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                                         Module Specification
Introduction: Every person in his/her life have different skills which plays an important role in life and in workplace. By the time being everyone learns different skills which helps in improving practical life. In this module we covered a lot of academic and employability skills and done practical exercises in class. The topics covered in our module are communication skills, problem skills, CV writing, cover letter, reflective writing etc. All these topics help us to achieve goals and objectives in workplace.
   The purpose of writing this report is what we learned in this module and topics which discuss in report are cover letter, CV writing, paraphrasing and reflective writing. This report also includes my knowledge and sharing experiences in class which helps me in future in my practical life to achieve my goals and objectives. Practical exercise in class with class mates also improve my knowledge regarding these subjects. Teacher also plays an important role in class to discuss skills and different topics deeply and also helps our groups in practical exercise which also refine my knowledge about different subjects which I will share in my knowledge of each topic in this report.

                                         Cover Letter
Cover Letter is a document which is send with CV. It is different from CV and instead of writing skills or experience its writing about the job applying specifically highlight the area which is perfect for role.
   A cover letter submits with the job application explaining the applicant interest for the job. It is usually submitting with the resume which provides additional information of skills and make sure it provides best expression on the person who views it.
Steps Writing Cover Letter: To write a best cover letter it includes following steps.
1. It covers full information of the applicant. Applicant must write its full information for the employer and its easy for reader to read about applicant introduction.
2. Role of the job must be mention properly which applicant going to apply.
3. Applicant must address to the employer properly. It creates great impact on employer if address properly.
4. Mention full skills and experience relating to the job role. It will help to get job easily if the skills and experience match to the job role.
5. Brief explain about the job role so it helps reader that applicant knows about the job role which is apply and he/she fit for the job.
6. Explain about interest and strength, it also shows great impact on cover letter and easy for the employer to read and recognise about your personality.
7. End with signature, when ending the document, it must be end with signature.

Structure of Cover Letter: Structure of cover letter is as follows:
First paragraph explains the purpose of writing cover letter to grab the attention of reader, if you grab the attention of employer then it easy to get the job. In second paragraph explaining about interest and strength that match with job role. In the third paragraph explaining about the company and role you are applying and that also create good impression in front of employer. And in last closing remarks and close with signature.


Importance of Cover Letter:  
Cover letter plays an important role in our life for the job role. A good cover life gives good impression on the person who views it. It shows skills, experience and interest for the job apply for the specific role. A good letter showing less grammatical mistakes with specific goals for the job role and creates good impression on the reader. It is great value for the applicant showing strength and interest towards the job role and separate from other candidates and helps to get job easily. Its importance talks about you and your story and also its builds relationship with the hiring manager and the person who is referring you, so it plays an important role to get a good job in your life.
 
Knowledge and Experience:
I have a knowledge and experience of writing cover letter and after reading this topic in class and practical exercise it helps me to enhance my knowledge regarding this document and also helps me how I can improve my cover letter to get maximum benefit from it in future career while applying for job. This topic give me great confidence to write a good cover letter and have research on it and how I create great image on employer and looks different from other applicants in getting job role.

                                     CV Writing
A CV is a Latin word for course of life is overview of someone life work. It is a document showing your skills, experience and education and also used for different reasons.
Definition: A CV is a concise document which summarise an individual skills, character, experience and achievements.
  In this document applicant sell by good skills, education, experience, strength and interests in front of employer. It gives good impression on hiring body if applicant have less mistakes in CV and have competitive skills and experience in market as compare to other applicants. 
     Steps for Writing CV: The following steps are important in making CV.
1. Applicant must write the name on header so that it easily seen by the reader.
2. After full name contact details must be clearly written.
3. Personal statement is important in CV writing and it create a great impact on CV.
4. After personal statement then skills, interest and strength must be written and it must be match with job role to get the job easily if the skills match properly.
5. Write educational details after your skills and interests.
6. Write work experience, more you have work experience more you will close to the job. Experience create great impact on getting job.

  Importance of CV: It is very important document for the applicant, an applicant sells skills and expertise for the job role which is going to apply. As it is first contact to the employer so it makes great impression if applicant makes it properly with less mistakes. It is also important as it makes first communication with the employer because it showing your profile in front of employer so higher the profile helps to get the job easily.

