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                                                   Executive summary



This report is based on the learning during the second semester in which it is intended to demonstrate through this document.
Through a reflective method, we express what we have learned by choosing between three and four topics from the first or second semester, in which we discuss through our thoughts, learnings, ideas, and some references. in order to show that we have learned and how useful those topics were. I decided to choose the topics that I saw most useful that would be very useful in my personal and work life and those of which I already had a little knowledge but that during this course I have been able to deepen much more.
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                                   CV Writing

I was 18 years old the first time I decided to go out and look for work because my personal conditions overwhelmed me, but I did not know how I would get a job if I did not know how to do anything and I had never worked in my life, I could not finish my studies either but I need to find my own path and take the big step to adulthood. I felt discouraged because when looking for work they asked for experience or professional titles, I felt devastated and demotivated but this is life, a path full of learning, I decided to create my own cv. they are all learning experiences planned and directed by the school to achieve its educational goals. (Ralph Tyler 1949)
This document is essential when looking for any type of employment. When I did not have knowledge about any work environment, I could only put my studies. I distributed hours that paper that occupied half an hour and that I had looked at on the internet. it was a difficult time. now I am 22 and have had 3 jobs in my life, most of them have not needed a CV.
this year I started to resume my studies, because I want to have a better job. I never thought that I would learn things as useful as learning to create a curriculum correctly, I found this topic very useful and important, I have always thought that the curriculum is a complicated document to do because it depends on it many times that you get a job something that I do not like CVs, it has to have many guidelines to do it correctly, you must summarize in a few lines but well explained, I have to be very careful when writing it, any failure can be to lose an opportunity.
but it strikes me on the other hand that your CV is like a mirror or a reflection of yourself that in a few lines describes who I am, how I am and my trajectory in life, and how little by little I overcome myself and achieve my goals the something that I like about the curriculum vitae.
 That series of things that children and young people must do and experience in order to develop skills that enable them to decide issues of adult life (Arrieta 1994).
During class I learned the steps and keys to make a CV. how to use my knowledge and my skills since it is good to show that you are good and how you develop in certain fields of work.
I also learned how to write your data, your education and qualification, which in that sense is something that embarrasses me a bit because I could not finish my studies.
work experience: from my point of view there are jobs in which you do not need work experience I think it is something that should be changed because everyone deserves an opportunity sometimes to learn more by practicing than studying in fact I think that practice is what makes good employee, many times I arrive at a workplace thinking that with the theory I can carry out a certain task but the truth is that I learn a lot in practice. That is something that should not be so important in resumes according to my experience, obviously there are professions that do need a degree and it is very important. but not in my life experience.
I can say that I am happy to have learned something that everyone needs to do but that a large percentage of people do not know how to do it. I think that the teaching of doing a CV should be taught in schools since we are a teenager because at 22 I learned how to do it, I feel happy because now I feel more secure when updating my CV and knowing the key steps and important to do it in a valid way without making mistakes. The importance of being clear, precise and orderly is vital.
Before this class I did not know anything about how to start preparing the CV, I only thought of looking at examples from the internet, and applying the acquired knowledge I realized that during these years of my life my curriculum has always had errors, for example in the individual task I wrote too much and in a somewhat informal way, actually now I know that it cannot occupy more than 3 lines and I have to be precise, I also made mistakes in the work experience section because I started with my first job, not my last, and forgot to put some additional tasks that perhaps they would have been relevant. Sometimes a long CV can be boring to read so I learned that you have to focus on keywords, be precise and not write too much, because that does not make it better.

