qualifications. I made the wrong sequences most of the time and I have found out that I need to understand the formats and sequence in order to write in the appropriate way. When I was been taught about summarizing, I got really confused about the difference it has with paraphrasing as both looked the same. But in the class lecture my confusion was removed by the teacher where I found out that summarizing is to write things shortly and make it understandable to reader. When summarising a thing, one should not bring own perspectives and discussion rather he should convey the main idea stated in the original article (Nathan, 2013). So, while making a summarization I cannot do any biasness which I had to consider. I had to review all the things that were taught in class and had to practice again. When I was failing to paraphrase in the right way my friends helped me to learn patiently and showed me the lectures though which I could understand the ways of paraphrasing. According to Griffin and Coelhoso (2019) paraphrasing doesn’t mean making the text smaller. To improve my paraphrasing skill, I need to create my own sentence structure and compare the meaning with the original source. Working in MS Word the synonyms can be seen very easily but getting dependent on software cannot improve the skills and knowledge and in this case the stocks of wordings needs to be improved to make the paraphrasing and summarizing even better. The referencing issue looked a bit complicated to me as I had been looking at referencing styles in many of the reports and scholar articles that I used to read but I rarely would understand those and skipped it. But here I got to know about its importance, and the usage of it in report writing. In doing referencing, I was making mistake in giving the citations from the reference list. There are many referencing systems that can be used but our teacher focused on Harvard Referencing style where we were told that this style is needed for us business students in writing academic reports in the future.  The problem was made on my whole exercises where my spacing and citation rules were not followed accordingly. At first, I did not get its importance, but the teacher had discussed why should we learn it and discussed about the ways how to write in appropriately. For understanding the referencing properly, I had followed the class lecture sheets and got some help from the internet.  The way referencing is done sounds easy but when done, the spacing, word styles and citations factors needs to be considered and also needs a lot of practice. 
Conclusion
I have learnt about how to write a report while avoiding plagiarism. As I was writing the same thing as the main article at first, that has a big chance to fall under plagiarism. I could have done better in this case if I would practice more which in fact can be done in near future preparing academic reports. The summarising and paraphrasing have also helped me understand how to present a thing using own words even though it is completely reflecting the concept of the original author. According to Suarta et al. (2018) the summarizing and paraphrasing skills could be improved further if the steps are properly followed and those things are properly practiced. Hence, the case was different in CV writing and Cover Letter writing. I could at first grasp the theories and then go in practice. But a little knowledge and over confidence made me do poor in writing those and there is still many gapping in the knowledge of the right structure. CV and Cover letter writing format are still a bit confusing to me as I learnt there are different ways to present it and it depends on the type of job that I am applying in or the kind of think I am trying to focus on. I consider the choice of wording was also a problem but as this was an initial stage of my learning, that was satisfactory and I found my way of improvement here which shall be continued in future to broaden those learnings.
Action Plan
As now I have found out my lacking and my problems, I can make a plan about improving myself. To improve my summarising and paraphrasing, the report writing and academic writing can help me in understanding the way that is used to summarize and paraphrase and summarise. I also need to understand the differences more clearly between them to do the tasks more precisely. Since, referencing is also a part of report writing, I will also have it practiced in the same manner while I write my academics and work on different assignments. I also need to go through the lessons again to understand the basic concepts more clearly and work on quizzes to increase the efficiency and effectiveness in my work. I also need to take some motivation from the activities that I have done and the things that I got succeeded in. I have to work a lot in my CV writing and Cover Letter writing as I had failed to do in in the right manner. As I am still a student, I do not have enough things to add in CV and Cover Letter but when I will have things added up which can be added in my CV, I need to learn how to add them in a CV In this case, looking at examples will help me to learn more and most importantly learn the rules and regulations that have been taught in the classes. Hime (2013) has suggested that CV and Cover Letter is a differentiator factor in getting a job. When I practice, I must show it to my teacher to show my improvement that I have in my writing. Lastly, persistence is needed to do continuous improvement removing all the distractions that may come and continue to grow and improve skills through the learning activities and making an effective plan plus implementing it.
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