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Executive Summary
The following assessment is a Reflective Academic Report which describes the main topics learnt at the Academic and Employability Skills course. It is also highlighting my own reflection about these topics: Referencing, Paraphrasing, Summarizing and Reflection but also a conclusion about my opinion about the subject. It was used the reflective thinking process in order to show the outcomes and how the information learnt at the course helped me further. I am giving examples from the class and reflect on them in order to get the most important outcome. 

Introduction
Academic Skills are the achievable skills which can be learn or achieved by studying hard such as computer skills, business bachelor’s degree, Microsoft Office skills, Java Skills and other. These skills are proving that the one who have them is able to complete professional related tasks in time because it has the proper knowledge to do it. (Faculty of Skills, n.d.). 
As my professor said, we should look at the brighter side when deciding t achieve a skill because it will help us to accommodate and it will motivate us not to quit because focusing on the benefits a skill will bring us is much easier to deal with difficulties in the way. On the other hand, in University we should not focus only o Academic skills because while searching for a job on the market, there are required and very important the Employability skills which may highlight your CV in front of the employer and get a bigger chance to get the job. In class we have been discussing about how the professors are trying to implement us some of the employability skills. For example, the lecturer gave us to do a presentation in group so we can develop our team work skills, communication, time-organizing, listening and reflecting skills. This is just one method of achieving the employability sills which may be transferred from a job to another or even through different industries. 
Having the proper employability skills will prepare the student for the labor market which has a various number of jobs and positions that require them. The fact that in class we receive practical tasks to do, will develop our analyzing skills, problem-solving and attention to details skills. I think that the skills are achieved just by practicing them and without thinking we have to achieve the or we are doing something for them, just simply think ‘I have to do this’ and after that a lot of benefits will come around. (Nimbly Wise, 2020)
I am strongly oriented towards achieving the academic and employability skills in order to be able to get a better position in the company I am working in so I can make some steps in the ladder of career. I have to admit that at this course I discovered so much qualities I have and did not know about. 
Referencing
Referencing is the point where we demonstrate in our academic writings the source. (Jackson, 2000) 
 While in University, there is important to deliver professional and academic writings so these must be cited from books, journals, articles and so on. In the class, the lecturer is always asking us to reference everything we are saying, writing or presenting in order to deliver credible and professional materials. The references are also used to create a solid statement in front of the reader or listener, so if they want to convince theirselvs that you are telling or writing something from relevant sources and authors related to the subject. The reader may need the big picture in order o be convinced about you arguments so this is the best opportunity to consult the references added in text and at the end of the assessments. Failing in referencing is called plagiarism and it s usually strictly punished by the professors and it may lead to get a very low grade and not to pass the university year. It is important that referencing not be confused with quotations which means copying and pasting something that have been written or said. The reference is added while paraphrasing or summarizing something in order to give credit to the author. Referencing is not complete without citation, for example in our assessments we should include in-text citations which are a shorter version of the Reference formed by the Name of the Author and the Year of Publication such as (Jackson, 2000) is telling the reader that the author Jackson published the cited article in the year of 2000. There are various types of referencing such as Chicago Style, APA Style or Harvard Style. (Owll, 2020)
In our University we use the Harvard referencing style because it is the one that professors require us, so the citation must include the name of the author and the date of publication as I mentioned above, and the referencing for a book consists of name of the author, the initial of the author’s surname, year of publication, title of the book, place of publication and the publisher. (Mendeley, 2020).

