
1 
 

Vasil Kamburov 
1909879 

 

 
By Vasil Kamburov 

Student ID: 1909879 
 
 

Introduction 
 
 
In this academic report I will be covering the following academic and employability skills: 
Paraphrasing, Curriculum Vitae (CV) Writing, Cover Letter Writing and Reflective Writing. 
This information will provide clearer information regarding the essence of these skills and 
how important each one of them is in education, work and life itself. To begin however it’s 
important to understand what are considered academic skills and what are considered 
employability such. 
 
Academic skills 
 
“Academic skills are made up of core skills, such as academic writing, 
presentation skills and referencing, which underpin more complex skills, such as critical 
thinking and reflective practice” (Academic SkillsSpecialists, 2013). Students who acquire 
and possess good academic skills have the certainty to take an interest completely in 
English-talking courses and are priceless outside of the study hall and after they graduate 
leading them to becoming ever increasingly effective students in and out of university. 
Basic academic skills such as note-taking and critical reasoning are extremely 
interchangeable, and in this way fundamental for accomplishment in any profession. A 
few examples of skills needed for students are: 
 

• Scholarly Strategies – aptitudes for comprehension and reacting fundamentally to 
addresses  

 
• Scholastic Text Strategies – abilities for breaking down scholarly messages in more 

noteworthy detail  
 

• Composition – aptitudes for viable scholastic composition  
 

• Scholastic Discourse – aptitudes for imparting successfully in discussions, 
conversations and introductions  

 
• Apperception – aptitudes for understanding scholastic messages and talks  

Cleeve (2018) 
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Employability skills 
 
Employability skills can be described as a set of profoundly beneficial, interchangeable 
skills an employee or a candidate needs to have in order to be appealing. In other words 
a potential employee will be requested to possess such set of skills in order to be hired 
by an employer. 
 
A few examples of these skills are: 
 

• Versatility 
• Innovation and Data use 
• Identifying personal characteristics 
• Critical thinking 
• Composed correspondence. 

Duszyński (2020) 
 
Employers require graduates to possess abilities which outside the branch of knowledge 
of study in Higher Education to the point where some of them even tend to lean more 
towards the conventional abilities students have obtained than the actual degree the have 
obtained. University of Leicester (n.d.) This itself shows how important employability skills 
are.  
 
 
 
 

Skills 
 
 
Paraphrasing 
 
An academic skill which has been vastly improved in my repertoire of academic skills is 
paraphrasing. A lot of different aspects of it were learnt in my in-class experience. 
Paraphrasing is expressing content of an original source in another form by rewording 
text, verse or work taken out of it. STANDS4 (2020)  
 
First and foremost, the importance of the techniques and when to use them were quite 
unknown to me personally. During our classes though the teacher extensively and 
comprehensively acknowledged and explained each and every technique step by step as 
well as the importance of all of them.  
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The first technique which was covered was using synonyms. A synonym is a word that 
conveys identical or close to identical message as another word. Literacy (n.d.)  For 
example, the word complication is a synonym of the word problem. There are a few of 
reasons as to why synonyms are an effective technique in paraphrasing. It tremendously 
reduces the risk of plagiarism as well as it makes the writer a lot more effective and 
engaging to the reader. Surber (2019) Possessing a rich vocabulary is a distinctive 
advantage in the usage of synonyms. As seen in the in-class exercise I have managed to 
use a good number of synonyms such as using distraught instead of shocked. I did 
however make a mistake when I tried to use fractional numbers as a synonym of a 
percentage which as the examiner said is acceptable but only it’s not accurate enough to 
withhold the synonyms purpose.  
 
Changing word class was the second technique which we learnt about. A compilation of 
words which represent indistinguishable characteristics, in particular their delivery and 
emphasis make up a word class. Nordquist (2019) “English has four major word classes: 
nouns, verbs, adjectives and adverbs” (English Grammar Today, 2020). “The other word 
classes include prepositions, pronouns, determiners, conjunctions and interjections.” 
(English Grammar Today, 2020). During the in-class discussion about changing word 
class I managed to grasp the importance of it when it comes to paraphrasing. Most 
importantly how convenient is to change word classes, as well as when to change word 
classes. Many examples could be found in the in-class exercise about paraphrasing. One 
of them would be sentence number 6 of exercise 2 where theoretical(adjective) was 
changed to theory which(noun). 
 
