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[bookmark: _Toc39381690]Introduction
This report will explain different academic and employability skills, the positive outcome of using different models of reflection and how they have assisted in my learning development. We will explore public speaking and doing PowerPoint presentation, paraphrasing, summarising and the different styles of CV writing along with cover letter. It will also demonstrate my personal reflection on the topic throughout my learning journey and how I have used these skills to enhance the future. 
[bookmark: _Toc39381691]Public Speaking and PowerPoint Presentation
Presentations are not as formal as they use to be before. (Ganguly, U K. 2018). According to Morgan, P (2017), a presentation is the oral delivery of information to achieve an objective or objectives. The structure of a presentation is as follows; preparation, there are many different goals and different delivery styles of presenting a presentation, (Morgan P, 2017, p.183). The way in which a presentation is arranged and presented is determined on the goals, the audience and the ability of the person presenting. How good the presentation comes across will be determined by the persons confidence and comfortability and how well they speak and know their subject (Morgan, P. 2017). The onus is on the person to dress appropriately for the congregation as this can be a distraction, likewise, always remembering to switch off any mobile phones. (wk7, class slide). [endnoteRef:2]Handouts may also be used if necessary, it is a good idea to print an extra 10% more of handouts in preparation for extra people who may turn up unexpectedly. There are some disadvantages of giving out handouts before the presentation, the main issue is, sometimes it allows them to be distracted and loose concentration because they are reading through and sometimes even going further ahead. They may not show much enthusiasm which may be a cause of irritation for the person presenting. [2: 

] 

PowerPoint presentation is deemed to be an innovative and successful method for assessing pupils in academic studies. There are advantages and disadvantage of PowerPoint presentation. The advantages of using PowerPoint presentation as an evaluation method and as a training method as well. It is suitable to assess public speaking, checking eloquence, confidence, accuracy and evaluate knowledge and understanding of a specific topic. The advantages outweigh the disadvantages. (Balagiu, A., Zechia, D., Patesan, M. 2019).
Ganguly,U K. (2018) state that public speaking inspires us to look inside our self and search for what really matters and communicate our apprehensions. When speaking in front of an audience you can become very self- conscious by their response. You will experience feelings you never had before but there are skills that can be developed to help with public speaking. It is important get people’s attention, welcome them, introduce yourself, state the objective of the presentation as well as how you want to manage questions. Effective public speaking is an imperative skill. In the workplace and universities public speaking and group presentations have become common custom. (Hanna, J L, 2018).  
[bookmark: _Toc39381692]Paraphrasing 
Paraphrasing is the rewording of something written or spoken using different words, especially to achieve greater clarity. (oxford). Paraphrasing is useful when you are rephrasing someone else’s words, this also helps students to avoid plagiarism. Pupils can avoid plagiarism by using the RRLC (read, reread, list, compose) strategy, this approach can also be used when paraphrasing. (Kettle, Raymond P; Defauw, Danielle L 2018).  Read and understand the text, list the main ideas, the important words or phrases, find synonyms for these words or phrases and change the structure of the text. (Term 1, wk4,) A paraphrase interprets and restructure a short part of a text. To paraphrase successfully the individual will need to develop a few techniques, a very good techniques for paraphrasing is using synonyms. Paraphrasing is usually considered as a language skill when it is a listening skill. When paraphrasing is used as a listening skill it raises the level of the conversation. Listening comprises of verbal and nonverbal actions (Garmston, Robert J, 2019).  To paraphrase appropriately individuals, need to learn how to restructure sentences by means of using synonyms. Changing word class is another technique for paraphrasing, that’s changing verbs into nouns, adjectives into nouns or vice versa. Although the words and structure in a sentence has changed the meaning must remain the same. (Term 1, wk4, 2019). Another method is changing the word order in a sentence and making any other necessary changes. Whichever technique is used, it should maintain the meaning of the initial statement. The sentence structure should change, it must be grammatically correct with no wrong spelling. When paraphrase has taken place on someone else’s work it must be acknowledged by giving a reference. (Term 1, wk4, 2019). Driscoll & Brizee, (2013) quote that in paraphrasing and summarising the author writes in their own words, but paraphrasing gives emphasis to a part of a text, while summarising put emphasis on the most important concept of the complete text. See below appendix 1…, 
[bookmark: _Toc39381693]Summarising
Oxford Paperback Thesaurus, (2006, p.812) states that summarising is a summary of the findings. A summary focuses on the main objectives of a text, not including unnecessary details. (Oxford, 2005). In (Term1, wk4, 2019), define a summary as a short clear description that gives the main facts or ideas of a text, passage, lecture, etc. It also states that we summarise information to report the ideas or work of another person in order to write in our words. We learnt in (Term 1, wk8, 2019) some techniques for summarising such as identifying the fundamental ideas and making notes, also putting them in specific order and combine the ideas concisely. When summarising it should be at least one third shorter than the original text. See below appendix 2...,
[bookmark: _Toc39381694]CV Writing
According to Morgan, P. (2017), a Curriculum Vitae (CV) is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills make it worthwhile for them to offer you work, work experience or a chance to move forward in a formal selection process. Many people believe that writing a CV is quite easy, or that they can just use online sample templates. They sometimes assume that once they have a CV it can be used for every job application but unfortunately, this is not quite true. Every CV should be adapted suitably to specific job applications. A standard CV should comprise of this content, personal contact details, education, work experience, skills, interests and references. You can include a personal statement which should contain two to three sentences or as short as three lines. It is best to check your email address to see if it is appropriate and professional, as the email address should not attract negative attention. A photo or date of birth is not a requirement for a CV. 
As per class handout in term 2, there are different styles of writing a CV, namely basic, academic, reverse chronological, skills based and one-page technical. The basic CV should not be more than two A4 pages while an academic CV can be longer. Reverse chronological CV and skills base CV will include these headings, personal details, career objectives, education, work experience, relevant experience, voluntary experience, interest, responsibilities, achievements, skills and referees. Usually a CV is complemented with a cover letter (Morgan, P. 2017, p339). See below example of a one-page technical CV appendix 3…,

