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                    Module Specification
Introduction: Learning is an important part and plays a vital role in our life. It helps to implement things we had learned in our practical life. In this course academic and employability skills we had learned and covered a lot of topics that helps in our workplace. Teacher also help to learn about different skills and topics for example communication skills, leadership skills, cv writing and cover letter etc; all these topics are very important in our life and play a vital role in workplace to resolve problems and achieve goals and objectives.
   The purpose of writing this academic report is what we had learned in this module and topics which discuss in report are summarising, paraphrasing, cv writing and cover letter and also include my knowledge and experience what I learned and also helps me in future at workplace to achieve my objectives. 

Summarising: It is defined as taking a lot of information and creating a condensed version that covers the main points. A summary is defined as a synthesis of the key ideas of a piece of writing restated in your own words i.e. paraphrased.
   A good summary has three characteristics and they are conciseness, accuracy and objectivity.

Methods of Summarising: There are different methods of a summary:
1. Include the title and identify the author in first sentence. 
2. First and second sentence should contain the author thesis or central concept stated in own words.
3. Summarising long article try to see the various stages in the explanation or argument that built up in groups of related paragraphs.
4. Omit ideas that are not really central to the text.
5. Avoid writing opinions or personal responses in the summary.

Purpose of Summarising:
1. It helps to judge the understanding of an individual about the given passage.
2. Helps to build the comprehending capability of the student.
3. Helps to remember the passage and its important details to help build the memory.
4. Helps to accurate the essential components from the passage without causing a confusion.
  
   My knowledge about summarising is not much before this class, after discussing about this topic with our teacher now I can better understand about summarizing. Its easy for me to write summary on any topic and it will very helpful for me in my studies to write summary. This also help me in other subjects to summarise the topics. 
Ref: University of Toronto (writing advice)
         Your dictionary.com
          Academic integrity.com

Paraphrasing: It is process of presenting ideas and expressions in own words and acknowledge where they come from. By using own words and demonstrate our thinking and skills to convey the expressions. It is also defined as using own words to express someone else message or ideas. In paraphrasing the ideas and meaning of the original source must be maintained; the main ideas need to come through but the wording has to be own. It is an important tool to use when writing research papers, essays and journalism.
   4 Rs of Paraphrasing: it includes read, restate, recheck and repair and using this it helps to practice paraphrasing.
Advantages of paraphrasing: It gives you the chance to express important ideas in your own words and this helps to understand the topic and therefore easier to learn than memorising.

Steps: The steps of paraphrasing include: 
1. Read it several times to understand the meaning.
2. Write the key concepts.
3. Write the concept without looking at original.
4. Compare the text with original and adjust the phrase that remain similar.
5. Cite the source where found the main idea.

Techniques: There are different techniques use in paraphrasing, some of them are:
1. Use synonyms: This is most common and important technique. In this technique important nouns and verbs in the questions and see in which synonyms might be appropriate to replace them.
2. Use different word form: Another way to paraphrase is to change the word form. A common way is to do this is to change the nouns to verbs, verbs to nouns and objectives to noun etc.
3. Change from the active to passive: This is also a great technique to change the sentence from active to passive and it helps to understand passage more easily.
4. Change the word order: It is good technique to change the word order or changing grammatical structure, sometimes it is easy to simply change words stand in a sentence.
5. Use a combination of techniques: Rely on one technique to paraphrase is stressful and not very effective. Its better to try two or three techniques. Using synonyms combined with changing the grammar or word order can have a great impact on paraphrasing.

  My knowledge about paraphrasing is not good before reading this topic. After reading this topic and discussion with my teacher in class it helps me to understand paraphrase in a better way. It is easy for me to paraphrase sentences and paragraphs in my own words and also helps me to paraphrase any topic and helps my class mates in understanding different topics.
Ref: Literary Terms
       Cambridge Dictionary
      Unisa.edu.au
      Plato.gcal.ac.uk
      Scribbr.com

Cover Letter: It is a document sent alongside with cv when applying for jobs. It acts as a personal introduction and helps to sell you application. A cover letter is necessary as it gives you the chance to explain to an employer why you are the best candidate for the job. It is a chance to elaborate skills and experience in your cv by telling stories of past accomplishment and successes while explaining how they are applying to the position you are applying.
   Writing an effective cover letter, it must have a basic format and high points that will be cover before write a cover letter.
1. Your contact information at the top.
2. The specific role that you are applying.
3. An address to the hiring manager.
4. A brief description of why you are good fit for the role.
5. Relevant experience and skills.
6. A conclusion that reiterates your interests and end with a call to action.
7. Your signature.

