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Introduction

In this report I will reflect to the learning from term 2 in my academic year. It will consider 4-5 topics, that I have learned. I will also mention what I have learned and understood from the classes and what impact from it I gathered. The main idea of the report is to show the reader the purpose of academic and employability skills which have took an impact in my life, and I will use my knowledge and skill that I have gained during the studies, which would be my main support evidence.
The report will explain and analyse paraphrasing and summarising, cover letter, Harvard referencing and swot analysist .

The report will summarise the ways that the University of Wales Trinity Saint Davis has applied to transfer the knowledge into studies, and how the program has helped students with their understanding of academic and employability skills. The report will also include the exercised during the classes, gained skills, and ability to write academically.


Paraphrasing 

Paraphrasing is a form of reading and re-wrighting it in our own words, there are 5 forms which has helped me to understand the paraphrasing and use it correctly. 
1. Is to read the text/document and fully understand it.
2. Write down the most important things.
3. Note your own version/vision of the text.
4.  Compare your text with the one you read and adjust some changes 
5. Cite the sources which have helped you with the idea.

Paraphrasing is really common with writing essays, or documents to school/work, it is giving you the allowance to write in your own style, but from someone else idea. 
I have learned that putting a cite of the source it is giving a credit to original author of the idea, which is really important as we will not risk a plagiarism.

There are techniques that I use to present my work with the same meaning. The first would be to use synonyms, changing the word class and making changes to it and changing word order. 

For example: 
·  In the 1920s Alfred Sloan’s management theories helped General Motors become the world’s dominant car company. 
· Paraphrase: In the 1920s, with the help from the managerial theories of  Alfred Sloan, General Motors dominated the world’s car companies. 

-Bailey, S. (2011). Academic writing for international business students. London: Routledge


In order of the techniques you need to remember of retaining the meaning of the original source, be grammatically correct, to have correct spelling and contain different writing structure.
When I am paraphrasing a text, I always remember the mistakes that I have been making, but now after the second term at university I have learned how to paraphrase correctly.
This part of term 2 has been the most difficult for me to understand, I am still correcting my mistakes and practice in my free time. 
Although lessons and class exercises in this term about paraphrasing have helped me and I hope I will get to the point that it will not be a problem for me anymore. 



Summarising
Summarising is a very important skill in academic writing, it shows that the student is enabled to take the most important points from a text and rewrite them in their own words which would be much shorter from the original. Such skill is very important if you are note-taking and researching for an essay information. 
Summarising is a short and clear description for a fact or idea, and when we summarize, we should use the right technique which are: 
-Identify the key ideas
-Take notes
-Organise them in a logical order
-Link the ideas concisely 
                                 (PWP- T.Hopkins 2019)

Although a summary should be clear to anyone who does not read the original text, should include a good paragraph structure, not contain your opinion and be paraphrased and fully cited.
 
I have learned how to summarize in this term, and this topic has not been as much hard for me as the previous, but I will also practice more to get to the point where it becomes perfect. 



Harvard Referencing 
When you are writing a piece of work, and use someone else ideas or words, you need to reference them, this means that you should include detailed information from all sources. There are several styles of referencing as Harvard is one of them which we have used as UWTSD. 
The Harvard Referencing system work with the author-date structure. The two main elements are the citing within the text of an assignment and listing references at the end of assignment. 
In the Harvard referencing system, the in-text citation link to your reference text, and reference list contains all the sources that have been cited in the text of your work. There are different ways of referencing as for example in the book reference we will include: Author, Year of Publication, Title, Edition and Place of publication  example: 
Pearrow, M. (2007) Web usability handbook, 2nd edn., Boston: Charles River Media. 
But for a Journal Article we will use order of Author, Year of publication in round brackets, Title of article in single quotation marks, Title of journal in italics with capitalise first letter of each word. 
Example: 
Aldrich, F., Rogers, Y. and Scaife, M. (1998) ‘Getting to grips with “interactivity”: helping teachers assess the educational value of CD-ROMS’, British Journal of Educational Technology, 29(4), pp. 321- 332 

The last example which I will explain will be a website referencing, and that comes in order of Author, Year the website was last updated in round brackets, Title of website in italics style, Available at :URL, Accessed date in round brackets. 
Example:
Terry, J. (2007) Moving on - preparing for university & organising your studies, Available at: http://www2.warwick.ac.uk/fac/sci/dcs/teaching/movingon/7.pdf (Accessed: 5th July 2012). 
At this point I understood that referencing in Harvard style is really helpful and not that hard to use as I thought, I am still making a mistakes during my referencing but I can clearly say that I now know that there are differences between them and I will practice more to make no mistakes. 
The topic has not been hard but really important in my academic year and it will help me in the future. 






