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Executive Summary

The following study will evaluate specific topics needed for structuring an academic report. The researcher will be selecting four topics onto which the researcher will be underling their importance. Later, the researcher will be comparing the topic with a reflective model and analysing the following with the help of published literature. 
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[bookmark: _Toc92922306]Introduction
The report discusses academics and the various employability skills needed in real life. The report is underling the learnings from the module. In order to do this, the researcher had selected four topics: Time management, Academic writing, Paraphrasing, and Referencing. In each of the sections, the researcher firstly highlighted the topic. Post that, the researcher highlighted how the specific topic helped the researcher implement it in the classroom and beyond that. The following section compares the topic with a reflective model and analyses the topic with the published literature. 
[bookmark: _Toc92922307]Time management 
Time Management is considered a process of planning organising how to divide an individual’s time into various activities. Effective time management helps assign special time slots to activities as per their importance. Some people have an easier time managing their time than others, but everyone can create routines to enhance their time management abilities (Adams & Blair, 2019). Time management is vital because it allows individuals to regulate the workday to grow their business without sacrificing the work-life balance. Implementing Time management in the organisation helps improve the performance and helps produce work better. It also helps in delivering work on time and helps in reducing stress. 
Implementing time management in my daily routine helped me prioritise my tasks so that I can have enough time available for doing the other activities. Time management helped me improve my work-life balance and increased happiness in me. During my course days when the exam was knocking at the door, the help of Time management helped me complete all my subjects before the exam. In my Time management routine, one of my daily activities includes doing exercise daily that helps me stay fit and reduce stress. Implementing Time management also helped me prioritise my tasks as per their urgency or importance (Xu, Wang & Yang, 2020, March). Time management helped me be more organised than before and focused on my academics. 
Time management can be compared with the Gibbs Reflective model as it is considered a self-reflection and management tool that helps people think clearly. Gibbs Reflective Model disorganising organises the various experiences of the specific activity and helps conclude. The following reflective model has five steps in choosing a situation to analyse and work on. The first step is about describing where the problem needs to be addressed, why we need to do the time management, and why. The next step is about feelings, as in this step, one needs to encourage himself about following the time management routine. In this step, one needs to consider the situation before the following position (Adeani, Febriani & Syafryadin, 2020). The next step is about evaluation, as in this stage, one needs to look objectively at the critical approaches to be worked upon. In this stage, one needs to examine the positive and the negative effects of the situation. In this case, one will consider the time management routine’s positive and negative uses. The next stage is about the conclusion, as in this stage, one needs to conclude what had happened in implementing the time management routine. The last and final step is an action plan. In this stage, the possible actions that one can implement looking over the results of the time management routine followed.  
According to the studies (Won & Shirley, 2018), it can be said that effective Time management helps a student in completing more in a lesser time interval. Time management helps keep a student focused and not waste time on distractions, such as playing games, surfing the internet, etc. Effective Time management in an organisation can affect students’ performance and help improve their soft skills. 
[bookmark: _Toc92922308]Academic Writing 
Academic writing is considered transparent, concise, more focused and backed up by evidence. It helps in aiding the reader’s understanding. It is a formal tone and style and is not complex. Academic writing does not require any long sentences and a complicated vocabulary. The simplest form of Academic wiring is considered to be descriptive, and its primary purpose is to provide information and facts. The various features of Academic writing include complexity, precision, explicitness, formality, accuracy and hedging (Altınmakas & Bayyurt, 2019).
Academic writing is said to be a key player in academics. Academic writing helps develop students’ ability to express themselves by understanding the topic and communicating in different subject fields. Academic writing helped me write the assignments that our institution gave us to write on various topics. Academic writing is considered a skill that almost every individual needs to implement upon them—this kind of forces in thinking analytically. One needs to take the information and write it down to make sense to the reader. It also helped me learn the structure and techniques required in writing an academic piece (Tusting et al., 2019). It is about being more professional and making life easy carrier wise. Doing intensive research on the internet about a topic is more than simple internet research. It is because, in order to do Academic writing, one needs to look after every point minutely about a topic.  