Principles to remember: There are different Do and Don’t to remember while writing.
 DO:
1. Have a strong opening statement that makes clear why you want the job and why you want the job and why you are right for it.
2. Be clear and precise so that the hiring manager should be able to read it at a first glance.
Don’ts: 
1. Try to be funny, too often it falls flat.
2. Send a generic cover letter- customize each one for the specific job.
3. Go overboard with flattery- be professional and mature.

Why It is important: To put it simply, your letter is the easiest and most effective way to stand out from crowd. It brings something extra to the table when apply for a job, the employer will learn more about you, your personality, what you actually want from job and gain insight as to why you are applying. It is the perfect way to elaborate your achievements.
How It is Formatted:
 Here are some key rules to follow for the formation of cover letter.
1. It must be clear and concise.
2. Sentences must be short and direct.
3. Back up your statements you make with facts and figures.
4. Font must be professional.
5. Check sentences and grammar.
6. Use a template.   
7. Must be signed by hand.
8. It should be creative not boring if going into a creative industry or job.
9. Use bullet points.
10.Choose the right cover letter format to make best impression.
11. No need to include social links.
12. Use powerful opening sentences.
13. Call the recruiter by name to grab the attention immediately.
14. Explain why you are best for the job.
15. Compliment your letter with complimentary close like best regards, sincerely.
  My knowledge about cover letter is fine and not weak but after reading this topic my knowledge is now stronger and it will help me to write my cover letter in effective manner. Our teacher taught us about cover letter online and done different activities in making cover letter, I like the way of teaching delivered lecture to us on cover letter. After attending lectures, I understand this topic and now I know how to write and format a good cover letter for job. 
Ref: prospects.ac.uk
        Glassdoor.co.uk
        Harvard business review 

CV Writing: It is an essential part of any job search not to mention a great way to put all of your skills, experience and qualifications in one place. It is also known as resume. 
Types: Different types of are:
1. Creative cv: This is for skills in marketing, design and another creative field. 
2.  Technical cv: This is for showing IT skills for IT based position.
3. Teaching cv: This is for apply job in teaching, school or college level.
4.  Academic cv: this type of cv is research/lecturer based or for PhD.
5.  Skill based cv: this type of cv is for those who have little based work experience.

How to write a cv: The following steps to be followed writing a cv:
1. Contact information.
2. Academic history.
3. Professional experience.
4. Qualification and skills.
5. Awards and honour.
6. Publications
7. Professional associations.
8. Certificates.
9. Volunteer work.
                                                   
                                   Principles to remember when write cv:
1. Don’t lie.
2. Keep update your details.
3. Use font type Calibri or Arial.
4. Be clear and concise.
5. Don’t make mistakes.
6. Don’t leave unexplained gaps.
7. Sell yourself (write unique qualities, skills and experience.)
8. Don’t add a photo.
9. Don’t add marital status.
10.Make you cv in word document.
11. Divide cv section clearly.
12. Use bullet points in roles.
13. Use professional language.

My knowledge about cv writing is good and after reading and learning this topic, my knowledge regarding cv writing is improved and it will help me to make my cv update, more professional and clearer. In online classes our teacher deliver best knowledge and we did different activities in our online classes to write cv, I must appreciate my teacher efforts to guide us well in regards to this topic.
Ref: Reed.co.uk
        Indeed.co.uk

Conclusion: In this report we focused on module academic learning. First of all, I define summarising as a synthesis of the key ideas of a piece of writing, restated in own words. Then I overview method, purpose of a summary and my knowledge regarding summarising and what I gain in my class with this topic.
Secondly, I look at paraphrasing and defined it as a writing ideas and expressions in own words and acknowledge where they come from. Then, I discuss steps and techniques of paraphrasing and my knowledge and class experience.
 Thirdly discuss cover letter and defined a document sent alongside with cv when applying for jobs. Then I discuss importance and principles to write cover letter and lastly my knowledge and experience in class and what I gain after reading this topic.
Last but not the least discuss cv writing and defined as an essential part of any job search writing your skills, experience and qualifications in one place. After defining discuss types of cv and its principles of writing cv and my knowledge and experience in class regarding this topic. 
 In last all these four topics are very helpful for me it helps me in my future life in workplace and delivering of lectures are perfectly fine that helps me to understand these topics more effectively.
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