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                                                      Academic and Employability skills
                                                   

Summarization is an essential competency in academic learning. It lets you remove the most important points a text and rewrite it in a condensed form, in your own words. These skills are invaluable when taking care of an article and writing for it. Even being able to write a clear overview indicates you have thoroughly understood the text you are reading. At the start of the new period I was not aware of summarising whatsoever. This is a skill everyone should have and have an opportunity to learn about. I have a very good lecturer that goes into dept of explaining things, because of this I enjoyed learning about this topic because my lecturer knows exactly how to interact with the students and makes sure everyone has a clear understanding of things. My first assignment that I done was very difficult and took me weeks to do all because I did not know how to summarise. Now I look at articles novels and I am able to summarise it.  Summarising is all about remembering key importing things and then merging everything together to all make sense for example. 
A Summary should be brief.
Use the Authors conclusions and introduction. This is where they draw ideas together.
You may choose to think about how you would explain what you have learnt to somebody else. 
Ask yourself questions to guide your summary: what? Why? When? Where? How?

Summarising is a skill and requires students to learn how to bring together a range of information into a coherent presentation of the key points, themes and ideas presented in a topic. This is no easy endeavour and effective notes are the product of well-considered and effectively applied strategies honed over years of practice. 
Summarizing teaches students how to identify the most significant ideas in a text, 
how to ignore irrelevant details and how to meaningfully incorporate the core ideas to encourage students to summarise strengthens 
their memory for what is being taught. Summing up and paraphrasing will save time, increase comprehension and give you work authority and reputation. These types of instruments are very useful when the original communications exact wording is less important than its general meaning.

I am now going to be speaking on the topic paraphrasing. When paraphrasing your using your own words to describe what another person has written or said. Putting it into your own words will make the message simpler, make it more applicable to your audience, or make it more impactful.      
You may be using paraphrased content to back 
up your own statement or point of view. 
Or, if you are making a paper, presentation or expression, you can use paraphrasing to 
retain a consistent style and eliminate long quotes from the original text or conversation. Paraphrased material should maintain its original sense and duration, but from a longer topic, you can use it to select one point. What I tend to do when I am about to paraphrase is, I read the text carefully I consistently highlight, or write down important words and phrases you can recall. I then rewrite the original text line by line. Modify the vocabulary and grammar alter the order of terms and phrases with “active” phrases (for example, “the new distributor was contacted by Jessica” Jessica contacted the new supplier. Lastly, I check if my work is similar to the original. My paraphrases should be easy and straightforward and should be written in my own terms. Sometimes it may seem shorter, but it will contain all the specifics that are required. This is one skill I know that I will keep with me for the rest of my life why? Because in everything you do you need to be able to paraphrase you will need to be able to do this at work especially if given an office job or any type of job I also very much enjoyed learning about paraphrasing. Summarising and paraphrasing are almost the same this is a skill I will now carry with me forever.  

Cover letters my favourite one!!! I am now going to be speaking in dept about Cover letters. When 
looking for employment, a cover letter is a document presented accompanying your curriculum 
vitae. It serves as a personal introduction to the application and allows people sell. A cover letter 
is required because it gives us the ability to justify why you are the right candidate for the 
position. Cover letters will supplement but not replicate the CV. The common agreement among 
recruiters about the duration of these papers is the shorter the better. Usually cover letters do not 
surpass one A4 page in three to five short paragraphs. When the text is read through, and any 
redundant words and sentences are left out. do not take up space by repeating what your CV 
already covers. Keep your cover letter short while ensuring your viability for the role is 
highlighted. This can be presented under the following headings. 

· First paragraph
The initial statement should state why the letter is being written. Begin by identifying the role for which you are applying, where you saw it advertised and when you are eligible to begin 

· Second paragraph 
Cover why you are perfect for the role, and what attracted you to this form of work, why you are involved in working for the business and what you can give to the organisation.

· Third paragraph 
Highlight applicable experience and explain how your qualification match unique job description criteria. Summarize any additional strengths and clarify how those would help the firm.

· Last Paragraph 
To round up your letter using the closing line. Reaffirm your interest in the job and
demonstrate your desire for a personal interview. Now is the time to list any dates 
which are telling them how you look forward to receiving an answer.
 
