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Introduction
Academic and employability skills are really essential in our daily life, we struggle to learn something new and want to be a successful in our life every day.
From my knowledge, academic skills mean we can study and gain information about speaking and writing and develop our career through base learning. Moreover, academic skills include presentation, reference writing and demonstrating our capability and to train us to be more efficient and confident. These skills help people to learn how to research and write professionally and organise and manage their times. 
“Skills development initiatives at higher education may have several challenges to be integrated as integral elements of programmes, these were summarised as the following by MacCallum & Casey (2017)” (Husam Helmi Alharahsheh and Pius, 2019)
Employability skills are defined as the “transferrable skills needed by an individual to make them ‘employable’ and are equipped to carry out their role to the best of their abilities”. These are also known as the skills that we develop through work and experiences. A person who works at a work environment has many responsibilities such as personal and business. 
With the academic and employability skills knowledge, we are going to focus on reflective writing on how I have understood in the topics with the support of my lecturer. Throughout his lessons, we have spoken about skills on how to construct a well written CV (curriculum vitae), a cover letters, presentation skills and many more. These skills are all essential and has allowed me to develop my writing skills as well as my professional skills which has greatly impacted my career in a positive way. 
Reflective writing allows me to understand and help me to learn with a practical experience, share memory and observation and impact the occasion. It will help me to make connections between what is my taught in theory and what I need to do in practice.
[image: Reflective Practice - University Study - Study Skills - 301 - SSiD ...]
Some experiences about my learning journey and university activities through the Gibbs cycle. Throughout our lives we go through many events on a daily basis and we can use those events to communicated and reflect.  “Reflective skills are widely regarded as a means of improving students' lifelong learning and professional practice in higher education” (Rogers 2001) and thus, I will be sharing my experiences. 
2020, the year I got involved with Trinity Saint David University at the London Campus I didn’t have enough knowledge about university life and had begun my journey at the Holborn Campus. After 1 month of attending, the university had to be closed due to a global issue. This issue had allowed me to learn new skills about myself such as self-regulation and managing my time as well as balancing my university life and home life. Additionally, with the burden of the global issue, I had to work under pressure which I found hard to deal with at the beginning but by planning I had found it easier. Furthermore, attending classes 
During this online class our all lecturer helped me a lot how to improved my education skills. I have learnt so many new things such as time management skills, paraphrasing and summarising, how to write cv, cover letter, and how to perform a good presentation, here I am discussing some of them.

[image: ]Time management 
Time management is a very useful skill in our daily life and everyone has encountered it. This quote by Geoffrey Chaucer “time and tide wait for no man” My lecturer told me to use the time management theory of Pickle Jar- a visual metaphorical statement to separate what is useful and what Is not. It helps sort out your priorities (toolshero, 2017) this has helped manage my time more efficiently. 
During my childhood, I believed that my time management skills were good, that was until I started university.  Since I have begun university, I have found out that I haven’t been able to manage my time efficiently. I found my life revolving around my personal life. Continuing my education, I realised that I am not very good at time managing as every morning when I wake up, I faced many problems such as making breakfast for my children and I, helped them to get ready for school and make lunch for them. My anxiety would skyrocket as I needed to cover all of this. After that I realised that if I organised my time I would able to my makeup and all my other tasks as well as some time for myself and it took less effort and time, and then I organised my time management, and it was really helpful to able my work on time. Another thing I realised is that if I wanted to spend some quality time with family and friends and give some time to complete my university assignments, to study and to work, I would have to amend and separate my time and management them individually.  
I realised that the first difficult thing I faced was not having a proper routine. This was a challenge at first as I found it hard to recall how I spent my days, so setting up a schedule, to help me with this I bought a diary to assist me in planning and organising my days.  This allowed me to prioritise the important events in my life while still doing the things that are required of me.

Organising and planning my days have made me more aware of my time management. Organising my time, I learned that I have to allow for some level of flexibility.  I also have to be aware of what is urgent and a priority before organising my week, in my time management lesson my lecturer also mentioned about swiss cheese methods, it’s really helpful to organize time, then  I read Alan Lakein's book How to Get Control of Your Time and Your Life, the book was about  what Lakein called the Swiss Cheese Method of Time Management, after that I realized it is really beneficial in my life . so, at the end the important things were completed, now I understand what importance of time management.
Cover Letter 
 In this term -2 I have learnt how to write Cover letter, so here I discuss about what I learnt about cover letter.
The purpose of a cover letter is to encourage an employer to interview. As with all written material that we send to an employer, a cover letter should be persuasive and present me in a positive light. A cover letter also functions as a writing sample, so it is important that it is engaging, convincing, professional in appearance, grammatically correct, and appropriate description.
[bookmark: _Hlk49185684]Lexico Oxford dictionary discovered that  “A cover letter literally ‘covers’ your résumé or CV: it’s your opportunity to say why you want the job and to present yourself as a candidate in a way that impresses a prospective employer and makes you stand out as a prospective employee. Employers may receive hundreds of applications for a job, so make sure your cover letter creates the right impression.”
This semester has been more challenging, I haven’t always been a good writer, but I discovered that I had to stretch myself in ways that weren’t always comfortable. I realised that I needed to work with my peers and write multiple drafts to understand that a first draft is just a place to start. During my cover letter session my teacher told me how to write a cover letter, for example he told us that first we have to introduce myself and give a short description about me 
but not repeat the CV. Furthermore, I also have to include which company would I like to join and mention the manager’s name with courtesy and that I should not write “To whom it may concern”. this is the main part to introduce a cover letter. After that he also explained to us how to write some personal skills and knowledge and experiences which are required for the job role and he also 

