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TOPIC is a particular subject that you write or discuss about. The purpose of this report is to describe and analyse 4 topics which I learned and studied at this module last and this term. Those topics are the following: paraphrasing, summarising, cv writing and cover letters. I choose those 4 topics because I found myself comfortable and from my opinion those are mostly about the reflection of my personal experience while studying the topics in class. I am going to use Driscoll reflective model which is shared in 3 stages: “What?”, “So what?”, “Now what?” and I will finish the report with my conclusion about this module and the references.

[bookmark: _Toc48916972]What?
Paraphrasing

Paraphrasing is writing the ideas of another person in your own words. Paraphrasing is useful when I am using the work of others to support my own view. When paraphrasing, I need to change the words and the structure but keep the meaning the same. The purpose of paraphrasing is to develop myself using my own words and learning new information. At the class when I learned this topic my reaction was that it is going to be hard as English is not my first language, but because my colleagues where involved in this I said if they can do it I can as well, so I came home after school and I tried to exercise from internet.

Summarising
A summary it is a short clear description that gives the main facts or ideas of a text / passage / lecture, etc, to provide a clear statement of the important points.
A summary should be clear to someone who hasn’t read the original, have good paragraph structure, follow the same order/ logic as the original, be paraphrased and fully cited and not contain your opinions. The point of summarizing is to read and understand the writing directions, I can read an article or a book many times until I understand the text and I am thinking about it, I review the sentence to make sure it is all clear for me. I can take notes as I am feeling more comfortable and I take just the main ideas and I organize them. Summarizing is working well with paraphrasing.

Cv writing 
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.” (Morgan, 1997: 339)                                                               A cv is a short term for the Latin phrase curriculum vitae, which mean “course of life” and is detailed document highlighting your professional and academic history. 
This topic is my favourite one as I have to describe myself. In the beginning I thought that I know how to create a cv, but at school I learned the correct way how to impress a manager of the job that a I wanted. I see now how much I have to write about myself and what I do not need to write. I need to highlight who I am, to show my work and to be visually appealing. In a cv should be the followings: contact details, academic history, qualifications and skills, volunteer work, personal statement, work experience and hobbies.

Cover letter 
 “A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.” (Morgan, 2017: 339)
In a cover letter should provide the information about myself but not the story of my life or to describe my career, a cover letter should include the best parts of myself and why I am good for that specific company. The manager is looking for someone to develop and to help to increase the sales, the right person for the job. When I write a cover letter is different than a face to face interview.
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Paraphrasing

Paraphrasing I learned last term when I was still going at school, when everyone life was much easier, and I was happy that my lecture had so much energy and was keeping me captivated in her world. The time showed to me that maybe I did not appreciate enough going at school and now because of COVID-19 and everything is happening in this world change me as a person and change the way how I see things. My teacher is the same, even if I am doing online classes, she is still keeping me curious and making exercises in class helps everyone. I learned how to paraphrase; how important it is in my private life this topic because before having this class I did not payed attention of the small details. I enjoy the classes with my teacher so much that I am using in my private life her advises as well. In the beginning it was hard as English is not my first language but slowly I get it and I found it now easy and useful to paraphrase.

Summarising
My thought about summarising learned last term is that paraphrasing, and summarising are going well together and were helping me to compose a paragraph and make my eyes to observe the details. I enjoyed the class when we discuss ed about this topic and it was very useful that we been in the class not online courses because I could understand better as the teacher was giving me examples and made class exercises. I enjoyed the most at the class the activities that we done, and I found that summarising is going better together with paraphrasing. In the beginning I found this topic quite difficult in the beginning to be honest and I did not really like it, I found it so hard, but once the lecture explained me well and answered to my questions everything was clear and obviously with exercises.

CV writing 
My reflection about CV writing thought in online class in second term week 2 is that my knowledge of this topic was a basic one, it was that a CV is a package of private information as hobbies, skills, basically my own book life. I really liked the class because I learned about the essential things to include in the CV, it has to be short, concise and largely focuses on my skills, experience and personal attributes in short sentences and paragraphs. I understood the topic really well as it focuses on how to sell my skill set to recruiters in order to stand a good chance of securing the job. I particularly liked how to structure my CV, how to create a visit card of your life in just few words. This topic is very inspiring and useful for me as I am working with people and if I hire a person, I know how a CV should look like and even for myself in the future if I will need to change my job.     Everyone lies on their CV, right? NO! Stop! Blatant lies on your CV can land you in a whole heap of trouble when it comes to employers checking your background and references. The last thing you want is to start work and then lose your new job for lying. You also may get caught out at the interview stage when you suddenly can’t answer questions on what you claim to know. And that can be VERY awkward!

Cover letter 
In online classes in the second term week 3 when I learned about cover letters my knowledge about this topic was minimal, I heard about it, but I never noticed that is this important and it has that big impact for employers. I did like the class where we discussed this topic because I had to interact with my teacher and my colleagues, and all of my questions were answered. Even if we are doing online classes and is not easy to understand my lecture is taking care and make sure everyone finished the lesson with new knowledge. I did understand the topic, it was clear, and I know that I will make in the future an amazing cover letter because I have all the details which I need to know. I like at this topic that I learned how to talk polite with a manager, how to describe myself not just in few simple words, I describe my skills and my love with passion. I did not find difficult this topic, but I found it very useful. Life is giving chances now to learn about something that everyone needs in life, in future as I grow up is important to know how to make a cover letter.
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Paraphrasing
The difference if I choose to do nothing is that my English and my develop will don not be as my standards. The main learning that I take from reflecting on my practice in this way is that I want to paraphrase everything all the time if I want to grow up as a person. I will need help as the results of my reflections will come on time and because I am still getting used to it, I can make mistakes. First aspect should be tackled when I am at home and read a book to push myself on paraphrasing. I can get more information to face a similar situation online or I can send an email to my teacher as I know she will be happy to answer to my questions. I will notice the difference between how I am now and how I will use paraphrasing after as with time everyone is getting better exercising.




Summarising
I know the fact that I can use summarising together with paraphrasing and is going to work well both. I can take any time more information from google or I can search on Moodle and take the help. I will see the difference in the same time as paraphrasing.

Cv writing
The difference if I choose to do nothing is that as an adult is a huge opportunity that I learned how to make a correct cv and will be on my regrets list if I will do not continue to exercise until I get better. The main of what I learned on this topic is that I do not have to write my life in a cv, I have to mention just few points and to make sure the job which I will apply will like me.

Cover letter
The main learning that I take from reflecting on my practice in this way is that I need to improve myself and to show I can solve problems, I have to pick an appropriate voice and tone , to be honest , to come with my own ideas not like everyone else and what a manager will love is to hear  a compelling story .

[bookmark: _Toc48916975]Conclusion
Summing up the content of this essay, the topics are important in everyone lives and if I want to develop, I need to practice all the 4 topics: paraphrasing, summarising, cv writing and cover letters.
The assignment has taught me that this topic is the main organizing principle of a discussion, either verbal or written. Topics offer us an occasion for speaking or writing and a focus which governs what we say. As a manager, this essay proved that I need to work on my topics, and I am going to apply what I have learned here at my workplace in order establish a better connection with my development. I have also learned that on time I will get more experience and can be better.
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