The third technique covered during the paraphrasing class was changing word order. This 
is definitely the technique which has helped me improve my paraphrasing a lot as I was 
not aware of its importance. It was very helpful to obtain some information about it and to 
understand that by using this technique the message delivery needs to be the same as 
the original text which was sometimes a mistake made by me. An example of this 
technique could be seen in sentence 9 of exercise 2 where the order of the whole 
sentence has been changed, however the meaning is exactly the same. 
 
What is really important that none of these techniques is valuable enough to create a 
good paraphrase by itself. Therefore, by compounding all of them effectively 
paraphrasing becomes doable. Smith (2020) 
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Curriculum Vitae (CV) Writing 
 
A CV (curriculum vitae) is “a short description of your education, qualifications, previous 
jobs, and sometimes also your personal interests, that you send to an employer when you 
are trying to get a job” (Cambridge, 2020) Although it could be distinct to ones history as  
well as accommodation most CV’s should include several pieces of information in order 
for it to be effective in the search of a job: 
• Contact information 
• Academic history 
• Professional experience 
• Qualifications and skills 
• Awards and honors 
• Publications 
• Professional associations 
• Grants and fellowships 
• Licenses and certificates 
• Volunteer work 
• Personal information (optional) 
• Hobbies and interests (optional) Indeed (2020) 
 
CV’s are essential in getting a job. If a person’s CV is not good enough and does not 
provide the needed job suited skills, even if they are the most applicable and possesses 
the best possible qualifications for the job they will most likely not be recognized at all. In 
order to have a better chance of being shortlisted your resume needs to include: 
applicability, precision, practicality and quality. Dayjob (n.d.) 
 
Quite often a resume needs to be tweaked for a particular position and although this 
might be a long process and difficult process it could prove very useful in proving that 
you are the perfect fit for the job to the hiring managers. As previously mentioned, this 
could be time consuming so making sure that the company would indeed be interested in 
your application. Doyle (2019) 
 
 
 
I was very pleased of the CV class as the teacher provided us with great knowledge 
regarding the structure of the CV as well as thorough explanation on each section of it. All 
of this has greatly helped me improve my experience in writing a good CV and even 
though I had previously created one I never thought of the importance of it as a whole but 
most importantly the structure needed to be followed and the fact that a CV could be way 
more effective is if it’s especially tailored for a specific role. This is why it could be seen in 
the in-class exercises that I structured two CV’s, one of which was the regular such and 
the more targeted resume with less but more relevant for the specific job role information. 
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Cover Letter Writing 
 
A professional employment letter designed to support a resume with an introduction 
which is supplied to the employer is referred to as a cover letter.  (Morgan, 2017:339) 
 
While cover letters are not as chiseled as CV’s, including these sections is a must: 
 

• Your personal details (e.g. name, address, phone number) 
• The hiring manager’s name (if you have it) 
• Where you found the vacancy 
• Why you’re suitable for the job 
• What you can do for the company 
• Closing statements (including thanking the recruiter for their time) Cheary 

(2020) 
 
They are such a vital part of one’s role application that employers would often not 
acknowledge their resume in case they are not pleased with the letter’s composition. This 
is why it’s essential to tailor the letter to the employer’s business based on the acquired 
applicable knowledge coming from the candidate’s research. Another very important 
aspect is the captivating style in which it is written by using keywords suited for that 
particular role. CareerOne (2018) Acknowledging individual enterprise points is also very 
crucial as this is where the candidates emphasizes on how their attributes and experience 
would be advantageous for a given role. In order to support the cover letter, evidence of 
personal experiences and attributes usage regarding the aforementioned role is a must. 
And last but not least double checking the spelling and grammar is vital which should be 
done by the candidate themselves and if possible at least one more person as computers 
are not always a 100% reliable. Smith (2019)  
 
