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Analysis of Employability skills
(Refer to PPT)
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Introduction
This report is focused on reflecting upon the skills that I have learnt with the help of a particular reflective model. In my opinion, the process of reflection is highly beneficial as it helps us in referring-back to past experiences and recreating them so that their impact is understood. In reference to my intended career in journalism and my aim of becoming an editorial manager, I have chosen the topics of CV writing paraphrasing and referencing. This topic has been chosen by me with a view to enhance my overall writing skills so that the chosen career is benefited. The chosen topics would be discussed in detail with the help of Gibbs’ reflective model.
Gibbs’ reflective model has been chosen for or this reflective report because it involves five different stages and enables detailed reflection. In addition to this, Gibbs’ model is found appropriate for the practice of reflection because it is simple, easy to use and provides a clear starting and ending point along with an action plan (Dressler et al., 2018).
CV writing:  Curriculum vitae (CV) is an important document that is used by people when applying for jobs (Jackson and Robbins, 2019).
Paraphrasing: It refers to the process of modifying someone else’s ideologies into our own words. It often involves rewriting an article with modification instead of copying. 
Referencing: The concept of providing reference in a work is to demonstrate the source form where the information has been drawn. 
Academic writing: Academic writing refers to a writing style that ensures that the context is clear and focused on the relevant subject. 
[image: ]
Figure 1: Gibbs’ Reflection Model
(Source: Markkanen et al., 2020)
CV writing
1. Description: With the help of the coursework provided, I have learnt that a CV refers to a significant document that helps an individual to reflect his own skills and qualifications so that the employer is convinced to hire the person at the job. I have also learnt that with the help of a CV, I would be able to outline my qualifications, experiences and skills in particular and in a comprehensive manner so that my employer is able to perceive my competency for the particular job role.  
2. Feelings: According to my understanding based on the lessons of the module, a CV is the foremost and the most crucial way in which I would be able to communicate to my employer. During the coursework, I have also learnt that a CV is not about binding all the strengths and high points, instead, it is a skill of making the best use of the relevant information which the employer might be willing to find. The necessary things to know about me like my experience and my qualifications would be evidently needed by the employer to assess my competencies on a basic level.
3. Evaluation: In order to ensure that a CV is self-explanatory, I would like to ensure that all the relevant information including my objectives of career and to be highlighted.  in order to ensure that and binds all the necessary information, and the most important element is to ensure that it is clear and illustrative. The information included needs to be clear, concise, and avoid the usage of long sentences. In addition to this, I have learnt that the arrangement of the information is particularly important and can easily create a negative impact on the recruitment decision of the employer if not met effectively. For example, the most recent experiences are to be placed before the prior ones and then followed by the qualifications. 
4. Conclusions: In my opinion and in reference to the concept that I have learnt, a CV is not the sole determinant of an individual competency for a particular job role. the employer might need to assess the soft skills as well as the personality overall. However, since a CV is the first formal communication with the employer, a proper framework in a concise look is important. Besides clear and comprehensive writing, the arrangement of the key aspects included in a CV is also important for creating a positive influence on the recruiter. 
5. Action:

	Objectives
	Actions
	Time Span

	Enhance my understanding of a positive and effective CV
	To observe and go through various types of CVs for my intended career, for reference.
	Three days

	Enhance my style of CV writing
	Practice writing a CV in a comprehensive manner and proofread for improvements
	Eight to ten days



Paraphrasing
1. Description: Paraphrasing is concerned with making use of work from other sources in a constructive manner so that the source of information need not be cited. When writing a journal or an article in the field of journalism, the need for writing about information from other sources becomes necessary. In order to demonstrate the ideas and thoughts of other individuals, the need for modification is relevant instead of copying and making the work look like a copied one. The act of paraphrasing is also concerned with avoiding the issues of plagiarism. The key aspects of paraphrasing are focused on borrowing information for the work of others and molding it so that the same information is interpreted in a different way. 
2. Feelings: Based on my learning from the module, I feel it is the ability of the writer to make use of the right words so that the paraphrasing is effectively done. I have learnt that efficient writing skills accompanied by the mental capabilities of the individual are needed to ensure that the paraphrasing is done efficiently. I have also learnt that it is the ability of the individual to read and interpret the actual idea and its meaning conveyed so that the information received is reframed accordingly and accurately. When I tried to paraphrase a chosen piece of work it took me a lot of time to interpret the actual me sing which further stretched my willingness to recreate it. 
3. Evaluation: With the help of the coursework, I have been able to assess my capabilities at paraphrasing. I was able to learn that there is a need to enhance my vocabulary so that I can make use of effective synonyms. Some of the keyways of assessing the competencies at paraphrasing are to try writing the same passage or piece of work multiple times. The use of synonyms, changing the words or changing the order of the words are to be used. In addition to this, I have also faced problem in making use of the keywords which is another important aspect when paraphrasing (Alian, and Awajan, 2020). 
4. Conclusions: With the help of the coursework I have learnt that when paraphrasing, the modification of the sentences and the structure is somewhat necessary, however, the essence of the work and its actual meaning needs to be retained. In addition to this, I have also learnt that making a list of the key ideas is highly beneficial so that the core essence of the write-up remains the same and the use of keywords is also necessary. 
5. Action:

	Objectives
	Actions
	Timespan

	Increase my stock of vocabulary
	Reading lots of articles and making a note of the good words along with finding synonyms for the commonly used words
	Fifteen days

	To avoid issues of plagiarism
	Practicing construction of sentences and making use of the learnt synonyms
	Ten days

	To make meaningful write-up
	Practicing writing the same article in more than one way
	Twenty days



Referencing
1. Description: Refacing is a type of activity that is used in academic writing because when I put some information in the wiring I have to tell from where I get the information. Due to this reason, I have to put some relevant references in my information. The term referencing is mainly defined as that the given data has some other source and I get the information from that source.  
2. Feelings: I have learnt that there are different methods that are used in doing the referencing. There are different types of referencing such as Harvard referencing, APA referencing, OSCOLA referencing and some other types of referencing. I have used different techniques and processes to do all these various types of referencing. At the time of doing the referencing work, I have to put the author’s last name and year of publication in my referencing process. The inclusion in the writing is known as an in-text citation. In the Harvard referencing I have to refer to the last name of the first two authors and then I have to put etc., whereas this method is different in APA style formatting where I have to include the last name of five writers in-text citation. The formatting style is also different between the APA style referencing and Harvard style referencing (Pears and Shields, 2019). I have learnt from the module that in the APA style referencing, the page number has to be given at the top of the page and in the Harvard referencing it has to put at the bottom of the page. 
3. Evaluation: I think that that referencing process is important for academic writing because it defines the authentication of the academic writing process.  I also gain a fair knowledge about how to do the different referencing process. There is some variety of both APA and Harvard style referencing. The Harvard type refers to a type of variety which is known as Adapted Harvard. I have learnt that the APA style also has some variety such as APA 6th and APA 7th referencing style.
4. Conclusions: I have learnt how different referencing style can be done in the academic writing process. The referencing process provides authentication of the work of the author who has originally collect the information and state it in the journal (Benell, 2018). 
5. Action:

	Objectives
	Action
	Time Span

	To improve the process of in-text citations
	Writing the information and citing in a simultaneous manner
	Seven days

	To learn a different style of referencing style
	Do the referencing process in a repeated manner
	Five days




Academic Writing
1. Description: With the completion of the coursework I have come to learn that academic writing is a particular style of writing which provides a logical flow to the entire write-up. The process of academic writing is highly concerned with a formal writing style so that the evidence and information are arranged in a systematic manner for reference. I have learnt that academic writing is more about a particular thesis or a specific field study. Although academic writing is not directly related to the field of journalism, the experience of writing style is highly beneficial. 
2. Feelings: In my opinion, academic writing is way different from all the other type of writing as it does not make use of generalised sentence construction. The worlds to be used, the writing style and the structure of the article, on the whole, are to be prepared in a formal and pre-subscribed manner. In my practice of academic writing during the coursework, I was able to realise that I was facing problems in maintaining the narrative structure of the write-up. I have also learnt that the structure of the academic write-ups are framed in a manner that the readers are able to follow the contents of the article effectively and locate the exact information they are looking for. 
3. [bookmark: _GoBack]Evaluation: The coursework about academic writing has helped me in realising that my style of writing was way more casual. I have understood that there is huge scope for improvement in my vocabulary so that the overall strength of the writing is enhanced. The module has helped me in learning how the use of different words can create add a different meaning to the writing and thus needs to be used effectively. For example, the words such as mentioned, demonstrate and illustrate are often used interchangeably but they hold different meaning and importance. Moreover, the coursework has been valuable to me as it helped in identifying my poor skills at the use of punctuation when writing g which again creates a different meaning of the sentences framed. 
4. Conclusions: In reference to the discussions made, I have managed to learn that the main benefit of academic writing is to ensure the proper use of formal language. In action to this, the correct use of words in their respective right places along with correct punctuations have also been understood throughout the coursework. Furthermore, the use of tone of words or the expression of the matter of the sentence for effective writing has also been effectively observed and learnt by me. 
5. Action:

	Objectives
	Actions
	Timespan

	Improvement in punctuation
	Being involved in writing exercises and learning about the role of different punctuation marks
	Twelve days

	Proper framework of the sentence
	Making proper use of syntax and avoiding the use of vague sentences
	Fifteen days



Conclusion
The discussion on my personal learning experience and reflecting on the lessons learnt has been highly beneficial. It has helped in evaluating my own skills and the scope of improvement in the future. The reflection has not only helped me in framing a descriptive idea of the learning but has also enabled the framing of a proper action plan which I would like to implement for my own improvement.
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