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[bookmark: _Toc49108662]Abstract

[bookmark: _GoBack]The purpose of this assignment is to write a properly structured report where describes our reflection on what we learned in the Academic and Employability (ACE) module during the course. To this end, I will mention and analyse some topics in this module that we studied during the first and second term. We will start by verifying what knowledge I had before studying them, what I learned, what I liked the most, the ones I had the most difficulty with, whether they were useful or not without forgetting, of course, to mention some examples on the topic in question.    
[bookmark: _Toc49108663] Introduction

Concluding the Assignment report for the first term of this module, Academic and Employability Skills (ACE), I mentioned that "after the first term, I felt strongly encouraged to continue and finish the course".
But what happened so important for me to mention it?
In my opinion, the beginning of the course was quite challenging, as I feared the English language would hinder the communication between me, the teachers and colleagues. Instead, it helped me to improve my vocabulary with the classroom activities and the support of teachers and colleagues. Considering that most of us don't have English as our first language.
The experience I had during the assignment in the first term was fundamental because I put into practice everything we learned in class, from academic skills, teamwork to time management, so that we could complete and deliver reports within the deadline.
However, when the first term results came out, I felt relief, because I saw the fruit of my effort to be considered and recognized, which served above all as a motivating factor to continue what I learned in the first semester and maintain this goal achieved now in the second term.
It will be with the motivation achieved in the first term that I will reflect and analyse some of the topics we have studied in this module.
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For a long time in my life, I heard about plagiarism, an expression often used in informal language to say that someone has imitated or authenticated it as his own work that actually belongs to someone else. That was how plagiarism was described. But, arriving at the university and starting to study this module I learned the real meaning of plagiarism, its importance and how we can avoid it.
With this introduction, I want to highlight the big difference between empirical knowledge and academic knowledge that will become clearer as we develop this topic.
As university students that we are, we need to do research from different authors and sources in order to feed our knowledge and to be able to support or defend our thesis. That way we can avoid plagiarism.
But what is plagiarism anyway?
In my research, I learned that plagiarism is a recurring and, in some cases, illegal practice, in which one or more individuals uses the ideas and works of another, assuming them as if they were his own without mentioning the original author. Cambridge Dictionary (2020), Bailey, S. (2011)
I was immediately concerned with how to avoid plagiarism because I did not want my reports to be questioned or accused at all. I learned that we can avoid it by performing some techniques such as the summary, the paraphrased, the citation and the reference.
-Summary: Is a simplified and accurate version of the content of reading. In your summary, you objectively highlight the main idea of reading in your own words. We can use the summary when:
· A passage from a source is too long to be quoted or paraphrased;
· Only the main ideas of a source are of interest to your research;
· The details of reading by the amount of information can take the focus off the readers. Ashford University, (2020)
- Paraphrasing: Is when you use our words to convey someone else's ideas, keeping the same meaning as the original text, but using synonymous words and phrases to convey that meaning. Ashford University, (2020)
For example:

-Original text
Harvey’s dog was hit by a motorcycle. The driver fled and did not stop to help, but some people managed to write down the license plate and model of the bike. The dog was rescued and taken to a veterinarian nearby and doctors said his condition was stable.
 -Paraphrase
When crossing the street, a motorcycle ran over Harvey’s dog. The license plate and model of the motorcycle were noted by witnesses at the scene, the driver ignored the accident and fled. A veterinarian nearby received the animal and the doctors reported that his condition is stable. 
Note:
Paraphrase and Summary are not the same and present differences such as:
· When we paraphrase, we present the idea of another author in our own words. In summary, we present the author's main ideas in his own words;
· In summary, the objective is to abbreviate the main text. To paraphrase, it is the renewal of sentences making the same idea count;
· The paraphrase can be the same size and sometimes even larger than the original, while the summary is significantly shorter.
-When we started the approach in class about citation and references, I confess that was extremely confused to me. But, fortunately for us, teachers have always made available links to help in our research and also our understanding of the topics we had in class, in these I needed, and the video on YouTube was very useful. We adopted the Harvard style for make References and Citations and we can see that there is an interdependent relationship between references and citations, that is, the citations serve to indicate the exact location of the information sources used in the text and the bibliographic references are the source of the citations used. That is, referencing is where we allocate all the details of the source or information that we use at the end of our work on a separate sheet. Bailey, S. (2011); Guide to Harvard Referencing, (2020)
The truth is, that all these topics that we have just discussed, were fundamental and with crucial importance for us to successfully complete our assignments in the first term.
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When classes started again in the second term, the changes started immediately and, these changes were of two distinct phases to mention:
- The first is related to me, my way of being and facing the university was different, I had a different attitude with greater confidence and motivation. But I also had concerns mainly due to COVID-19 and the difficulties that it caused us all, mainly the interaction part;
-The second is related to the institution, expectations regarding classes, lectures, and assignments, in short, the changes that eventually happened. However, in this particular module, the change in lecture and as a consequence the change in the teaching method was positive. Not in the perspective of having been better or worse than its predecessor but, because in its method of teaching and transmitting, it introduced mini workgroups for our classroom activities in Microsoft teams. These mini-groups made me forget, even if it was for a few minutes, that our classes were through the Virtual Learning Environment (VLE) due to COVID-19. It created a virtual approach in us. Which has not happened in a long time.
It was very positive for me to create these mini-groups and I would like to continue not only in this module but for the entire course.