Cover Letter


“A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV”
                                                               (Morgan,2017:339)
I have learned that covering letter is an introduction to prospective employers, the same as CV which is a bone. Cover letter is a piece of business writing which needs to include the person/website that you are writing to, for example:
               Dear Ms. Clark or Dear Mr. Lurks.
You will also need to introduce yourself by telling the employer the position that you are applying for and how you get to know about the position/ opportunity. 
Example:
I wish to apply for the role of IT Manager, currently being advertised on reed.co.uk. Please find enclosed my CV for your consideration.
(example from slides, Anita Nan UWTSD)

To introduce yourself use basic information about yourself, such as degree and the area of study and also what is your career goal and what it could bring to the company.
In the cover letter describe your previous job experience, skills, and abilities which allows you to meet the company needs. 
Use the STAR method which is S-Situation-Task, A-Action, R-Result. It is a really useful practice that I have applying in my life. 
I have learned that writing cover letter I will need to include some of the research about the company to have any knowledge in case of questioning, is also really good to explain how you can fit into the position and how you can help push the company forward to achieve goals.
The last part of a cover letter that I have learned from my classes with a tutor is a paragraph called “call the action”, which inform the potential employer that you would really love to get interviewed and then you can thank them for their time spend on the email/letter. 

Remember to always write in business style, keep your sentences short, and focus on skills that the employer is looking for. Avoid writing in emotions, so do not put words such as “wonderful” or “amazing” into your cover letter as it looks not professional. The idea of being specific is really important as it can bring a vision to your potential employer of what you can bring to a team. 
 Last but not least what I have learned, and it helps me a lot is the difference between “Your faithfully” which we use to write to someone we do not know, and “Yours sincerely” which we use to write to someone we know.

This part of learning has helped me as I have not to know how to write a cover letter before, my teacher has covered all the information that I needed and now I feel comfortable to do it. The task has been a bit hard for me on the start but after the explanation and class activity, everything felt like I can do it now. 
Also, in this term, I felt like every topic has been covered and explained properly. I liked the lesson with my teacher as she was always patient and ready to help.


SWOT ANALYSIS

SWOT analysis stand for strength, weakness, opportunities and threats. You will be able to use the SWOT analysis to make the most of what you have, with this technique you will be able to reduce the chances of failure which we do not want. 

The explanation to the swot analysis is 
 S - STRENGHT is the property of being physically strong or mentally strong. 
As example of strength is ability to bench press 370 pounds.
W- WEAKNESS is definition of lack of strength or a character flaw and is the opposite to strength. The example to it will be if someone will not be strong enough to hold any weight. 
O-OPPORTUNITIES is a favourable situation with positive outcome. An example to it will be a lunch meeting with possible employer
T-THREATS are anything that could cause damage to your business or product. Threats are negative and external. The examples to it will be your competition as the potential actions might cause risk.
 
At this point of learning, my teacher has properly explained all of the aspects of SWOT analysis and I will try to put them into not only my academic but also employability skill.  

Conclusion 
In the conclusion to my report I would like to say that the academic and employability skill in this semester have helped me with the right time management which has been improved and I feel that the lessons have helped me with it. 
According to the paraphrasing and summarising the lessons with the teacher helped me to understand the meaning of “cutting” the text into shorter versions without changing the meaning and idea of it. SWOT analysis is something that I am trying to introduce to myself with finding my own strengths and weakness, I hope that will also help me with developing my self-improvement in academic and employability skill but also with day-to-day scenarios. 
I am very happy with the results after all, as improvement was the whole idea of my studies. The Harvard referencing has showed me that referencing is a really important with not getting accused of plagiarism, I am still trying to practice more of the referencing at home but the lessons with my tutor has been really helpful and it makes me understand the differences between the styles of putting it in order. 
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