Seek always to directly answer your cover letter to the certain individual who will be reading it. Keep in mind that if you send it to the right person, you’re more likely to receive an answer. p

Addressing a cover letter 
 Try to always directly answer your cover letter to the person who might be reading it. Bear in mind that if you send it to the right person, you’re more likely to receive a response. Advertised position usually have a contact name, but otherwise it is worth taking the time to find out who the letter will be sent to. You can do so by checking the company’s website for the hiring managers name or by contacting the agency to inquire who you will give your letters to do not be afraid to do so many workers cherish the efforts and initiative you took to do so.

I am now going to write out 5 tips to perfect a cover lesson
1. Tailor to the organisation – Each time you apply for a job you should rewrite your cover letter to suit the client. In all applications, submitting a standard letter never produces good results, so recruiters may notice the lack of time and commitment from a mile away.

2. Proofread- Never depend on a spell check system for any typo. Print out your cover letter and double check for spelling and grammar mistakes before sending it to a relative in your family or even a friend to look at. Please make sure you have the right contact information and business name. 

3. Format- Presentation is essential so you would have to properly correctly design your cover letter. Please ensure the file is as uncluttered as possible, using the same font and size that you would use in your curriculum vitae and if you submit it through the post or deliver it to point it out in good quality plain white paper. 

4. Identify your ups – They are your single points of sale. Be optimistic about what you have to offer and highlight clearly how your training and expertise meet the requirements in the job requirements. Prove why you are the perfect candidate 

5. Include Examples – Back up claims with real evidence or examples in your cover letter that show how and when you have used your skills and experience. 
 
A cover letter must be attention grabbing and precise, an important element of any job application. Look at our inspirational examples and find out how to compose a winning cover letter. 


Last but most definitely not least Referencing. Academic writing is built upon more than just one authors ideas and experience. It also uses other sources of ideas and research: books, journal article , blogs and so on. These other sources can be used to endorse the theories of the author, or other sources may be explored, examined or criticised by the author. Referencing is used to tell the reader where ideas originated from other sources. There are multiple reasons why proper references to sources is important: This tells the reader that sources can be sought and used to produce a strong statement it correctly refers thoughts, hypotheses and test results to the originators it shows the reader how your point is connected to the broad image. Whenever an essay uses words, facts, ideas, theories, or understanding from other sources, reference should be made to those sources. If you fail to properly acknowledge sources it is called plagiarism, this can cause a significant academic damage. Plagiarism is very avoidable all by following these simple steps.  Whenever an essay uses words, facts, ideas, theories, or explanations from other sources. It takes reference when: exactly you copied words from a text, article or other source (quotation)
You then used an idea or argument from an external source, even though you did not use their exact language (paraphrasing and summing up) The only expectation for this is when the information is common knowledge, something which is probably known to anyone. When you’re uncertain whether to refer to it or not, its best to refer to it. Referencing is a structured system: when arranging citations and references, there are guidelines and requirements that must be followed. At first many students consider it very difficult to compare it takes time and patient to learn as with any ability. In this example, (lazar , 2006) informs the reader that this knowledge came from a source written in 2006 by lazar. It is a signpost directing the reader towards the list of references. The references list is a list of all of the sources used in an assignment (and cited). This is alphabetised by the writers names entry in the list of references contains information around one single source. Usually this includes the name of the author , publishing year , source tittle, and source location information (e.g name of the publisher , URL take, for example
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 All these references that I have placed here will enable whoever the reader or whoever is marking the paper help them find where they have gotten all the information from. Not putting down the places where you have gotten your information from can cause serious problems for the students. It takes away so many marks or can even fail you. I had to learn this the hard way myself I was not perfect student at putting down my references and this pulled me back. My first ever assignment I  thought to myself I’m doing everything perfectly fine but I was not, I left out my references and this brought down my marks a lot I was confused as to why this happened to me when I got my results back I was shocked. I then went to go ask one of relatives to read over my work to see where I went wrong he got to the end of essay and asked me where my references are he explained to me in dept and told me that this is where I went wrong.
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