Paraphrasing
Paraphrasing is about putting in your own words something you have read without changing what the author wanted to say. (Gahan, 2018)
 I used to confuse paraphrasing with quoting which means copying and then paste a text into quotation marks. In our University, our lecturers are asking us to paraphrase while writing academic reports or any other assessments because it brings more credibility when a source is paraphrased and cited so we know that the information is not wrong. 
[bookmark: _Hlk59136728]While paraphrasing it is important not to use the same words as the author because it will be stated as plagiarism so the academic assessment will not get a good grade or it will not pass through the filters in order to get a mark from the lecturer. Since I started University, the professor teched us how to paraphrase so here are some tips I use to follow in order to do a good job while paraphrasing, so I start to read carefully the paragraph or text many times in order to understand it and be sure that I really get the exactly meaning of it. After that, as a guidance I set some key words in order to have a better view above the text I am willing to paraphrase and then I start writing my own version of the text without keep looking at the original one in order not to repeat the same words and to avoid plagiarism. Right after, I am making sure that I am close to what the author said and then cite it in order to deliver for the reader the source I have been writing from. Furthermore, there is important to start paraphrasing with a principal sentence which will state what will be said further in the paragraph. It is very important to mention that synonyms are the key of a good paraphrasing and changing the structure of the sentences in the source or dividing them in more sentences can be an option. (Gahan, 2018)
Usually, students tend to see paraphrasing the same as summarizing but the two things are completely different but somehow close to each other at the same time. While summarizing means to tell a shorten version of a paragraph or text in you own words with the meaning understood for you, paraphrasing is all about stating exactly what the author wanted to say, in our own words without having a rule for the length of the written text. For example, sometimes I use shorter sentences with more complex words in order to paraphrase and other times I just develop sentences, such as in this assessment, in order the author’s idea to be clearly understood. (Trach, n.d.)



Summarizing
Summarizing is the process when writing down your own words and feelings in general lines about something you have read without taking into account exactly the meaning of the text or paragraph. (Kittelstad, 2020). 
The professor in class used to advice us that we should avoid summarizing when making our assessments in order to be able to cite the source and give credit to the author.
[bookmark: _Hlk59136762] While summarizing, the details will not be so highlighted and this is why it is shorter than the above-described paraphrasing process having the purpose to shorten a text or article in few words just to create an idea about it. Although summarizing represents something shorter and not very developed as a process, we may be aware that also while summarizing we should take into consideration to avoid plagiarism. (Kittelstad, 2020).

Reflection
Reflection relies in the author’s own feelings and thoughts and it is have the purpose to inform, to catch attention and be brief. (Brant, 2020).
During the writing of a reflection there is important to explain what are you reflecting about in order the reader to be able to understand and build trust in what he is reading. For example, I am reflecting about how was the last class of Academic and Employability skills in term 2, week 8, when I was told to do this reflective academic report where I should include my thoughts according to the sources I am reading from and make the report credible for the professor and also to include citations and references. In order to write a good reflective text, it is important to build a solid statement by using an example or creating an image which I am using and reflecting about. It may include examples and explaining about how it affected me, what effects had it on long and short term, the consequences and the outcome or learnings. The reflection is not just about talking at the first person only, but the information must be sustained by credible resources which must be cited and paraphrased properly. The more attention I will pay to details, the better the reflective work will become, that is because I need not to transform a work into a journal, so it is about credible information and opinions reflected on it. While doing that, the information and opinions must be expressed clear in order the reader can figure out the main idea of my work. (Brant, 2020).
Conclusion
The main point of this reflective academic report is to highlight the importance of the academic and employability skills which I consider very important while seeking for a job and also while developing as a human, or wanting to get promoted in the workplace because they are showing how we are as human beings, what qualities we have, if we are involved enough to become people of success or not. Meanwhile in the university, in order to be able to provide professional academic works and to graduate we should use tools as the above mentioned: referencing, paraphrasing, reflection and summarizing. They all are helping us to give a professional touch for the assessments and be able to cite from credible sources. While summarizing means shortening the information you have been reading about, Paraphrasing is the most used tool in Universities because it brings the exactly meaning of what the cited author wanted to say in different approach in order to avoid plagiarism. After summarizing and paraphrasing, we must add references so we can give credit to the author and if the reader has some doubts, he can use the references in order to search for the cited document and get convinced that what we are talking about in our assessments is paraphrased from a credible source. Reflection often helps in the learning process because it stimulates thinking about a subject that we was involved in or we were learning about. Also, delivering good reflection essays or reports is also important in the University and following the theme of them as we needed to create this one. All in all, there is very important to be involved in everything that may create a great outcome in your life because it will make you become a human of success.
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