[bookmark: _Toc39381695]Cover Letter
Morgan, P. (2017) states that a cover letter gives the employer a formal induction to what is contained in the CV. A cover letter is a professional business letter which provides an employer with an introduction to an accompanying CV. This introduces you properly to a potential employer and provides the connection to your CV. Usually the CV is written in notes form but the cover letter is like a business letter which needs to be formatted in a specific style and written in standard English. The cover letter should complement the CV and not restate the information that is in it. Each paragraph should narrate to another characteristic to your suitability. It should not exactly reflect everything you have done but summarise why you are the right person for the position.  
[bookmark: _Toc39381696]Personal Reflection
[bookmark: _Hlk39067280]My learning journey since I entered in studies last year. When I first started, I did not believe that today I would be doing virtual learning. The first day I sat down in academic and employability skills lecture I was feeling very nervous and there were butterflies in my stomach, I was thinking to myself what am I doing here?, I am too old to be in university.
As time progressed, I began to learn about new things such as skills, academic skills and employability skills. I knew I had some employability skills such as customer service skills, communication skills, writing and listening, team leading skills, time management, problem solving, and encouraging others which I had learned and developed over the years in a customer facing job. I also knew a little about academic skill such as summarising and paraphrasing. I did not know anything about research skills, referencing skills, reflective and creative thinking, critical analysis, understanding the way you learn, presentation skills or reflective writing. I also learnt the technique of CV writing, cover letter, public speaking, referencing and presentation as well as improved my skills on summarising and paraphrasing. I did not know about plagiarism and that it was an academic crime until the tutor informed me about it. Neither did I know what my learning style was so I thought I would struggle to learn.
The most useful thing that I have learned is knowing that my primary learning style is reflector and visual. This was achieved by completing the Honey and Mumford learning style questionnaire and the VAK learning style questionnaire which was done as a class activity. My secondary learning style from the questionnaire was pragmatist which I thought I needed to develop.
Using Gibbs reflective cycle, I believe that my learning journey has been progressing very well because now I can evaluate and analyse situations as I continue my studies reflecting on the good and the bad and thinking of how I can proceed confidently knowing what to do next time I am faced with any learning challenges. For example, when we had to switch to virtual learning, I was able to adjust quickly because I had been practising on developing my pragmatist learning style, which involved me planning how I would move forward because of the current crisis we were facing surrounding Covid-19. This was quite challenging for me as I was comfortable with classroom learning.  
[bookmark: _Toc39381697]Conclusion
 Finally, this report has proven that acquiring academic and employability skills are quite essential to the development and progress of individuals in their day-to-day life, whether they are an employee, self-employed, seeking employment, studying, volunteering or waiting for that big promotion, the skills discussed will be useful to advance towards ones’ goal. At least one of these skills will be used at some point in life irrespective of your significance in society. 
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