[bookmark: _Toc49108666]The CV and the Cover Letter

In the second term, we learned techniques to write our CV and Cover Letter correctly. There is usually a huge concern within us regarding this topic because we are talking about looking for our first or our next job and we want to make a good impression. But, to develop this like any other topic, it is imperative to know what it is about. What is the CV?
CV is short for the Latin phrase curriculum vitae, which means a course of life. It is a detailed document, which reports a person's educational trajectory and professional experiences, as a way to demonstrate their skills and competences. In general, it aims to provide the person's profile to an employer. Organizations use the CV as a way of selecting candidates to fill job openings but, handing over the CV is only the first phase of admission to an institution, the later stages are the interview and proof of knowledge. The CV is also used as a support tool in academic situations. Wikipedia, (2020)
This last part described above, using the CV as an academic instrument, was exactly what we did during the classes that we covered this topic. The lecturer showed us the techniques to take into account when writing a CV and, I learned that my CV should be directed, summarized to my training and adapted to the job for which I am going to apply. I also learned that the CV needs to be effective and for that, they are specifics information that must be included in its structure.
This information are: “Contact Information, Academic History, Professional Experience, Qualifications and Skills, Awards and Honours, Publications, Professional Associations, Grants and Scholarships, Licenses and Certificates, Volunteer Work, Personal Information and Hobbies and interests” (Indeed, 2020)
After learning the skills to write the CV, the lecturer started to do activities in the mini-groups to make sure that we really understood what she had transmitted to us. The activities could be, for example, the elaboration of a CV as homework and the subsequent correction of them, made by us and supervised by the lecturer, who went from the structure of the CV to the grammar.
Different from the CV is the Cover Letter, which is a formal cover letter that accompanies the CV or other items that provide the employer why the reasons for sending the CV or, why the job vacancy is being applied for, and the reason why the employer must hire you (BD, 2020).
During the classes, I was able to learn that Cover Letter and CV are not the same things, there are notable differences between them such as:
-The cover letter is brief, while a CV is detailed and long;
-A CV includes detailed information about your work experience and academic background, while a cover letter is a concentrated document that explains the reasons why you are applying for a particular job vacancy (Oliwia Wolkowicz, 2020).
When I wrote my first cover letter in class and it was coincidentally the first I wrote in my life, the lecturer's feedback was positive. There were some flaws, but it was motivating for me and I believe the source of inspiration for writing cover letter was precisely one of the videos we watched during the classes that the title said "How to Write a Perfect COVER LETTER in Six fundamental steps:
-Do a search on the company and the department you are applying for. This will help you know where you are going and who you are going to deal with;
-Talk about who you are what you have done or do in professional terms;
-Use some adjectives to describe yourself;
-Make a personalized statement. Pay attention to grammar it is important that there are no spelling mistakes, check with someone before sending and use a formal but friendly language. However, if the language seems too formal it may seem distant and if it is very friendly you can appear bold, put the cover letter in the body of the email and not in the attachment;
-Say what you can do for them, don't talk about yourself and what you want, put the company ahead of your expectations and talk about what you can do to help develop;
-A call to action, be proactive and not reactive, show that you are aware of the company and that it has been following its growth and that you have the potential to be an integral part of it. ACE Video Support Class, (2020)
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Academic and Employability Skills, has been a fundamental module not only in the course but also for my work, social and family life. The reflection on this module does not end here, not because two thousand words are too little for me to portray my entire experience in relation to all the learning I had in this module. But, the real reason is that I just realized now, that I still have a lot to learn about the topics we studied in this module. This just proves that knowledge is never too much and only benefits us, so I intend to continue learning and that is certainly my goal.


















Thank you very much
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