In my experience writing a cover letter was the most productive section of the Academic 
skills and Employability subject as I was not aware of its importance to the point where I 
never actually wrote one myself before the classes. This has definitely resulted in me 
passing on a few positions which definitely would have been perfect both for me and 
them as a business. Understandably so, none of the cover letter writing process was 
familiar to me but the extensive explanation has helped me understand the basics of it 
and how important it is to follow the structure as well as showing the desired confidence 
in writing it. As seen on the in-class exercise I have used numerous of key areas with 
which to attract the employee’s attention. I have further described some of them in order 
to emphasize the importance of them and to further engage their curiosity. Seeing as to 
how critical it is to provide the potential employee it’s certain that this part of the module 
would be of huge help in future candidatures. 
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Reflective writing 
 
“Reflective writing is a practice in which the writer describes a real or imaginary scene, 
event, interaction, passing thought, memory, form, adding a personal reflection on the 
meaning of the item or incident, thought, feeling, emotion, or situation in his or her life.” 
STANDS4 (2020) 
There are a couple key particularities of reflective writing used in order to achieve what 
essentially is processing of practice-based events. The first particularity is the fact that it 
unifies theory and practice. The way to do is by distinguishing vital aspects of your 
reflections with the help of suitable scholar relation and approaches and clarifying the 
reflections. The second such is using personal experience in order to determine learning 
outcomes. This makes acknowledging new personal ideals and perceptive as well as 
figuring out what type of scheme could be used in order for certain actions to be 
conducted possible. University of Reading (2020) 
 
There are three models widely regarded as the most commonly used such in reflective 
writing. 
 
 
Gibbs’s Reflective Cycle 
 
The first one is the Gibbs ’Reflective Cycle published in Graham Gibbs’s book “Learning 
by Doing” in 1988. 
 
It consists of the following steps:  

• Description  
• Feelings 
• Evaluation (Analysis) 
• Conclusions 
• Action.  
 

This cycle is especially useful when exploring a scene personally or when the person is 
coaching someone else which again can be applied personally. Mind Tools (n.d.) It proves 
to be the best model when trying to determine one’s strengths, stretches for 
advancements and execution in order to improve their employment skills is required. 
Gibbs (1988) 
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Kolb’s experiential learning cycle 
 
Kolb's experiential learning cycle published by David Kolb in 1984. McLeod (2017) He 
said that “Learning is the process whereby knowledge is created through the 
transformation of experience” (Kolb, 1984, p. 38).  
 
This model consists of four stages:   

• specific experience 
•  contemplative view 
• brief abstraction 
• active testing Kolb (1984) 

 
It proves very useful in situations where teachers are required to sternly assess the 
studying content often supplied to students and innovate the aforementioned content. 
McLeod (2017)  
One of the benefits of this cycle is the accelerated learning which consists of analytical 
thinking, verdict acquiring skills and problem solving. Nature’s Academy (n.d) 
 
 
s 
 
Driscoll’s model 
 
The third and simplest model is Driscoll’s model developed by Driscoll in 1994,2004 and 
2007 but it was initially thought of by Terry Boston in 1970. 
 
 It only has three steps which are:  

• What? 
• So What? 
•  Now What? Josephine (2020) 

It could prove very useful when a person wants to acquire expert wisdom at their 
workplace. Jason (2020) 
This is definitely the best model if fast reliable results are required. An example of this 
would be a survey. Josephine (2020) 
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Conclusion 
 
 
Taking everything into consideration, there can be no doubt that this module has 
provided me with a lot of knowledge and practicability in regard to understanding each 
topic and putting it to use. The understanding regarding simultaneous usage of the three 
techniques has vastly helped me improve my paraphrasing skill and confidently use it in 
all my course works including this one and most definitely in future as well. Regarding the 
CV writing what has proven to help me in improving my writing a lot is the structure and 
the understandable way in which is explained in order to provide me with a practicability 
in writing a good Curriculum Vitae. As mentioned above cover letter writing was the most 
helpful part of this module in my experience as I never noticed the importance of it. I’m 
really hopeful that this would give me the edge in being chosen for my personally 
preferred job. Learning about reflective writing has helped me understand the significance 
it can make in day to day life itself even as it in my opinion it acts as an understanding of 
previously occurred events which can then be used as experience in making decisions in 
the future. As an ending I can confidently say that all these parts of the modules have 
together greatly helped me improve my academic and employability skills and understand 
the influence they provide. 
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