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Academic and Employability Skills 

[bookmark: _Toc49280418]Introduction 

In this rapport I will reflect on different topics from the first term and from the second term, using the Driscoll’s Model (1994-2000). The topics that I will reflect are: note taking, time management, CV writing, cover letter and academic writing. I am going to write about those skills that I learn at University, and how they will benefit me in the feature.
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[bookmark: _Toc49280420]Note taking

Note taking is one of the topics that I learn in first term at University. Moreover, I learn that the notetaking is a very important useful tool which will help me at university with my assignments but also at work.   Taking notes is to extent the at tention span (Rowntree,1976) it is an easy way to practise writing key words and is way to collect and save information to remember what was saying, is the way to remember things that I want to say or to do in the feature. Also taking note means to paraphrase when I read a material or lecture. Sometimes, I take note by recording the material, when I heard something interesting, and I do not have a pen and paper.  

[bookmark: _Toc49280421]Time management 

 Time management is the topic that I read more about, because my time management was not good. The time management is the way that I can organise and plan my activities at home at work and at school, day by day to do better and to finish  my jobs on time to have same spare time for me to do something else. Allocating my time for study using the time effectively is giving me the opportunity to finish on time my assignments. George et al. (2008) describes time management as a good interaction between students’ strength in manage time and their academic success.
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This term at university I learn about CV writing and its importance, our teacher explains what is a CV and how useful it is when I am looking for a job with a professional CV. A CV is a document with the role to convince an employer, who I am and what are my qualification. The CV must contain my personal contact for example my, address my telephone number and my email address, the work experience, where I was working before and what was me responsibilities my education achievements, what studies I have and where I studied and the time when I had my studies, what are my skills and knowledge for the new job. Therefore, those are the information that I should include in my CV and send to an employer to get a job quickly or to have the chance to be call for an interview. 
[bookmark: _Toc49280423]Cover letter 

A cover letter is a short professional letter that must be send out with a CV when need to apply for any jobs or University. A cover letter is a brief introduction  to make a good impression for myself (Phlyllis Korkki 2009).To write about my career goals and  the experiences and achievements from the previous job , as well about my skills and abilities, to include few activities from job description, to be a thoughtful information and to coincide with my CV.

[bookmark: _Toc49280424] Academic Writing

Academic writing is straightforward, descriptive, concentrated, systematic evidence based. The aim is to help the readers understand the content of the work better. It has a structured sound and format; however, it is not complicated it does not include sentence structures and difficult language. Growing academic study would have some style of writing, terminology, and forms of debate that you should be comfortable in the context of your education. There are many, certain basic features of academic writing that are common to all backgrounds.
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Note taking 
My knowledge of note taken was very simple, as I had to write down the words wat I could not memorated to remember them or just to do a shopping list. My knowledge about note taking increased when I start do learn about it at university in my first term. I was very excited when my teacher started to tell me how to take smart notes to be useful for me. I learnt how to take notes from books and journals and to pick out just the key ideas but also to don’t copy from a text to avoid the plagiarism and for unfamiliar words to find synonyms. To write down the number page from where I took the information and to underline the key words with different colour, to not write in a full sentence and to use symbols and abbreviations because they are powerful in taking notes in time-efficiently way. 

[bookmark: _Toc49280426]Time management

My time management was very badly because I was never finishing my work on time, therefore, after I started step by step to manage my time when my teacher introduces me the time management I was much better on managing my time. At the beginning it was a little bit difficult but slowly I start getting better. First, I start do a list with what I need to do in a specific time To prioritise the  activities from  the most important to the les  important activities and to estimate the time to do each activity. I learn that something my happen at any time and interrupt my activities and to not finish on time, for that I allocate more time for each activity. 

[bookmark: _Toc49280427]CV writing 

My knowledge of the CV writing was very weak I knew about the CV but I did not know how to write or what I have to include in my CV or in which order to write a CV to look a professional. After the class in the second term when I learn about CV writing I gained knowledge and now it is easier to create my professional CV. Therefore, the CV should not have any grammar mistake, to keep briefly and to use word that are positive and specific to my abilities, skills and knowledges, to not use fonts that are too hard to read, to not send my CV to many times to the employers and to update the CV each time something new happen to me as for example when I learn something or when I have gain a new skill, or I change often the jobs. Moreover, now I know what I must include and what to not include in my CV to look professional and to be more interesting for a reader.

[bookmark: _Toc49280428]Cover letter

About Cover letter I never heard, and I did not know what the meaning of the cover letter is, how to use it and where to use, but in just one day I learned everything about cover letter from my teacher in class. I was quite surprised because in a few words I must describe myself and to send it out attached with my CV to an employer to get a job. I learn that in the cover letter is very important to describe my work experience my golds and aims, to tell them why I chose their company to work for them and why I like the job. Therefore, I must write the information that coincide within the information from my CV.
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About academic writing my knowledge was very poor, I did not even know how to write an academic assignment, for me everything was new. When the teacher spoke about academic writing I was very confused and I could not understand well what she was saying. However, after I start to ask allot of questions and I took step by step everything to understand the concept and I was studying a lot to be able to understand the meaning of academic writing. I learn how to summarise and paraphrase an information and to take the useful information, writing in the third person, to be focus on formal language, to understand the purpose of the topic, to avoid abbreviations and slang language. The argument of your writing must be analytical than personal the reaction and experiences in a critical manner.  The academic writing is not too difficult if you analyse the topic and the form how must be writing.
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Taking notes it helps me to remember that I have to do something because I always forget to do some things, since I used to take notes, to write down everything what I have to do I am not worry about forgetting anything anymore. My assignments are more easy for me now, because I start to take smart notes using the abbreviation, symbols, a different pen with different colour for different topic or ideas. Note taking is useful for me at work to remember when I have a request from customers to not forget anything, it helps me at home day by day to don’t forget important things.
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 The time management help me to have the most important thing for me, which is spare time. Having the spare free time, makes me glad because I spend it with my family to do some entertaining for them. Time management help me to organise and to plan my activities and how to allocate time on specific activities. This help me to finish my assignment on time because I apply Pareto’s 80-20 rule this help me to do the most important first and then the les important things. This help me to use my time efficiently, to not waste the time, and to not distract myself with nothing, and to focus on my activities.  Managing time helps me to be more organize at workplace to finish on time and to wok smart not hard and to reduce the stress.
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The CV writing for me is a tool very important because it helps me to find a job more quickly and good, with a professional CV it is easier to find a better job. The CV help an employer to compare my skills with their job description and to see if I am good for their job and if I am Worthing to be invited for an interview, which can be on the phone or face to face. A professional CV can raise my potential salary and promotion opportunities, also can build a solid professional connection. 

Cover letter 

A cover letter is helpful when I send out with my CV is a useful way to show them why I am the perfect candidate for them, is help me to introduce my self to make a good impression and helpful to give a resume for my career, I can tell them a particular and specific information about me and about my achievements. The cover letter may increase my chance to get an interview.

[bookmark: _Toc49280434]Academic writing 

I learn about academic writing but still I need to improve my writing, this  was a new topic for me and is difficult to understand everything and to have a good academic writing I  learn about summarizing and paraphrasing, analytical and critical topics, those topics are very helpful, but still  I need more to study on those topics to have a good understanding of academic writing . I need to write and to read also I will use proofreading resources to improve my academic writing. 
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This report analysed the five topics that I learn about in the first and second term in my first university year. The topics are: Note taking, Time management, CV writing, Cover letter and Academic writing. The topics are very useful for my professional development because helps me to act and write in a professional manner but also to manage my day to day life.
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