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In this reflective academic report, I will share my experience of my learning process and my opinion, about my studies of Paraphrasing and Summarising, Cover letter, CV writing, PowerPoint Presentation in UWTSD, London Campus. I will also share my own thoughts and feelings about all my learning experience and provide recommendations and conclusions of how I can use and get benefits from my learning experiences in my future career and personal life.
[bookmark: _Toc49185296]Section 2: Paraphrasing and Summarising
When I started to study in UWTSD, London Campus I had I fleeting idea what paraphrasing and summarising means. I knew just that paraphrasing and summarising are used in essays writing but how and why I did not know. When I had my first academic lecture of paraphrasing in Term 1, Week 5 of my studies at UWTSD, London Campus I was not very interested to attend this session because I did not think that paraphrasing is important. But when I attended this session the teacher explained to us theoretical about paraphrasing and I still struggled to understand, but having gone trough a lot of class activities and help from the teacher I understood the importance of paraphrasing and how to apply it in my writings. I started to read different topics and paraphrase them with my own words and apply them in my essays. Basically, the words were different but with the same meaning. So that was grate and very interesting and useful to me. I t gave me the sense that writing the idea of another person with my own words is kind of creating my own point of view of that idea,  which is very useful not only in my academic life but also in every story from my life experiences. Another very important thing is that the lecturer told us when we paraphrase someone’s work, we must always provide references to avoid plagiarism because it is a crime. We also did an exercise in class in which we were given sentences to replace them with new ones but to keep the meaning. That really helped me to have a good understanding and to apply paraphrasing in my studies and everyday experiences. 
Summarising was also very useful for me because it helped me to identify and extract the most important information, such as taking notes of all the important data and making a brief statement from a whole text. The difference between paraphrasing and summarising is that paraphrasing means improvising a story, a text in your own words with the same meaning. When it comes to summarising, it means you select important information and organise it into small parts without changing the words. This session helped me particularly to be able to extract the most important parts of a useful information from a research and apply it to my studies. Summarising practices helped me to save more time and to prepare summary in a more attractive way for my readers.


[bookmark: _Toc49185297]Section 3: CV writing
When I went to this session I had a basic concept of writing a CV and I thought that it may not be useful but when I went to my session of CV writing in Term 2, ACE I clearly understood the importance of writing a CV. In my professional life I have been using a CV that was not prepared in a professional way and I wanted to practice that and to learn more. I found that writing a CV is kind of creating my personal brand, giving my winning personal statement, introducing myself and preparing for an interview to say how I will be suitable for a job. I found CV writing a very good winning chance for me to get a better job and to have a great progress in my professional and academic life. CV writing was also useful for me to show my knowledge, my experiences and my skills to a potential employer. I realised that with preparing my CV I must attract my potential employers. 
During that session we were asked to carry out an individual task in which we were stating our knowledge, skills (behaviour, personality, competency, communication skills, decision skills) and also that we must not use the same CV for all the job positions, also we were given a lot of example templates and links for research. That was something new for me because I was using the same CV for all the job positions that I have applied to before. The exercise was shared and compared with my other colleagues. The teacher also explained that writing a CV is not a waste of time but a very important and informative brief info of you before the face-to-face interview, he also said that the best CV is the one that matches with the job description and the personal specifications given in the job add. The more matching with the job description we provide the better chance for the job position we will have. I also remember one more important step of writing a CV and that is that we have to stay ethical and to put the exact skills that we actually have because employers can investigate for us and for our skills and life experiences. This helped me to reach to a conclusion that I must be honest and to create my CV in the best possible way and to state all my skills and experiences in an ethical way. All this knowledge helped me to feel more confident and I can see that my employability skills have improved with the time because of my better knowledge for writing a CV and now I have more successful job applications. So, this was very effective session for me.