mentioned that I must selling myself as I have to show my capability to manage this job. 
He also said that read the briefly description about the company and explain why I am suitable for the role and what I can offer to this company to progress it.  He also discussed in that session we should request to revive my cover letter and call me for the job interview, so he said that covering letter is not simple to attach unlike CV but should contain few components to make it an effective cover letter. We learnt most of the basic things about this the session of cover letter.
 Before I did not apply all of this technique in my cover letter, now with my lecturer support I am able to write cover letter and it is really beneficial for my future career.
CV writing 
curriculum vitae 
‘(North American English résumé) a written record of your education and the jobs you have done, that you send when you are applying for a job (the abbreviation for 'curriculum vitae')’’ (Oxfordlearnersdictionaries.com, 2020)
[bookmark: _Hlk48557629] My CV and my personal statement were a learning experiences it was a first time I actually had sat down and wrote a statement about my current situation and how it will fulfil my aspirations. it made me think about my future plans and experiences which I have been gotten in last few years. we fortunately got a good lecturer who gave me proper instruction how to write a good CV.
I learned what key words and statement that employers need and what are looking for in a CV, and I learned how to sell myself on paper. I also learned how to structure a CV and personal statement better and how to write more professionally and academically.
 He also recommended that I have to update  my CV all the time ,which I never did before, I used to give my CV which I made it before , this is the important to update the CV when I going to apply for a new job and skill basic I can write my experiences my knowledge and what I have got, because every moment people could learn something new which is applicable in future. After the session I have learnt that I have to be constantly updating and improving my current CV to grabs of any future employment prospects.

Presentation 
In week 8 we all learnt about presentation and how do we performed in front of audience, this was very interesting for me because this is the skill I never used in my life,  my university lecturer explain how we will do  prepare of our presentation in front of people ,the most important things is body language and facial expression. Mehrarabian has said that at least 55% of the communication between the presenter and the audience comes from body language (MasterClass, 2020).  
During the presentation session he mention that when we do a presentation, we have to reached in arena at least 10 or 15 minutes early, so that, we can check out our audience system and solve some issues if they have any. Eye contact is very important as it engages with the audience which is key to keeping their attention on you. Additionally, asking questions to the audience and allowing them to participate can have a massive impact on how the presentation is delivered. Creates a positive effect on the presenters. 
Paraphrasing
Paraphrasing is the manner of presenting a text by altering certain words and phrases of a source while ensuring that the paraphrase reflects proper understanding of the source.  according to the Oxford Dictionary, is to “Express the meaning of (the writer or speaker or something written or spoken) using different words, especially to achieve greater clarity.” (Lexico Dictionaries | English, 2020) What this means is that you, as an author, have to take what someone else said and relay the key information and ideas, but using your words.
During the paraphrasing class session my lecture said that we aligning the representation with our own style (that is, using synonyms of certain words and phrases), ensure that the author’s intention is not changed as this may express an incorrect interpretation of the source ideas. He also mentions that   when we Use quotation marks, we intend to retain key concepts or phrases.
After that session I really feel that I am able to do paraphrasing any author and can use some synonyms to make my paragraph better.  




Conclusion
My native language is Bengali, I study in English which is a foreign language for me making a difference between two periods; before and now. Currently I think my English has become much better than before. I developed lots of new 

skills and furthered my vocabulary and lots of experiences which is related to developing my career. on the other hand, during every class session we did some writing exercise, practicing some difficult articles listening to lecturers, watching different videos, all of them helped me to develop my English rapidly. For example, when I started my studies at university, my academic writing was not at a superficial level and during my course, my writing skill became more in depth. we have investigated more details in every lesson as I mentioned in my five reflective reports.
of course, after six months of studying my Academic writing skill got much better however, I need to practice more. I have understood that these skills are valuable for my future workplace because of high level of summarizing, paraphrasing and all of this academic writing helped me to write emails, cover letters, CV and presentations easily.
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The feedback my lecturer gave me from this cover letter was that I need to focus more on the structure and grammar lay out of sentences. Furthermore, I can be more specific in stating facts which should be in numbers and in conclusion my call for action; interview invitation.
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