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In this assignment, I have focused on three topics (major) which are: Cover Letter, Paraphrasing, and Time Management, and how they all interlink with each other. Cover letters are important for job-hunting, in which paraphrasing is needed to improve academic skills which facilitate the skills needed in crafting cover letters, and all of this requires prudent time management, especially in studying at this level whilst managing job searches simultaneously. All sources are secondary from a variety of sources such as journals, reports, and publications. 

Cover Letter
A cover letter is a formal letter that is submitted along with your CV to complete an application written for the job one is applying for to showcase skills and experience that makes someone suitable for the role. Today’s job market is extremely competitive, therefore when applying for a new job, often it can be a long process to complete to secure the position. A good cover letter is always a possibility to impress any recruiters. Even in the age of digital submissions, it gives one the option to sell themselves. It is therefore important that the cover letter should be written in clear and simple language to ensure that the job description is met accordingly.
When writing a good cover letter, we should follow some important points such as:
1. How to structure it.
2. What traits and attributes should be included to stand out?

How to write a cover letter : 
A good cover letter may escalate the chances for an interview with the hiring manager. There are some principal key tips for maximum impact:
1. Address and contact mentioned in the job advertisement must ensure that it is received by the right person, and it must make clear which role.
2. Current situation must be outlined. the reason for the new role should be explained in the cover letter. If it is career progression or personal interest it should be highlighted. 
3. It has it be proved that research has been done. one should be able to prove an understanding of the company’s history, business area, and work culture of the company.
4. Candidates should highlight why they are interested in the job and why employers should hire that person.
5. The one-page letter should be typo-free. It is expected that the cover letter should be error-free.
During the recruitment process, employers get a high number of applications. Therefore, one’s cover letter must reflect one’s qualities and attributes such as experience, enthusiasm, literacy, and values that make candidates unique. 
However, it is worth critically analysing the impact a cover letter may have. Increasingly in the tight labour market, employers are getting an unprecedented number of applications. On average, a CV is barely looked at for more than a couple of seconds by a hiring manager, so, therefore, cover letters are even more unlikely to be looked at in much detail. Therefore, the impact of cover letters when applying for jobs may be limited and not a considerable differentiating factor between candidates whilst a CV may be predominantly used to shortlist what candidates to bring forward.
After having looked at all the factors, a cover letter is, on balance, impactful to some degree. It shows that the candidate has taken the extra step into highlighting their interest in a particular job and is able to fully display their competencies in more detail, where their CV may not have been able to (e.g., having restrictions on how many pages). Furthermore, many candidates do not submit cover letters, so more traditional hiring managers may yet appreciate the effort a candidate has gone through to submit a cover letter, which increases the chances of a first-round interview. However, cover letters are only impactful if the candidate remains brief, to the point, and uses correct grammar and formal language of instruction, otherwise, a cover letter with significant mistakes may be disregarded as sloppy and careless. Whilst it is still worth bringing up that most applications are looked at very briefly so cover letters may not always be read when they are they are likely to increase the chances of a first-round interview against a candidate who has not submitted one. To conclude, the impact of cover letters is non-negligible when done correctly.


Paraphrasing:  paraphrasing is one of the most used strategies for reading and writing. Students’ reading and writing skills can be achieved by using this technique. It is an ability to increase to present ideas and information in one’s own words and acknowledge the sources. By using this, students can improve their skills and able to rewrite the text in their own style.  To become successful in learning knowledge it is significantly important to develop reading and writing skills. When the paraphrasing technique is used the students are to explain the meaning of the texts that have been read and writing achievement is also improved as reading comprehension is achieved. These two elements are intertwined. The more one reads the more one can achieve reading comprehension. 
There are some guidelines to follow when paraphrasing. Concurring with Oshima there are four steps to follow to compose a summarising. Read carefully a few times until understand fully. Looking up any words that are not caught on by equivalent words for them and composing brief lines counting the most thoughtful, the most supporting focuses.  However, in any case, it is not allowed to overlook any essential ideas and alter the meaning of the original source. 
In expansion, there are a few methods utilized to type in a summarising expressed by Oshimaand Hogue as follows:
1. Utilise equivalent words wherever possible
2. Changing dynamic sentences or vice versa
3. Changing coordinate citation to circuitous quotation.
 Moreover, Bailey describes the rules for summarising which comprise changing lexicon, changing word lesson, and changing word arrange. Before this strategy is practiced it is way better for the teachers to clarify the meaning of the summarizing to the students.
The summarising strategy permits the students to illustrate their understanding of the composition by pulling its thoughts and implications into their claim examination and arguments. It implies that students summarise the writings. They naturally examine and comprehend the content well to bring their process words. By figuring out that imperative impact can conclude that summarising procedure.
To conclude, paraphrasing is vital when demonstrating an understanding of a piece of writing. Especially at the higher education level, paraphrasing is especially useful for the student to be able to consolidate their learning by putting what they have learned into text in they understand and will be able to revise effectively to ensure that when they sit exams or when they write reports, they are able to critically analyse and evaluate key arguments made by an author. Therefore, paraphrasing is a very useful skill to have as it enables both the student to be able to grasp a concept and writing assignments as well as signaling to their assessors a good, original, and critical understanding of a text. 

