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Task 2: Report (2000 words) - 50% of the final mark for the module Write an appropriately structured academic report where you reflect on your learning in this module, using a recognised model of reflection (one). Discuss 3-4 topics from those covered during the term (listed below) and reflect on how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. You will need to explain the chosen model of reflection and apply it to each topic. You will also need to analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.













Content:


1. Title
2. Content 
3. Introduction
4. CV writing. 
5. Reflective witing.
6. Cover letter writing.
7. Academic writing.
























           Introduction:

This is a report on the things I have learned while attending to Academic and Employability Skills Course and how I feel about them, what they offered me and how I can use this knowledge.
Within this report I will cover the following topics:
1. CV writing
2. Reflective Writing
3. Cover letter writing 
4. Academic writing
I will use the following model of reflection Kolb’s Learning Cycle and I will also attach it here.
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        1.  CV writing:

1.1 What is a CV?
A CV is a document that shows to the employer who you are, what qualifications do you have, what experience do you have and what skills make it worth for them to offer you a job.


1.2 What to include in CV?
· Personal contact details:
· Name
· Email address
· Contact telephone
· Etc.
· Education and Qualification
· Work experience
· Additional Responsibilities and Activities 
· Hobbies
· References
· Objective / Summary
· Certification and Licensor
· Professional Affiliations
· Professional activities

1.3 What I have learned/ understand?
After the class and everything I have learned I feel way more confident writing my CV and I know what I must include and what I should not mention about. 
I have also learned that a good CV is clear, concise and indicates all the necessary point, without faltering. And that I don’t need pages and pages I just need to keep thing short. 
A CV is an insurance for a potential employer, it is a chance to check the right box and if all goes well, there is a better chance of having a job interview.





2 Reflective Writing:



2.1 What is Reflection?

· Reflection is an intentional activity in which you analyse skills or experiences/answers, in order to learn and improve. 


2.2 What is reflective writing? 

Reflecting writing is evidence of reflective thinking.

Which in Academic context, reflective thinking is:
· Looking back to something.
· Analysing the event or idea.
· Thinking about what the event or idea means.
· Reflective writing is a chance to think critically about how an experience made you feel and how this connects to your personal believes.

2.3 What I have learned from Reflecting writing:
 I have learned to writhe my thoughts about an event or my feeling, why do I think it happened that way, so basically what I understand about reflection writing is that I have to use less description and more reflection.
I can write about my personal experience.
I have learned that it is written in the first person and that I can use more informal language.
It can be less objective and more relative.



3 Cover letter writing:

3.1 What is a Cover letter?
A cover letter is of introduction accompanying another document such as a CV.
· The cover letter introduces you to the employer.
· The CV is a note style, the cover letter is a business writhing. 
· The cover letter summarises if you are suitable for the roll. 


3.2 What elements it should include?
· Find out to who you write. Ex (Dear MR or Dear MS).
· If you do not the person’s name (Dear Sir/Madam OR Dear Hiring Manager).
· Introduce yourself.
· Basic info about yourself.
· Sell yourself.
·  What you can do for the company.


3.3 I have also learned during the class few more thing that help me to write my cover letter, I have learned how to write in a business style, for example to keep my sentence short, and focus on the evidence for the skills for what the employer really looks.


















4 Academic Writing

4.1 What is Academic Writing?
Academic Writing is a clear, focused, concise, structured, supported by evidence. Its purpose is to help the reader to understand.
It has a formal ton and style, but it is not complex and does not require long sentences and complicated vocabulary.

4.2 Characteristics of Academic Writing:
· Planned and focused.
· Structured.
· Evidenced.
· Formal in tone and style.

Planed and focused: Answer the question and demonstrate an understanding of the subject.  
Structured: It is coherent, written in logical order and brings together points and related materials.
Evidenced: It is demonstrating knowledge of the subject, supports opinions and arguments with evidence and refers accurately  
Formal in tone and style uses appropriate language and timing and is clear, concise and balanced.  

4.3 How Academic Writing helping me to write this report?
I have noticed or learned that academic writing is very useful in finding jobs, get better grades, to enrol to a good College or Academy.
Academic writing it also help the way you think, if we can think better and clearer, we can write clearly and understandable. 
 Basically, that is what I have understand from academic writing.
I do not think Academic writing is my strength, but I am sure in time will go I will be better. 
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