Academic writing can be compared with the Gibbs Reflective Model as it helps encourage people to think systematically about the various experiences they had during a specific situation. Using the following reflection on those structures can be structured into phases. It often helps people think about the activity experience more detail-oriented. Implementing the next reflective model in Academic writing helps look at a topic from the positive to the event’s negative impact (Markkanen et al., 2020). 
According to the studies of (Huisman et al., 2019), it can be said that Academic writing is a tool of communication that conveys acquired knowledge in a specific field of study. Academic writing helps a student analyse and report the understanding that helps in thinking creatively. It is one of the essential tools that a student needs to learn for the future. Practising Academic writing regularly makes a student more creative in their daily life. Academic writing also helps them understand and give students a chance to develop their unconventional ideas and approaches. 
[bookmark: _Toc92922309]Paraphrasing 
Paraphrasing is all about using various kinds of words and phrases in order to present the same idea in a different style. Paraphrasing is generally used with the text’s short sections, such as sentences and phrases. It can be used for note-taking and explaining information in tables, diagrams and charts. It is a way of interpreting another person’s ideas. Paraphrasing in academic writing is an effective way to restate or clarify another author’s ideas into your argument or the analysis (Shi, Fazel & Kowkabi, 2018). 
Paraphrasing helped me understand the source from where I have to paraphrase and then write down the same in my own words. Moreover, it helps the reader or the tutor know that the writer had understood the source and then paraphrased the section. It helped me develop creative skills while Paraphrasing, Appendix 1 1Paraphrasing; it helped me create sentences by myself. Paraphrasing helped in improving my communication skill. Besides academics, it also helps in business and office-related tasks (Marr, 2019). If there is unique and attractive content in a company in their advertisement, then more customers will be attracted to the brand. 
The following reflective model is a critical part of the learning that cannot take place without reflection. It can be compared with Kolb’s Reflective Cycle as it has four stages of learning: concrete experience, abstract conceptualisation, reflective observation, and active experimentation. It is about watching others and developing comments on your own similar to that of Paraphrasing (Din, Idris & Tajuddin, 2020).  
According to the studies of (Prentice & Kinden, 2018), it can be said that Paraphrasing is one of the critical factors in the student. Reading a novel, article, or book is sometimes about reading a complex structural sentence and takes more time to grasp the source’s gist. Thus, Paraphrasing is essential so that complex sentences can be modified into simpler ones. At first, Paraphrasing may be a problematic talent for a pupil to master. Regular practice, on the other hand, can correct this. Because one may review the information several times and try to picture the topic using alternative words and sentence patterns.  
[bookmark: _Toc92922310]Referencing
Referencing is all about providing credit to the source of information used in one’s work. It is all about research that is a buildup on other people’s previously done work. In the body of the study, acknowledging the source is said to be considered the proper way to do Referencing and link the citations to the lists of the cited works. It is seen that there are four widely used referencing styles such as MLA, APA, Harvard System and the MHRA (Pears & Shields, 2019). 
Referencing is one of the essential parts of the academic work, and it puts to work in the context and helps demonstrate the depth and breadth of the research and the. The citations or the referencing are not used to avoid plagiarism, but it also respects the intellectual property rights of the original researcher (Gravett & Kinchin, 2020). Doing proper referencing helped me get more marks in my academics, Appendix 1 2 Harvard Referencing. 
Comparing Referencing with Driscoll’s model of reflection, the following model is based on the three questions that must be answered to complete the reflective cycle. By answering the questions, one can answer and analyse the experiences. The same goes for referencing. Also, it gives credit to the one whose idea is taken in order to do the referencing (Mulryan-Kyne, 2021). 
According to the studies of (Pandey et al., 2020), it can be said that referencing is very much crucial in Academic writing as it helps in enabling the readers in locating the source that is being referred to. According to the study, the referencing style follows in understanding two systems, including the documentary note and subordinate systems. The most common referencing styles to be used in referencing is the Harvard and the APA. 
[bookmark: _Toc92922311]Conclusion
The above academic report underlined the skills that are needed in a workplace. In order to complete the study, the researcher had selected topics such as time management, also known as organising the analysis, Academic writing, Paraphrasing, and Referencing. The researcher had highlighted each of the issues and analysed their importance. Furthermore, the researcher also compared the topics with one of the reflective models and studied with published literature. 
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text and formatted in your list of references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin 
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010 
 (
In text:  
(Neville, 2010)
In reference list:
Neville, C., 2010. 
The Complete Guide to Referencing and Avoiding Plagiarism. 
2nd ed. Maidenhead: Open University Press.
)






