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[bookmark: _Toc58774546]INTRODUCTION

This assessment will be based on what I have learn from term 1 to term 2. I will choose 5 topics 2 from term 1 and 3 from term 2. I will define each topic and I will explain my progress since when I started. I will demonstrate all my transition and how this course has improved my skills for life and work. 
I will write about if I had previous knowledge of each topic and how I improved them during my course. I will be reflective in each situation and I will express how I was feeling when I was studying face to face classes and online and how this impacted my learning.
[bookmark: _Toc58774547]TERM 1 TOPICS
[bookmark: _Toc58774548]INTRODUCTION TO PERSONAL PROFESSIONAL DEVELOPMENT (PPD) IDENTIFYING YOUR SKILLS

A definition of Knowledge and Skills, what is the difference between them? Knowledge is information, details or what we understand about something. We might know the rules of football, or the recipe for a cake, or how to mend our clothes. However, exist a difference between knowing what and knowing how. Knowing the recipe for a cake is not the same as having the practical skills needed to make it. For example, if we have never chopped vegetables or anything, we probably won’t have gained the necessary knife skills to do it without hurt ourselves. This is the difference between knowledge and skill.
Skill means that we are able to do something in particular. We can find there are different levels of skills and keep practicing is the fundamental action to improve them. For example, chopping vegetables without hurt ourselves improve with practice.
It is important to have, learn and improve our skills and knowledge every day. This action will help us to develop in particular aspects such as know our strengths, weaknesses and give us a better knowledge about the role that we play in our life. (University, N/A)
On the first week at the university our first class was Academic and Employability Skills. Our teacher started asking us what we know about skills, what that means for us. We started giving some definitions most of them incorrect definitions or based in different aspects. The definition which I gave to my teacher was “is the ability to do something.” My answer was correct same as the different colleagues, but incompletely. Our teacher was waiting for a question from us. He was trying to give us the opportunity to say that we have many skills such as hard, soft, writing and many more.
Know about all different kind of skills that we can learn, or even the skills that we have since we born help us to know where I would like to be in the future. Know first ourselves and how we can improve our personal skills to progress. This class during term 1 and 2 help me to understand what I need to improve in my life to be a professional. Exercises such as SWOT Analysis, write about us help me to understand how important is to learn every day from our daily experiences.
[bookmark: _Toc58774549]ACADEMIC WRITING AND REPORT

Academic writing invokes to a one classic style of expression that academics use to define their own projects, their disciplines and specific areas of competence. Some of the characteristics of academic writing include a formal tone, use of the third person instead first-person aspect. (Labaree, 2020)
I knew about academic reports, when I was finishing my secondary school and my college, I written my own summary of what I had done during my academic year, I presented them to my teachers at school and college and I never had any inconvenience with my work. Now when the lecture started explaining about the importance of the academic report, giving us a definition and showing us example of these  I realized that all previous reports or summaries that I done was incorrectly and the reason why is because I was taking all the information from google without check the source or even not using references and many more mistakes such as not including a table of content, appendix or enumerate the pages. Now I know what the principal topics are to write an essay, report or to complete an assessment.
This class give the opportunity to learn from my own mistakes and improve my own assessment from term 1 to now: an example of how I improved is do a paraphrasing when I am taking an author's idea from a verify source. This was something new for me. The action of respect an idea from other person and give them all the credibility.


[bookmark: _Toc58774550]TERM 2 TOPICS
[bookmark: _Toc58774551]CV AND COVER LETTER

A cover letter is an introduction to us while we are applying for a job, this cover letter is generally writing in one page. This includes general details like name, contact information, education and professional qualifications, work experience and goals. A cover letter is not the same as a resume, this is a support page of our Curriculum Vitae (CV) this letter must be persuasive where the reader can be attracted by our professional profile. (DIFFEN, 2014)
This has been one of the most important topics that catch all my attention when the Lecture was teaching us, giving us the definition and showing us videos online. The reason because I have been attracted for this topic was because I had previous experiences with my CV and Cover letter. 
One month, I have a task to complete. The task was to create a cover letter to add it into any job offer where we would like to apply for to work after finishing this course. 
  
