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1.0 PARAPHRASING
Paraphrasing means rephrasing text or speech in your own words, without changing its meaning. Paraphrasing is particularly important if you’re trying to build rapport and gain credibility with someone who has more power than you—perhaps your boss, or someone on the board of directors at your organization, or a VIP you’re trying to impress. Before you plug in with your own point, quickly paraphrase what they just told you to signify that yes, you were listening and yes, you understood the list of points they just made. 
Based on my learning in class, I was able to learn how to decode messages and use my own words to express my view point and support my own argument. Even when someone talks for long, I can summarize everything in a nutshell and still give its full details needed. Some important thing I realized about paraphrasing is that, it saves time; it increases my understanding and also gave me authority and credibility to my work. 
If you skip this paraphrase and jump right to your reply, the speaker is left wondering, “Huh, I wonder if I made myself clear. I hope I wasn’t just talking to a wall here.” People crave that kind of connection, especially powerful people. If you’re a CEO and you’re talking to one of your underlings, believe me, you’re going to want to know to what extent your subordinate absorbed what you just said, especially if you were giving directions, suggestions or instructions on some task.
How do I paraphrase? Firstly, I make it short. Play back, almost like a tape recorder, the list of sequential points that the speaker just made.
For example, if the CEO or my boss is telling me how it’s important that I deliver better customer service, show up on time and develop a better relationship with my colleague down the hall, I will start by saying, “I totally appreciate the importance of customer service, punctuality and building relationships with my peers. Let me share some ideas in that regard.” It’s an indicator that you truly retained what you were just told and the fact that you were able to very smoothly reel off all three of those points about customer service. That alone makes the person who is speaking to you feel reassured.
2.0 ESSAY WRITING
	Essay writing means describing your opinions and feelings on a particular thing or experience. Essay writing on leadership and management include the following: The Introduction, The Body, and The Conclusion. 
2.1 The Introduction: The introduction are statement, fact, or short story that give background information on the subject matter which enables the reader gets in-depth understanding of the subject topic.
2.2 The Body: The body takes the largest part of an essay. It enables the reader know of the experiences that are relevant to the subject topic. 
2.3 The Conclusion: The purpose of a conclusion is to ensure that the reader is aware of all the issues discussed in the essay and to ensure that the reader did not miss a single point highlighted. Also, you want the content that the reader has obtained from your reflective essay on leadership and management to linger in their head long after reading the essay. 
In leadership and management essay introduction, I was able to learn that my introduction should always begin with my vision of leadership regardless of the topic, and to motivate the reader and draw their attention with a simple quote relevant to the topic. And I also learn in leadership essay that asking question that most likely intrigue the leader will at least give the reader an overview of what to dwell on in the essay.
In the Body paragraphs I learn to divide the main body into at least 3-5 paragraphs to make the structure more comprehensive. My write up will give the reader a sound understanding of my ideas with examples to strengthen my arguments. And I also learn to always stick my thesis statement.
In conclusion I have been able to learn that my conclusion should always state the the most fundamental qualities and indicate why they matter the most, and also not to add any new and extra information but only the points that I have already outlines in the text. I also learn that my concluding remarks should be short.


Hereby is a leadership essay sample title “Is leadership an inborn or an acquired feature”
Is everyone capable of becoming a leader, or is this ability innate? A lot of researchers have been struggling to answer this question. One assumption about leadership implies that the leader is the person who possesses particular characteristics. Another assumption claims that leaders are capable of acquiring specific features over their life span. As the evidence shows, leaders own many features that distinguish them among others and make more and more people become their followers. These might be cognitive abilities, psychological traits, professional qualities, and a lot more, and all of them will be either acquired or innate. Based on the importance of leadership qualities, such as commitment, stress resistance, and the ability to make quality decisions, it is reasonable to claim that leaders are made, not born. 
3.0 CV WRITING
CV WRITING is a document that summarizes your professional history, education, skills, and achievements. It is a document that provides an employer for consideration for an open position. Creating CV speaks about your strength which include Professional Summary, Work Experience, Education, Skills, and Interests, along with expert writing tips.
For example; 
Daniel 
dakwilliam@hotmail.com
+447599478042
3.1 Professional Summary
Motivated customer support with 15 years of progressive experience in management and operations. Team player dedicated to helping employees improve their skills and techniques in order to reach larger goals. Visionary behind company operations and strategies. Detail-oriented multi-tasker who thrives in fast-paced environments.
3.2 Skills
-Deep understanding of how to streamline business operations and engage employees in order to reach company objectives and increase profits. -Excellent at analyzing team strengths and leveraging individual assets to reach business goals efficiently. -Exceptional verbal, written, and interpersonal communication. -Active listener committed to providing helpful feedback tailored to employees’ strengths and opportunities. -Thorough working knowledge of sales current and emerging best practices.
3.3 Work Experience
Heating lead Operations
May 2018 – Present
· Manage all business operations including 20 employees in 2000-square-foot premises.
· Lead a team of 2 support plumbers in reaching company-wide objectives.
· Establish annual budgets with measurable, quarterly goals based on research and development.
· Oversee all hiring and recruiting efforts within operations.
· Report to CEO with full accountability for profits and losses.
Support officer
October 2007 – February 2012
· Led the operations of five contracts and 15 employees.
· Developed and adhered to a strategy to increase sales, boosting profits 10 percent in six months.
· Represented region at large conferences and acted as a media spokesperson.
· Ran recruiting meetings and conducted interviews to hire exceptional employees.
Sales officer
May 2002 – October 2007
· Trained all incoming employees on sales practices, company operations, expectations, and branding.
· Acted as face of company and initial point of contact for all prospective employees.
· Monitored new hires’ progress and offered constructive criticism to help improve their skills and profits.
3.4 Education
Higher Education certificate for workplace