Time Management: Time management is a capacity to utilize time efficiently, be beneficial, and wrap up not because it is day-by-day earned but because it is a greater life destination. It suggests knowing the qualification between being dynamic and being advantageous when dynamic and intellect are engaged in the to-do list.
Genuine-time management abilities go past making an everyday organiser or composing an eternal to-do list that appears to induce longer not shorter. The primary step towards learning how to make improvements in time management is realising that it’s a mental game that anybody can ace – which can be paid back ten times for the venture of time and vitality. 
Here I will focus on Pareto’s 80/20 methods to discuss time management and how it influences our daily life. I will also focus on the importance of time management to achieve a successful life.
In the late 19th century, the Italian economist Vilfredo Pareto, noticed that 80% of the pea unit collected from his cultivation came from 20% of his pea plants.  Based on Pareto’s perception at that point calculated to 20% of the individuals in Italy claimed 80% of the country’s riches. This distribution of wealth is known as an example of Pareto distribution.80 
The 80-20 run the show, something else known as the Pareto Guideline, is one of the foremost accommodating concepts for life and time management. The Pareto Rule states that 20 percent of your exercises will account for 80 percent of your results. The key to taking after the 80-20 run the show is to identify that generally 20 percent of your activities or most profitable assignments lead to the foremost victory. This could apply to any range of your proficiency and individual life. According to Pareto being busy and being productive are two different things. The implementation of practical time management plans can progress efficiency and the quality of life. Accept the reality simply are not superman or superwoman. Discover time to unwind, counting time to do completely nothing. The result of having satisfactory “downtime” may be a brain that works way better amid both proficient and individual time.
Effective time management aptitudes are at the heart of more joyful satisfied life since one can be able to build and accomplish the results that drive enthusiasm. With proper time management skills people can achieve a very successful life. Time management is pivotal in building a good and fruitful career as well because you need to be able to effectively balance many things as in life you will have many commitments. For example, when studying you may have external commitments such as needing to balance various assignments and reports. Time management helps with this as you can effectively divide up your time and create a plan to follow which will allow you to complete all the tasks that you need to complete. If you were not to do this, then you may spend too much time on one thing which will leave not enough time for something else, which will in turn cause unproductivity. This unproductivity would have been remedied through time management. Therefore, effective time management must be at the heart of all things, practical, academic, or otherwise.

References
Hagaman, J. L., Casey, K. J. & Reid, R., 2010. The Effects of Paraphrasing on the Reading Comprehension of Young Students. 
Hans, D. M., 2012. The Effectiveness of Paraphrasing Strategy in Increasing University Student's Reading and Writing Achievement. online(https://journals.sagepub.com/doi/abs/10.1177/0741932510364548).
III, J. R. Y., 2017. The Cover Letter. Issue https://pubs.acs.org/doi/full/10.1021/acs.jproteome.6b01068.`
MD, V. P. J., 2009. Time Management: A Realistic Approach. Journal of the American College of Radiology, 6(https://www.sciencedirect.com/science/article/abs/pii/S1546144008005814).
Robbins, T., n.d. How to improve time mangement. Issue https://www.tonyrobbins.com/importance-time-management/time-management-skills/.
Tracey, B., 2016. The 80 20 Rule – The Pareto Principle. 
What is a cover letter and why are they important? Available at [online]
https://www.michaelpage.co.uk/advice/career-advice/cover-letter-and-cv-advice/why-cover-letters-are-important




The 80 20 guideline makes a difference you choose which assets are the foremost critical for you to utilize to attain the most noteworthy effectiveness. It makes a difference diminish sitting all wish we had more time within the day to achieve the things we need to do. t that will assist you accomplish the most noteworthy victory within the slightest sum of time.
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