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In the process of making our career there are certain things or rather skills that must be in every individual. Those skills include our academic skills and our employability skills. The centre or more specifically the base of a good career starts from our academic records. The academic skills include the core skills that develop during our academic session. Those are the way we write, our presentation skills, the way we reference certain topics or scenarios, our critical analysis and thought process and our reflective or responsive practices. When it comes to the employability skills, it can be the skills that are needed by any individual to make them employable. These skills help in knowing what an individual is capable of and how they can be useful for the place or the organisation that they are working for (Fahimiradet al.  2019). Adding up to an individual's technicality or technical understanding and the knowledge on any specific subject there are many other aspects that they are judged upon. When a person recruits a person the first and the most important skill that they focus on is the way they communicate. Communication skills is the key to make them worthy of being able to be selected in any organisation.
[bookmark: _Toc49188935]Analytical and critical thinking
The process by which we break down the complex or complicated information into its fundamental and basic features and principles is analytical thinking whereas when it comes to critical thinking is the process in which we evaluate and determine the information very carefully. When it comes to analytical thinking it is important to break down the information that is gathered before reviewing it. It is in a way more of a step-by-step process and each step is considered to be a step of thinking. Analytical thinking makes understanding on a specific subject or matter more simple and effective. When it comes to having detailed information and knowledge on any matter analytical helps a lot (Husam and Abraham, 2019).  I personally talk about facts from the gathered information to conclude the analysis or to support my conclusion. In analytical thinking I looked for facts and followed the trends and also Imentioned about the causes and effects on the specific subject or the piece of information gathered or collected. At the end I came up with the conclusion that is totally based on the facts and information collected.
Critical thinking if defined properly is basically the process by which we carefully evaluate the information and we determine how to interpret to make a proper judgement on that subject or matter. It involves bringing out the knowledge and making it come outside by taking into account while we evaluate the information. Critical thinking in a whole is more comprehensive and it looks into having access, verification, interpretation and inference. It does not involve any step-by-step breakdown of information as seen in analytical thinking (Sangadji and Sangadji, 2019). It moreover concentrates on taking out information in order to make judgement and also to formulate all kinds of innovative and creative solutions. In critical thinking I also tried to evaluate the various sources from which the information is collected that also includes my own knowledge and also the experiences. I tried to put up or to come up with a unique perception on the matter and not just stick to facts. There is logical and well thought observation that I could come up with when we do a critical thinking on a specific subject. Gathering all the relevant information and then evaluating the information is basically what is done in critical thinking mostly. We formulate all the ideas and theories based on the information collected. Generating one's own perception and then coming up with analysis is basically what is done in critical thinking.
[bookmark: _Toc49188936]Writing a cover letter
Cover letters or most commonly known as application letters is a document that contains all the information like professional skills, work history, interests etc of a person looking for a job. They make a document which contains a gist of all the information when they apply for a job at an organisation or a company (Kaushal, 2016). We say that this era is very advanced and technical but this a cover letter is required to apply till date. They are necessary in every job field as it helps the organisation in selecting a perfect candidate suitable for that post by having a gist of their experiences and interests. Whenever we write a cover letter there is a basic structure that is followed which is:
a) Introduction:  this part has to be the most creative and attractive so that the person hiring gives attention to your cover letter. In this we also explain why we need the job and must be written very carefully.
b) Body: having a paragraph containing all the details of your work experiences, field of interest, educational qualification, skills etc is very necessary (Hooker  andWhistance, 2016). Mentioning all the relevant details about yourself is needed when we apply for a job. It must be detailed and mostly people prefer it to be in two paragraphs.
c) Conclusion:  ending your cover letter by mentioning your strengths and giving all the information to contact you is also very important. Thus we must conclude our cover letter with our contact details.
Above mentioned points come under the basic structure of a cover letter now we must also know how to frame a perfect cover letter to grab the attention of the hiring manager. Following are steps or points that must be kept in mind while writing a cover letter:
1) You must give your proper contact detail starting from the first and last name, email address, phone number to your mailing address so that the manager does not find it difficult to contact you in any manner.
2) You should always address the hiring manager by mentioning his/her name. 
3) Try to grab the attention of the manager with a strong and attractive introduction.
4) Always try to prove that you fit perfectly for the post you are applying for.
5) Always complete or end your cover letter by requesting to conduct an interview and thanking the manager for reviewing your cover letter and resume and considering it and by also summarizing why would you be a better option for the company.