                                                        conclusion:
 this topic really caught my attention; it is an essential and very useful topic. I feel grateful to have learned something that seems simple but has its steps and rules. I would just like to change the fact that many people focus only on my experience and not on my skills and qualities, since any trade can be learned and carried out if I wish.
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                                                               PARAPHRASIS	

This semester I have had the opportunity to learn things that seem so basic that I should already know them and it is not the case, but so useful that it can help you in your daily life and in your work in this case a very interesting topic that I have dealt with in class It is the Paraphrasis, the first time I heard it I had no idea that it was even something difficult to understand, but it is quite simple the paraphrasis is nothing more than a way to explain a text in a simpler way with a more basic language and easy to understand what a more complex text says. The use of paraphrase is common in people when we use the language in an ordinary way, doing it habitually unconsciously Almost all people are able to identify a paraphrase in their habitual environment (Barzilay, 2003).
Paraphrasis has many advantages from my point of view, for example that it helps me to exercise writing, it helps as a strategy to summarize, it is very useful to explain and understand the message of a text, you learn the information of a text more easily and appropriately With the paraphrasis I show that I receive the message correctly, it helps me to identify the most important information and I make sure that what I heard corresponds to what the sender wanted to say
This topic is based on exercising writing, teachers and students make use of paraphrase when they first assimilate the content of a section then express it with different words, trying that nothing essential is emitted, which is based on reading to be able to highlight and improve the understanding of others and the public. It is also a resource that is based on the use of synonyms to avoid repetitions in the case of words without an equivalent. They can be replaced by a phrase or phrase. On the other hand, in the alternative method of conflict resolution, one of the main resources of the mediator or conciliator is paraphrase, it repeats what one of the parties to the conflict has said but with other words
I am interested and it seems very practical and effective, I use it a lot if I need to expose I copy the original text I reread it a few times and then I take a summary I explain it in my own words since that tells me that if I have gotten the message, it is a key to realize that you have understood a text when you can explain it in your own words without reading and without changing the meaning or initial idea of the text.
This topic is very easy to understand, I just need to take into account the codes and rules, for example, replacing the words with other synonyms is a key part of the paraphrase and changing the structure of the text so that it is not plagiarism, it is also very important to use the references to give credit to the original author from whom you obtained the information.

                                  Have a correct spelling
paraphrasis               Synonyms
                                  change the structure
                                  Be grammatically correct

Types of paraphrase or paraphrase

Specifically, we can establish that there are two fundamental types of paraphrases:
· The mechanical paraphrase: It basically consists of substituting expressions for other phrases or synonyms, which, of course, involves a minimal syntactic change. For example, if I say "the student is disciplined" we could replace this phrase with a very similar one "the student is obedient". 

· Creative or constructive paraphrase: This other type of paraphrase, on the other hand, consists of reworking any text to obtain a totally different one. For example, "generosity is the quality that I value the most" could become "I consider altruism to be a value that is distinguished from others" (here it can be seen that the two sentences maintain the same essence and an equivalence in terms of meaning) See our constructive or creative paraphrase article for more details




· I changed this theory as an example to show how with different words I keep the same meaning.


· The mechanical paraphrase: Fundamentally, it is about executing the replacement of words by different synonyms, which means a milder syntactic change, for example, if I say “the child is obedient”, we can replace it with “the child it is disciplined.”


· Creative or constructive paraphrase: this other model of paraphrase, lies in the transformation of a text to get a different one for example: "generosity is the quality that I value the most" could become "I consider altruism to be a value that is distinguished from others" (here it can be seen that the two sentences maintain the same essence and an equivalence in terms of meaning) See our constructive or creative paraphrase article for more details





                                                     Conclusion:

 Paraphrase is a very useful tool for my learning and personal and educational development, helping me to carry out my tasks more easily and it is also a very useful tool as a strategy to summarize and understand all kinds of texts, one of the things I call the most my attention is to acquire new words in my vocabulary through this means of expression, since it helped me learn to substitute. To expand my repertoire and have a broader vocabulary, which helps me to improve a lot when writing, explaining, studying much more, paraphrase should be a mandatory topic in education since it helps you think for yourself at capture the content of the texts and expand your knowledge, many times and when I have to expose I always read or I learned it by heart but then forgot it, but with paraphrasis it is different I could apply it as a study method, it was only to read the text to summarize it , change the difficult words for one that was easy for me to remember but that would mean the same and explain it in my own way in this way was easier to remember and understand, so I think it is important and easy to understand and execute.
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                               Cover letter
	