University of wales trinity saint David,
London
London City college
Level 3 diploma 
Heating and plumbing appliances.
3.5 Hobbies and Interests
I am a lifelong learner and sport lover. Network, I am extremely interested in collaborating with like-minded leaders around the world. Outside of business hours, I love to stay active and explore the natural diverse landscape on foot, bike, and kayak.
4.0 HOW TO BUILD A LEADERSHIP CV
1. How do you format a leadership CV?
Whether you are creating a hard or digital copy of your CV, present it in a simple format and use a sans-serif font for optimal readability. While bullet points help hiring managers to scan your CV, refrain from including lots of graphics and fonts. Use easy-to-read, active language and clear section headings. Place your personal details at the top of your document. Follow this section with a personal statement, work experience, achievements, and education. Check out our leadership CV sample for ideas on how to format your document.
2. How do you optimize your leadership CV for an ATS?
An Applicant Tracking System is a tool used by many employers to scan for keywords on applicants’ CVs. A winning strategy for optimizing your CV is to sprinkle keywords from the job description throughout the document. An ATS picks up these keywords and earmarks your application as a potential match for the advertised job.
Other strategies include spelling words correctly and sticking to a simple document format. ATS programs may reject CVs because they cannot interpret misspelled words. Keep your CV’s format simple, with simple bullet points to offset professional achievements. An ATS usually scans vertically, so center-align your document to help the program to efficiently find your keywords.
3. How do you describe achievements on your leadership CV resume?
Achievements allow you to showcase how your professional experience has shaped you as a leader. List your top work-related achievements and provide facts and figures to back them up, such as “Championed a strategy to streamline regional sales, reducing costs by 15% in three months.” You want to show hiring managers you are a visionary and innovative leader. Use active verbs and inspirational language to do this. Our leadership CV sample gives you more ideas on how to describe your achievements.
4. How do your list certifications on your leadership CV?
If you have a list of relevant certifications, include it in your education section. Provide the title of each certification, the name and location of the sponsoring organization, and the year in which you received it. If you have only one or two certifications tied to a professional position, include them as bullet points in your work experience section, for example, “Received training in enterprise-wide human resource management software.”
5.0 COVER LETTER:
From my learning experience in class I understand and have the knowledge that the goal of any cover letter is to show that how strong candidate is and should be able to brought in for an interview. 
I learn when writing cover letter on leadership and management I should be able to clearly define my management skills and experience to help me differentiate me from the competition and in particular I should focus more on my leadership skills mentioning accomplishments achieved as a manager in previous roles.
In any cover letter, companies want to see evidence of what I have accomplished in my prior positions. For management-level positions, they will be eager to see that I have led teams and projects successfully in the past. 
My objective is to write a compelling cover letter that highlights my management and leadership experience, achievements, and qualifications. Rather than stating a list of tasks that I did in previous positions, share specific and quantifiable examples of accomplishments. 
For example, if you reduced employee turnover by 10 percent, share that statistic. If you’re interviewing for a sales manager position and you’ve hired some of the company’s top salespeople, mention it. When you’ve led a company to record-breaking growths and profitability, share as much of that information as you can without breaching confidentiality. 
6.0 REFERENCING
Academic writing relies on more than just the ideas and experience of one author. It also uses the ideas and research of other sources: books, journal articles, websites, and so forth. These other sources may be used to support the author's ideas, or the author may be discussing, analyzing, or critiquing other sources.
Referencing is used to tell the reader where ideas from other sources have been used in an assignment. There are many reasons why it is important to reference sources correctly:
· It shows the reader that you can find and use sources to create a solid argument
· It properly credits the originators of ideas, theories, and research findings
· It shows the reader how your argument relates to the big picture

6.1 Why do we need reference?
Whenever an assignment uses words, facts, ideas, theories, or interpretations from other sources, those sources must be referenced. Referencing is needed when:
· You have copied words from a book, article, or other source exactly (quotation).
· You have used an idea or fact from an outside source, even if you haven't used their exact wording (paraphrasing and summarizing).
I was able to learn how to cite my work on references on Microsoft word by clicking on references, then click on insert citation and input the details needed for the references using the Harvard style.
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