  Writing A good CV:  Writing a good CV is an art, it must be real and not long and explain reality about yourself. It must be tailored and showing research on company and mention skills for the job role. Having personal statement and objectives create good impression so personal statement with good objectives also helps in getting job with the help of CV. It must be with less mistakes and it must be research oriented. Write all the truth with no lie also understand reader about you, and in last it should be simple with no confusion and clear understandable.

Knowledge and Experience: My knowledge and experience regarding CV writing is good before this, but after this topic it helps me to enhance and refine my more knowledge about this topic, our teacher done different exercise regarding CV writing and it helps me to improve my knowledge about this topic and also it helps me to get a good job role with the help of good CV writing. It also helps me how I make my first contact with the employer and create difference with other candidates. It also helps me about the proper utilisation of my skills and strengths which also anther helping point in getting job in this competitive market. As it is an important document in my life and it plays an important role in getting good job, after reading this topic now I am able to make research-oriented CV.

                      Paraphrasing
Paraphrasing is derived from Greek meaning additional manner of expression. It is defined as presenting ideas and information your own words and acknowledge where they come from. Using own words demonstrates and express feeling and convey message and information to other.

Importance:
      It is very important to write in your own words and show your understanding about the information to others, because in this way reader can easily understand your message and about the source express in your words. It also helps in communicating to other person if the message is written in simpler way then it is more understandable to other. Using a reference is also of great importance for the reader because it also makes easy the source to read with reference. While paraphrasing writer also improves its skills with creativity and not losing the meaning and essence of message that is delivering to other. For students it also very important for them because they make assignment by reading journals, thesis and rephrase them in their own words, so it plays and important role to improve this skill by writing in their own words.

Steps of Effective Paraphrasing: Following steps in effective paraphrasing are:
1. Read the Passage and understand the full meaning.
2. Write the key points on the paper.
3. After writing key points write passage in own words.
4. Make sure express meaning and information.
5. Use quotation and reference.
6. In last review it and record it on a paper.

Knowledge and Experience: My knowledge and experience about this topic is not so good before this class and I don’t have much experience to write a message in my own words, after reading the topic and doing exercise now I will write the passage in my own words and explain it to the other in a better way, our teacher help us a lot in refining our knowledge about this topic by doing exercise with class mates. In future this topic will help me a lot to better explain my message to other.

                         Reflective Writing
In reflective writing writer use to analyse and observe on an event or an incident.it is a creative writing where writer describes about what is happening or try to write a story. It basically examines the response of a writer on new experience on a piece of paper. 
  It is defined as an analytical practice in which the writer describes a real event, interaction passing through or memory and adds a personal reflection on its meaning. 
 
Importance: It is very important because it shows the reflection of past, feeling, opinion and consideration of present situation and plan future activities. It involves process in which writer looks back in past and take lessons from it. The process of thinking involves critical analysis that leads to insights our assumption and motives and in result an individual improves skills, habits and get greater insight about the event. It is very important in developing personal skills and gaining great confidence on the topic. It also plays an important role in making future plans.

  Steps in Reflective Writing:
 The following steps in reflective writing are important:
1. Starts with introduction is important in reflective writing and write about experience and learning.
2. Main Body: then in main body write about experience and explore it and then analyse it.
3. Conclusion: at the end sum up with conclusion and restate your learning and write plan for future.

  Knowledge and Experience: My knowledge and experience about this topic is not good but again after reding about this topic and have exercise with class mates it helps me a lot to understand this topic a lot and also it helps me to write about my experience and learning in my own words and also helps me to plan further actions in future. This is a new topic for me and little bit challenging for me but the knowledge and teacher guideline helps me a lot to understand this topic and refine my knowledge.

Conclusion: In this report we discussed four topics and they are cover letter, CV writing, Paraphrasing and Reflective Writing. Learning plays an important role in our life. In this module we learned a lot about these topics and it helps us to improve our knowledge in different topics. We done different exercise in class and online with our class mates with regards to CV writing and cover letter that helps to improve our knowledge and getting our job in competitive market. Paraphrasing and reflective writing also improve our knowledge regarding writing in own words and how the message to be convey to other. Our teacher also helps a lot by teaching different skills that will help us in our practical life.
 

References:
 Reed.co.uk
Balance Career
The Open University and unison in Partnership
University of South Australia
Wikipedia
University of Sussex.