In my little work experience I have never had to prepare a cover letter, since I have no studies, this year is the first time I have heard about this subject, a cover letter is a document that accompanies and complements my curriculum vitae, and offers me the Possibility of presenting myself to the company, exponentially increasing the chances that the recruiter will be more interested in me and call me to do a job interview. It is very important that the cover letter for a first job is written by me stating my worth, my aspirations, skills and personal aptitudes. Even if you sign me up for an offer, the cover letter is a resource that I should take advantage of to reinforce my motivation and show a predisposition to fill the vacancy. It is necessary to adapt the letter to the requirements of the offer you are signing me for, relating my knowledge, skills and abilities with the requirements requested by the recruiter. It's a good way of letting you know that I have the ideal profile to fill the position.
Some of the things that I and those of us who are students learn on the fly is how to apply for a job, if we find a job opportunity, I as a student or candidate prepare a letter in which I introduce myself, addressed to the person who publishes the vacancy in the one that stated my reasons for the application and sent the curriculum vitae.
In some places, especially those that speak English, they ask us for the cover letter, this is a complicated moment since the vast majority of students know that it is a cv when we graduate, all companies request a cv in which we detail our trajectories and they evaluate us if we are worth or not for that job, among some of the questions that we ask ourselves is. if the objective of the curriculum vitae is to present the host of the applicant in his work and academic trajectory because a letter of presentation?
A cover letter is one of the most effective ways to distinguish yourself from other candidates. In addition to knowing the job and academic background of the applicant, the employer will also be able to learn more fundamental information first-hand, such as the personality of the person applying, what they are looking for from that position, and what they can contribute beyond their technical skills.
It is a means to delve into the achievements and qualities of the applicant, as well as to explain situations that could look bad on a resume, such as long periods of unemployment or rapid changes from one company to another. The cover letter, like the resume, should be short, concise and attractive, it should include only useful information to present yourself as the best person for the job.
There is no single way to write a cover letter, it may vary depending on what job or academic position you are applying for. However, its most basic structure commonly includes five elements.


The five elements of a cover letter

1. The job or position for which you are applying.
2. Information on how the applicant became aware of the vacancy, if there are references or recommendations, this would be the section to list them.
3. Why is the applicant interested and qualified for the job?
4. Description of qualities, skills, experience and special attributes that the applicant can contribute to the company and the team that works in it, it is advisable to be familiar with the mission, vision and values ​​of the company to write a more attractive pitch and addressed to the company or institution in which you want to work.
5. A thank you for being considerate for the job and for the time invested in reading the letter, It is important to note that the cover letter is not an extensive repetition of the resume, although the skills and attributes mentioned must coincide with those listed in it, the letter consists of an exercise in creativity, introspection and communication that will help the employer to put yourself in the applicant's shoes and understand why you are the right person for the position.
Not all vacancies will require the delivery of a cover letter, but every student or candidate must know what they consist of and how to write one to stay in competition for any opportunity that lists it among their requirements.


 Little big mistakes
1. Sometimes we make the mistake of not checking the writing and spelling and even if it is something that we have in mind it is important to reread it several times and make sure it is correct before sending it, it is important to always check the typing and spelling, an essential piece of information is also to check that the name of the person to whom the letter is addressed is correct.
 
Beware of templates
2. Sometimes going to templates and internet models of how to write a cover letter can help you have a main idea and guide you but it is important that your letter is unique and exclusive that shows the recruiter who you really are and what are the reasons for obtaining the position of work and because you have chosen his company to improve your professional career. Using empty phrases that say nothing will not add value to your cover letter. Imagine yourself face to face in front of the coach, think about how you would convey your motivations and put it into words. 
 Not too short, not too long 
3.Recruiters are not known for having time to read 2- and 3-page cover letters. If you want to make sure that your letter will be read, prepare a document with a length between 3 and 5 paragraphs. If you feel that you are overextending yourself in your speech, try to stick only to what is relevant to the job you are applying for. On the other hand, there is nothing worse than a cover letter that reflects that the candidate has felt compelled to write it. Your cover letter is aimed at explaining those things that have no place on a resume or that need to be expanded. Your experience, qualities and motivations are well worth a few paragraphs. If you have trouble finding content for your letter, try to extract 3-4 sentences from what you got from each of your professional experiences and use them to shape the document.
 
