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                                                      Introduction


this report is based on the effective understanding of the topics given during the academic and employability skills course, in order to report on the learning gained subsequently and to reflect reflections on the different topics covered. explaining what has been learned in class and also outside of class and the knowledge gained from the various topics.
corresponding to the added content, it is added personal experiences before delving into those topics and how it could help me or has helped me personally. the chosen topics are those that I consider most relevant, useful and interesting. also, those that I understood best during the lessons.
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                                          Presentations

Public presentations have always been my weakest point, since I consider myself too shy  person, that is why I chose this topic to talk about this and how much it has served me and how much I have learned, despite the fact that my childhood in the schools always made shows or presentations in front of the whole class, I never liked it because my nerves betrayed me and made everything go wrong no matter how long I had prepared it, but it is also true that I think it is something that should be taught in schools And it is something that I have learned at 22 years old, doing this foundation, it seems like something basic that everyone should know, but the truth is that it has many important points to follow if you want to make a good presentation and leave an impact on the public.
Some of the most useful keys and that I consider most important on the subject learned in class for me and from my point of view were:
have a lot of confidence in yourself, since this will help everything to flow more easily and if you have confidence, you let your instinct guide you, but a person who does not have that confidence can lose the orientation of the talk and forget the information. When exhibiting in public, a person with confidence can transmit it both in their way of expressing themselves, moving and involving the listeners, but if you do not have that confidence and are nervous, the first thing you want is to finish and leave as soon as possible. A person with self-confidence will make the public interested and attentive, they will also want to participate and they will know that the person knows what they are talking about which will give them more confidence, also that if you are a person with enough confidence, you will have many advantages such as a better attitude in the stage, more attention from the public, you gain more credibility and greater participation from the public
be very technical. when you expose on a topic and you are guided with power point for example it is very important that the slides serve me as a guide, not to get lost, but it looks very bad when all the slides are full of information and saturated that shows that you do not have much knowledge, that you did not study the presentation and also that you do not know how to use power point, as for this point is something I learned over time besides that it did not give a good impression it looked more aesthetically the presentation, over time I learned to use only short phrases that would support me and draw attention with images or small videos to give another perspective to the public and help to accentuate the information sent. the last time I had to present, something that helped me and that I learned in this topic was to write short notes to know what would be the next point to be discussed, I had only 10 minutes to present so I had to organize to give me time, this is also something very useful to prepare your presentation and try to do it in the given time, to avoid delays what helps me and I think everyone, is to arrive a little earlier make sure you have a double copy of your work and prepare everything before you start since you have a time limit, also leave about 4 or 5 minutes for questions from the audience.
I also learned the importance of body language, always look at the public and use a bit of humour so that they are attentive and interested in you, in conclusion, this subject is undoubtedly for me the most important not only for school life but for working life as I want to study business if one day I want to present a business idea or a product, I think that knowing how to make a presentation is a point in my favour as it can bring me closer to my goal and convince future investors or the public.


                                                        Summarise

I continue talking about another relevant topic as a student, learning and knowing how to summarize this technique has never failed me because at least for me is the tool that I always used to acquire the most key information and basis of various topics, for example when I was at school I had an exam of 3 topics such as the First and Second World War, there were more than 20 sheets that went into the exam, it was too much, so the way to make it easier was to summarise, I would try to read paragraph by paragraph and underline the key words of each one, then I would read it 3 times and write down separately what had stuck in my head and what was most important, from a 10 line paragraph to a 5 or 6 line structured summary, but sometimes everything I read seemed important so I didn't know whether to omit or add that information.
How did this topic help me and what did I learn about summarizing?
first of all, the idea of summarising helps me to identify the most relevant information in a text, it can be oral, written, and also the fact of elaborating the information implies understanding it, processing it and learning it.
the key to summarising for me starts with reading comprehension, reading the text and understanding what it is talking about. if the text is not understood, no matter how many times it is read it, it won't be able to summarise, the person will just be copying parts of the text without knowing how to extract the main ideas. Once you have read the text, what can help are the following questions that you ask yourself, such as what is the subject about? Therefore, after I recognise what the topic is about, I read it paragraph by paragraph and extract the main ideas.
it is also important that after reviewing the summary few times and checking that the ideas are related, do not forget the references.
the advantages I find in summarising texts are: I learn to develop my reading comprehension, I develop my written expression, I learn to be more organised, it speeds up the memorisation process and it is easier to revise and study.
Finally, my experience with this subject is really good as I organise my school work better and I learn faster and I develop the ability to express myself in my own words.






                                       
                                                Referencing:

I chose this topic because for me it was the most unknown when I started this course, I had never really seen this at school, so all the work I did throughout my education I did without this and I was totally unaware of the importance of not putting the references as it is plagiarism.
first of all, it is important because it allows to demonstrate the validity and soundness of the work being carried out, and includes the references that shows the honesty of a person and that the work is not his own work but that he has used documents written by someone else, giving value to the author.
-ceding previously published information that supports theories, theses or research.
-to give credibility to our work by giving in to the verification of the contents.
-acknowledge the merit of the author.
in relation to referencing the ways in which I can avoid it are few and simple: by summarising by paraphrasing
by always referencing your sources.
for me when doing a work this seems to me the most difficult part, since I look for everything on the internet, I try not to make the mistake of plagiarism, I also admire very much the authors who do research on their own, what helps me when I don't have much idea about the subject is to read several sources, take ideas, write them down in a notebook and try to summarise them in my own words. to finish on this subject i have to say that it is an easy subject, but at the same time complex. the easy part is to put the references but the difficult part is not to do the research work with similarities to avoid plagiarism.













                                              CV- writing

to finish with the last topic to discuss and reflect on I am going to talk about cv writing. I chose this topic because it seems to me that it is a useful topic and that every human being has to implement once you are an active person in the labour force. many people leave the university to look for work in what they specialised in but they don't know how to write a curriculum, as it happened to me first when I started to be active and look for jobs I was nervous because my cv was completely empty I didn't have any experience in any job and I hadn't finished my studies, many times I added false information or I asked older people to help me to write it because I didn't know how to do it even when I was 20 years old, and because of a bad curriculum you can lose great opportunities. So, this topic contributed a lot for the good because it is a permanent knowledge that will serve me forever.
What have I learned about this topic?
First of all, know that a resume is a presentation document that contains your personal, professional and work experience data throughout the life of a person, this document is used to see your skills and if you are suitable for a job dependent on your skills and experience, once this document is delivered, if you are suitable, you are called for an interview formally to meet you in person.
keys to a good resume:
. add the most relevant information
. be clear and concise
. keep your cv updated
. add a short brief explaining in a concise, clear and brief way who you are
. Languages
. experience
. academic training
. No more than 2 CV sheets
. No spelling mistakes

In conclusion, thanks to this topic, I know how to prepare my CV but maybe what I should improve on is the part where I explain what my tasks are in a certain job since it must be well written and with a very formal language, it is the most difficult part, but ultimately, I know what I should and should not do in a cv.




                                                           
                                               Conclusion:


In short, and to finish, thanks to these topics, I have noticed a great evolution in my knowledge, many of them are what help me to look for work, of course, apart from knowing I must also put these learnings into practice, such as presentations, which is The one that I have the most difficult, but at least I already know the keys to be able to carry out some tasks, I have really enjoyed these topics a lot that I had never learned, I must improve some aspects such as expressions and more reading to be able to formulate well summaries and research.
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