Chapter in an edited book 
Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248 contained in the following book: Study skills for Dyslexic students.
Hargreaves, Sandra 
Book. English. 
Published Los Angeles, Calif. ; London : SAGE 2007 
[bookmark: _Toc92922316] (
In text:  
(Baty, 2007)
In reference list:
Baty, P., 2007. Collaborative Learning. In: 
Study skills for Dyslexic students. 
London: Los Angeles, Calif, pp. 231-248.
 
)







Journal articles 
[bookmark: _Hlk92900226]Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013): 1139-1156.
 (
In text: 
(
Mulcahy, 2013)
In reference list:
Mulcahy, L., 2013. British Journal of Criminology. 
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal Proceedings?, 
53(6), pp. 1139-1156.
)





[bookmark: _Hlk92901100]Equity and Efficiency in the Workplace: New Trends in Managing Human Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR Report 24.2 (Spring 1987): 35.
 (
In text:  
(Reid, D., Strudler, R., Ryner, S., Dyer, L., 1987)
In reference list:
Reid, D., Strudler, R., Ryner, S., Dyer, L., 1987. Equity and Efficiency in the Workplace: New Trends in Managing Human Resource. 
ILReport 24.2, 
p. 35.
) 





Newspaper articles
[bookmark: _Hlk92901732]Daily Telegraph (London) October 21, 2013 Monday p1
 (
In text:  
(Gribbler, 2013)
In reference list:
Gribben, R., 2013. Fears of rising bills as deal is stuck for new nuclear plant.. 
Daily Telegraph
, 21 October, p. 1.
)Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben






Web pages
Type the following words into Google:  BBC news electronic retinas. Write a reference for the article “Two blind British men have electronic retinas fitted”. 
 (
In text:  
(Walsh, 2012)
In reference list:
Walsh, F., 2012. 
Two blind British men have electronic retinas fitted. 
[Online] 
Available at: 
https://www.bbc.com/news/health-17936302
[Accessed 28 7 2021].
)
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rom htg:/fwebijaycuny.edu/sl/paraphrasing1.him
‘Which sentences are losest n meaning to the five sentences below?

1. 25% of adoescents who have one baby have a second baby within two yearsof th frs baby's birth.
. 255 of babies ae born o mothers who are dolescents.
. One out ot four adolscent mothers as ancther baby before the first baby reaches is second.
birtnday.

. 25% of adolescent mothers become pregnant again when their st babies ae two years ol

2. 1thas been reportedtha the rchest one percent of Americans own 40% of the county'swealth.
. Therichest 13 are 40 times as wealthy s the rest of Americans.
. fthe gap between ich and poor continues togrow atthe curret ate, the ichst one prcent wil
<00n aun 40% of the country s wealh,

. 99% of Americans own 4% 55 much 33 the rchest %.
3. Thejudge was rlieved when the jury ws inalyready o announce s verdict.

b The udge asked the ury to arive at a verdict
. The udge welcomed the prospect ofan imminent verdict.
. The jury welcomed the jucge’s reliel.

4. Research dsta sugges tht i who witnessed maternal abuse may tolrate abuse 35 aduts more than
gt who did ot
. Women who witnesse the abuse of theirmther 3 teens are mor kel to become abusive sduls

. Women who were sbused 2 chidren are more kel to sbuse their own chidren
. Gk ho tesfy about maternal abuse tolrate buse 3 aduts more readiy.

5. Marthathinks that the ssue of adolescent problems s important t write about.
5. Martha thinks that acolescents ke towrie sbout thei problers.

. Martha believes that the dream of most sclescens i o wrte omething important.
. Martha thinks that acolescents can wite sbout thei probems.

‘Wite your own paraphrase for the followingsentences:

1. Alocal newspaper cams that 75%of all homeless people do ot like homeles shlters and prefe to e
25 they do now.

Aocoreing 03 ocal nowspaper, 75% o i nomeless persons ks homeles shefrsand wani o continu tolr s as ey 40
o,

2. Ronnytokd s aunt that b had ttacked him, which she found dificul o bellve.
Ronny sad hat  bear hd atsckd T, which his aunt found hard o bl

Anjona wno hasravelled across the Mojave Deset uderstands how Inportant 151 have exra wateron hand.

4. Ofthe 138 millon acres of land that Native Americans owned i 1887, 9 illon acres were taken away
by whites by 1932

5. A woman who was nominated by the president to head the department was quicly approved by the
bosrd of trustees.
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.
1. However, college students today are the fist groups of students to need the Internet for
most of their schoolwork.

Cologestudenis, o the thr hand, ra e frs genaraton o skdents o1l ot namat for (e mafrtyof -
home

2. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

Properypices e now rising, alowing Chinse nvetors o benaf rom s buy-an ol strtegy

3. Rescarchers have found a strong association between computer and Internet use in
‘adolescents and engagement in muliple-risk behaviours (MRB), including illcit drug.
use, drunkenness and unproteced sex.

4. Drug resistance remains a major problem in combating HIV infection, but a different
‘approach to drug development could be the answer.

Drug resistance emains a major prolem n IV thrapy, bt new method 1 new s might b he solsion

5. North China's Shanxi Province, the country's largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
‘Shanghai appear on the list .The report found that only 22.94 percent of sewage was.
treated adequately in the cifies surveyed and less than 20 percent of houschold garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
faclitis and 130 cites had not been equipped with garbage disposal plants
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