 Lack of customization
4. The cover letter must always be adapted to each application. In the same way that not all companies are the same, your motivation to enter them should not be the same. In the same way, surely you will be able to contribute different things depending on the company you are addressing. Make a customization effort every time you send your cover letter to a recruiter. Also, collect all the information you can about the activity of the company, because speaking with knowledge will earn you points. Finally, always try to get the name of the person who will receive the letter so that you can address them.

Not knowing how to "sell"
 5.There is no use repeating in the cover letter what you have already explained in your resume. If you have decided to write your cover letter, you must lose the fear of "selling" yourself well. Feel free to explain the reasons why you want to join the company and why you think you are the best person for the position. The good candidate is the one who shows in his letter why he is qualified, not the one who shows desperation to get the job.
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                                                            Conclusion:

To specify this topic I have to say that although it has not been one of the ones that I liked the most because I have to know how to sell to you in order to get a job it makes me feel uncomfortable and insecure, I have to say that it is interesting to have learned this topic since first I did not know how a cover letter was made, I always thought that only the curriculum existed but now I not only know it but I have also learned to create it, I know how to do it and that I cannot write in a cover letter, the importance of small details such as writing your way of expressing yourself and being clear about who you are and what your qualities are, all this in summary but clear and precise so as not to bore the recruiter, during classes one of the activities we did was about writing a cover letter which most of us did wrong, but the teacher helped us to see where our mistakes were, I think it was one of the most difficult I've made, I'm sure this will help me one day when I finally have a degree and want to apply for a good job, although I hope to be the recruiter and have my own business.
:



	    Summarising


This topic is probably the only one that you probably have more knowledge about with respect to the rest of the data in this course, since I learned it during my academic career since I was little, it was used for exams, exhibitions, doing homework and thus making it easier for me to learn certain subjects. From what I can understand, summarizing is a short description or abbreviated exposition of a text or document, the objective of summarizing for me, is simply to briefly and concisely highlight the main idea of ​​a text based on the key and important data that you give relevance to the text, a summary must be clear and coherent without losing the meaning or orientation to what the text wants to say. the word summary derives from the Greek and means "to take again" "to begin again". This is a synthesis technique by means of which we take a text to a simpler and more essential expression, pointing out the most important aspects and most relevant aspects in order to facilitate the reader's understanding of a text.
The summary, as such, is the result of a complete and in-depth analysis of the text. To do this, we proceed to read and understand the text; underline, highlight and write down the main ideas; to then make a diagram that allows us to identify its structure and the way it develops.

The summaries are a widely used and required technique in the school environment. Students are asked to summarize educational or literary texts, either because they help to improve reading comprehension, or because they help to improve students' ability to synthesize.

To make a summary correctly we can be guided by the following steps:
  Read the original text fully. This is essential to make the summary: I cannot summarize what is unknown, nor can I summarize a text by reading it over, because we will ignore which are the main ideas and which are the secondary ones.  Separate the text into paragraphs. Once separated, mark the main, secondary and supplementary ideas in each paragraph, using a different highlighter for each category. If necessary, take notes in the margin or on a separate sheet of paper. Transcribe the underlined. Copy the main and secondary ideas only in the notebook, and try to order them to form a single paragraph. Rewrite the paragraph. Rewrite the paragraph with the primary and secondary ideas in order, but this time try to do it in my own words.
 Check what is written. Reread the final text and eliminate the things that remain. Add a title to it and the summary book information (author, title, publisher) somewhere.

                                                        CONCLUSION:
summarizing is a very useful tool that we always use more than anything in the school environment since it is key to understanding any type of text, it teaches us to stay with the main message and remember it more easily than memorizing, it is a topic that already everyone has knowledge since it is taught in schools since we are little but I have to say that it is one of the most important and that it has helped me a lot in my school career, without a doubt it is a topic that entertains me and is very Also useful is one that is easy to understand if you follow the basic rules and keys to make a good summary.
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