I started thinking in all offers that I applied for and I never get called from the hiring manager. 
  
I was trying to remember the most important interviews that I had in the past for international companies and I started feeling thoughtful all the opportunities that I missed because I did not had a great cover letter, research more about the company, search for the hiring manager or improve my presentation… many different aspects to learn from each interview. 
  
After understanding and learn on the last class how important is to prepare a good cover letter, research about the company and the hiring manager I am feeling more confident and ready to go to any future interview. 
  
My first action plan to progress on this process is to create a new cover letter for each job and add or delete unnecessary information from my CV. 

My second action plan is to research more about the company, looking for any important information such as charities, foundations or advertising campaigns and try to know who the person is who will manage the interviews using websites such as LinkedIn or the company website.


[bookmark: _Toc58774552]ORGANISING STUDY

Be organised is the key to establish a productive study and be on top of any work. This will help us to prepare ourselves to any exam or relevant activities to progress in any educational organisation. (Holsman, N/A)
Creating a study timeline, prioritising task, setting time limits for different activities, setting a goal and finding our peak energy period to develop any project. These tips will help us to improve and understand the importance to be organized in our life, no matter whether is at School, University, Home or Workplace. (NEED, N/A)
Considering this skill or habit as my weakness during this certificate course in University of Wales Trinity Saint David since I started the classes I was confused and stressed about looking the appropriate time to mix my working hours with my studying hours. Thinking in different ideas; example: leaving my current Full-time job and look for a Part-time or even just leave my job and study Full-time but I considered these options as the faster way that allowed me to forget my stress. So, I just thought this won’t be beneficial for me, I spoke with my manager and he changed my shifts making me able to work and study at the same time keeping my full-time hours. 
When the Lecture was explaining about how we can practice and have an effective impact in our lives managing and organising our days or daily tasks properly was saying that we prioritize tasks that affected us, example: using our mobile phones when we are in online classes, playing video games instead finishing important task like (homework, reading, starting or finishing our assessments, etc…). The lecture was saying that we can find a moment or time to enjoy, chat or play with friends, to use our phones, to play videogames, listen music etc… but if we have any important task is better to do it before like that if we planned to spend 1 hour doing a homework but we spent 40 minutes only we will have 20 minutes to do any of the non-relevant activities. 
After trying to practice appropriately I need to take some actions plan, as I feel that I need to improve in this aspect. 
My action plan for this will be to put aside all these activities that use my time in an inappropriate way and take advantage to finish all the important tasks of the day or week. 


[bookmark: _Toc58774553]INCORPORATING SOURCES

Academic writing is a combination of your ideas, arguments and claims and it must be supported by evidence such as theories, research, statics and data. Academic reports are the balance between your thoughts and words expressed in your voice and supported by other authors. (Melbourne, N/A)

When the Lecture start talking about the importance of paraphrase or summarise in every academic report, I though in all those assessments, academic reports, essays and writings that I had done before when I was at school and I still thinking why our teachers does not teach this before at school looking at the importance of these topic that will help us to improve when we will be at College, University or any other Educational place or even future workplaces. Obviously, I was seeing the references and citations when I was reading a book at school or when I was researching for something online, but I never realised how important was that part in the book or at the end of the same. Now I consider Citations, Paraphrasing, Summarising and Quotations as the most important tool or technique that we must use in every academic writing this will help us to prevent any copyright and it will support what we are writing to make it credible. Since our first assessment I have been applying this lesson to all my assessments doing paraphrasing, citations and summarising on the information that I have read online, on books, articles and journals. Taking the author’s idea and converting them into my words but thereby keep the same perspective. But I would like to make emphasis that learn how to do it properly is a big challenge as when we are researching for theories that can support what we are writing the source must contain some specific information such as date, name of the author, city, year when this was wrote, the company or publisher and the edition if there are more books with the same name. 

Considering as difficult topic to learn but not impossible I will implement this on future educational or work projects.  
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