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It is a way of writing in which the writer tries to add a personal reflection to the content and create a meaning out of it. It reflects or describes any scene which can be real or even imaginary, any events, thoughts or memory (Ruge and McCormack, 2017). The writer tries to reflect his/her perception to the audience. Basically including their own experiences or imagination is what a reflective writer does in reflective writing. An idea to reflect a certain thought is what it is. Some of the characteristics of reflective writing are mentioned below:
1) Reflection: any write up that reflects the issue describing or considering their own experiences and their own perception or point of view influences on reflective writing.
2) Clarity: the writer must be very clear about what he/she is writing. If the writer's thoughts are not clear or are not put forward clearly then it is seen that even the readers cannot not get along or connect to the thought that the writer wanted to share. Therefore for reflective writing readability and clarity is a crucial point.
3) Evidence: whenever a writer cites a story or content it is very important for the writer to provide the reader with an authentic comprehensive reflection. Writers' own experiences can be an evidence while writing a reflective story.
There are also several purposes of reflective writing. Some of them are as follows: 
1) Reflecting practical experiences is one of the major purposes of reflective writing. It helps us in making connections with our own experiences and sometimes also to overcome them.
2) Trying to portray the thought process is also a purpose of reflective writing. When we write anything like an essay or a practical activity we put our own thoughts and point of views (Gledson and Dawson, 2017).
3) Exploring yourself also comes under one of the purposes of reflective writing. When we write about our experiences and thoughts we know what kind of person we are.
4) Next purpose is that reflective writing gives us a chance to learn from our experiences and think about what we want and need to do. The written content is the reflection or is a source of reference that what really are and are capable of.
5) While writing reflective content we can also figure out what changes we should make and try to deal with certain situations differently on the basis of what we have learned.
I personally got to learn a lot of things from this reflective study. I could differentiate between the different types of writing, their formats, the ideas that they reflects etc while making this report. This also helped me to know how to use the gathered facts and information in any kind of content that we create. I learned the different model and techniques of reflection and also how to use them in any content. It also helped me in making my concepts clear about the different aspects and importance of writing. 
[bookmark: _Toc49188938]Academic writing
The writing that is done as a part of our academic work. The write ups such as the reports based on the researches to submit to the universities, writings produced as a the student of the university, contents proposing new theories, the analysis on certain topics or issues etc comes under academic writing. Academic writing is mostly a formal way of writing that follows a format, style, tone. There are majorly four types of academic writing in which it is categories. They are as follows: 
1) Descriptive: among all the four types this one is the easiest type of academic writing. The main purpose of descriptive writing is to give information and facts. Summarizing the entire content and putting forward in such a way that it describes the entire subject is what descriptive writing does.
2) Analytical: university level contents are mostly not descriptive, they prefer the writeups to be more analytical (Sarfraz et al. 2018). In a way analytical writing has a part of descriptive writing. In analytical writing we have been specific about what we are trying to convey. It does not just stick to facts and information there are lots of aspects related to it.
3) Persuasive: this type writing contains all the features of analytical writing but only our perception and point of view gets added to it. If observed closely mostly all the essays that we write in the universities are persuasive as in case there is discussion or even when we conclude our essay we add our own point of view to it.
4) Critical: this includes all kinds of research that we do as a project in our undergraduate or postgraduate (Jonck, 2017). This type of writing contains all types of interpretation and arguments that we evaluate during our detailed research on the given subject or topic. Some of the examples of critical writing are journal articles, literature reviews.
Features of academic writing: 
1) In academic writing the facts and features mentioned are very precise and specific.
2) Academic writing is a formal way of writing that means expressions are mostly avoided in this.
3) In academic writing the objective is general and not personally linked or related.
4) This kind of writing is very accurate and to the point. Therefore using the vocabulary accurately while creating academic content is very important.
5) While creating content in academic writing we must be responsible to provide correct evidence and justification for whatever fact and information we are using (Matilda and PC, 2017).
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The mentioned skills help in building up our personal qualities to make our personalities better or in other words it makes us employable. Both academic skills and employability skills thinking helps to bring up good work that also helps us in exploring our inner talents and qualities. Employability skills are often termed as soft skills or the skills that are transferable as it can be applied in any field but when it comes to analytical thinking it is mostly based on facts and not on knowledge and experience (Fletcher et al. 2017). Some of the skills that come under employability skills are getting along and having a good bond with their colleagues, being dependable, that is other employees should trust you and know that they can depend on you for any assistance or work and must be hard-working. Academic skills are those where we develop our basic knowledge which is not completely based on our experiences but rather the information that we are being given in or we are gathering around (Paterson, 2017). This report is also a part of the understating and gathering that I did. Critical thinking also comes under academic skills as we analyse on the basis of the information collected and then react accordingly. Thus both these skills helped me in makingmy personalities for being able to work in a smart and efficient way. 
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