[bookmark: _Toc49185298]Section 5: Cover Letter Writing
When I attended to my session of Cover letter writing in the 2nd term of my studies honestly, I did not know that cover letter is used for confirming a short brief of yourself before your CV to a potential employer. But when we reached this session the lecture explained very clear the definition of cover letter which was given by Morgan (2017) and states that “covering letter is an introduction which provides an employer to an accompanying CV” I agree on this statement because it is simple and exactly explained to be fully understood the purpose of covering letter. We also discussed the importance of covering letter where the teacher explained that covering letter introduces us to a potential employer. The teacher also said that cover letter is a business writing and summarises why you are suitable for a job but we do not need to repeat our CV in it, just to give a brief information relevant to the job. I heard for the first time in that session that we must not write “to whom it may concern” and the reason for that is that such a letter may lead to the  bin because is not addressed to anybody and losses it’s importance in this way. The teacher also said that addressed letter should be better considered and suggested to us that we can search in the internet for names and details of an employer or we can call the department of the job that we have applied for and ask for the responsible person. That was very useful information that I got to know in that session for my future covering letters to employers. In that session I also learned that we do not have to repeat our CV because that could be boring and all we need to do is briefly introduce our self. We were going through examples how we should do that. A statement that we heard from the lecture was “sell yourself”. It was a little funny but finally I understood that it means that you are selling you skills, knowledge and experiences to your potential employer for an opportunity for a better job and a better salary. I learned that is better to sell something to your employers in terms of opportunities and professional success which I never knew before. I also realised that covering letter is very important part of my CV and I should also write what I can offer to a company in terms of professional skills and invite them to contact me for an interview. I think that this session was very inspiring to me and I will use my knowledge in my future writing of covering letters.


[bookmark: _Toc49185299]Section 6: Giving PowerPoint Presentation
I had a very poor knowledge about PowerPoint slides, but I did not have any experience of how to prepare them and how to introduce them to an audience. I have been watching people do it, but I did not know the rules and the order of presenting it. When I reached to attend this session in Term 2, Week 7 of my studies I attended this session with a lot of interest. The most important thing was that the teacher showed us different tips and steps of how to use PowerPoint. He also said that we must be prepared well for our presentation with pre-talk preparation and I fully agree with that as I was struggling before in presenting a topic because I was not prepared well. It is better if you are prepared before your presentation such as arriving earlier to test your video or audio system for example, to dress appropriately and to turn off your mobile. Another important thing that the lecture explained is that we must be aware of what we are talking about and to have our notes in case to remind us. During this session another important thing that I learned is using handouts. In my opinion the reason of using handouts is useful because my audience will have a basic knowledge of the presentation and they will not struggle and be distracted, they will have a clear view. I then decided to prepare handouts in my presentation and to make them more colourful and attractive to my audience. That was the first time that I understood this important thing. My teacher also stated that a correct opening on a presentation speech is a crucial moment in the beginning, because even I knew that if we attract the attention of our audience the communication will be effective but if we fail on the beginning of opening our session that could be distracting a non-effective way of presenting. That was very important to me. I also understood that we should speak clearly and in a natural way and not improvising. Another important part of my session was when the lecturer said that the body language is very important. I was surprised to know that one of the model of Albert Mehrabian from USA stated that in effective communication the body language plays up to 55% role and I was also surprised because the lecturer said that the content of information takes just 7% of effectiveness. He also said that your tone of voice, speech and poses can play up to 38%. So, I understood that body language plays a very important part of effective communication and that was quite appealing to me. Another important lesson that the lecturer said was “do not permit your audience to questioning during the presentation” but they can ask questions at the end of the presentation. My opinion for the number of slides was that I can use any number of slides but then I understood from my teacher that we do not have to make an excessive number of slides because it can be boring to our audience so we need to consider how many slides we will use. In the end of that session I also learned that the behaviour of the presenter plays an important role of presenting. The teacher suggested us always to make an eye contact when we speak to audiences. In that way we should respect and improve to the audience the importance of what we are talking about and to make some humour which will help us to stay attached with our audience and will create a kind of sympathy and I fully agree with that. We also need to show assertiveness and enthusiasm in a balanced way. The teacher also said that we should leave some time if the audience have any questions. I think that this session was very useful and interesting and helped me to have more confidence because I will be aware of everything that I need to present, also I will have more control of my feelings and behaviour. 
[bookmark: _Toc49185300]Section 7: Conclusion
In conclusion I can say that my studies of every subject of ACE in UWTSD, were very important and useful and helped me to fully understand how to reach my full potential and to be more successful in my academic and professional life.
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Section 8: Appendix
 Extra number 1- My participation in class about Reflective writing
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Extra number 2-my CV
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