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[bookmark: _Toc48936760]Introduction
Academic and Employability skills define to establish critical thinking, critical problem-solving power, good communication in both oral and written, establishing creativity and professionalism uses. These things create very much influence on the workplace. In the given module, I have to produce my ideas regarding paraphrasing, summarizing, cover letter, CV writing and referencing. All these items are uses in academic and correspondence life for a better formal application (McGee and McGee, 2016). These terms are regularly used in both academic and professional life. So have a sound knowledge about them and use them with efficiency can create better help in both sectors. This study will demonstrate my reflection on the above subject matter. 
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Gibbs reflective model which is one of the most efficient reflective models and is very useful to a man’s life. It was established in 1988 which connects both the learning and experience. It is a process or cycle which includes description, feeling, evaluation, analysis, conclusion and action planning.

Figure 1: Reflection Cycle
Source: (Gibbs, 1988)
This model is easier than others and others and has a good reflective idea. The cycle starts with a description which signifies the basic and known idea of a specific matter or subject. Feeling identifies the own thought regarding that specific subject or matter. Evaluation means to find out the knowledge gap and identify the necessity of that shortage (Gibbs, 1988). Analysis means to know more and more about that specific matter or subject. The conclusion is the facts or outcomes that came by the analysis and the last but not least which is the action plan is to use the new knowledge in upcoming academic or professional life. Gibbs reflection model will help me to understand the above 5 specific subjects and establish my module knowledge. 


[bookmark: _Toc48936762]My Reflection
Paraphrasing, summarizing, cover letter, CV writing and referencing are five different topics but connected. The module has given me a solid knowledge but in this report, I will figure out some scholar’s adage and the established knowledge of these topics. The reflection ideas will support the Gibbs view of reflection cycle.
[bookmark: _Toc48936763]Paraphrasing
Paraphrasing is one of the most useful facts that use in research or any other academic projects. From the module, I have learned new ideas of view about paraphrasing. I used to understand that paraphrasing means to change the words or language of some specific chapters. But by reading the module, I understand that paraphrasing has a lot of uses and it has different rules in use. According to Webster & Joseph Rowe (2012), “Paraphrasing is very useful in research. It can make understand the research easily can make it effective to its viewers.” Research does use the paraphrasing for their research purpose and obviously, they use these things wisely. Paraphrasing has a lot of subjects along with vocabulary, punctuation, conjunction, phrase & idioms and many other grammatical tools. Roberts & Kelyn H. (2014) stated that “Understanding the rules of paraphrasing is not so easy, it has different uses in different ways and necessities.” This implies that in the writing of any module or report we have to know where and when should we use the paraphrasing wisely. Random and inappropriate uses of paraphrasing can make the reported weightless and unpopular to its audience. Morris, Rupert H. (2018) explained that “Paraphrasing helps to increase the knowledge to the author. He can know a lot of the language he uses by paraphrasing.” From the module, I can understand paraphrasing helps me to know about English a lot. It can increase the knowledge of the English language more and more by the grammatical view. Also, I came to know about new words and using them properly in my writing. Finally, I can say, paraphrasing is a very much important topic to all for both academic and professional career.
[bookmark: _Toc48936764]Summarizing
In easy words, summarizing means to find out the important words from writing and make a short understanding of it. But after reading the module, I can say it is far more important than my knowledge about it. According to Gray & Martha (2013), “Summarizing is something that helps to understand topics by limited words and within a short time.” Normally we use summarizing for a big topic so that we do not spend more time on reading the topic. The words that are selected to make a summary should be appropriate and understandable. At first, I thought, only the using of words can understandable to the topic. But summarizing also signifies the view and emotion of the writer. What the writer wants to provide in the topic is also important to understand and the words should be synchronized by that order. Riznar & Igor (2016) defines summarizing as “Summarizing is the brief of any topics or more than it. To create the summary, one should understand the weight of the main topic and the summary should follow the same weight.” It implies that a summary should be created by the high sense of the main writing. Uses of paraphrasing are also important in summarizing because new words or grammatical view can be used in summary. Cognitive learning is one which can produce more weight for the summary. Spack & Ruth (2018) stated, “One should read more and more before creating a summary because one mistake cannot imply the same thought written on the topic.” From the module, I understand the necessity of learning before making a summarizing. Everyone should use narrative learning and figure out the core facts of the topics. Summarizing helps in both academic and other life. Because it is obvious that, superior always want to know the brief rather than full topics. This implies how useful the proper summarizing is. 
[bookmark: _Toc48936765]Cover Letter 
The cover letter is the attachment or application which is provided along with personal information to the companies or job desk. But the module has changed the view of my understanding of the cover letter. It is as important as the curriculum vitae. Enelow, Wendy & Kursmark, Louise (2010) defines cover letter as, “It is an explanation of contents that is provided with another document.” Normally we sent the same cover letter with our CV to the recruiters. But the cover letter should be prepared by the company necessity. It is as much important as the CV is. It is a formal application which contains the necessary information if anyone wants to engage in the job. The module helps me to write the cover letter appropriately. It signifies we should focus on the job nature and must state in the cover letter. Also, we should figure out the position of the job, basic company information, recruiter’s view of choice and also these items should be included in the cover letter. According to Besson & Taunee (2012), “Cover letter should be provided in every phase of job recruiters and a study shows that recruiters first see this chapter of an applicant.” It implies that before opening the CV, recruiters often go through the cover letter provided by the applicants. The module has given me several examples by which I can write the cover letter and also stated the importance of a good cover letter. A good cover letter should contain the formality, the designation of the applied post, the basic skills to fit the post, and dedication to the post. The module has changed my view of the cover letter and its importance.
[bookmark: _Toc48936766]CV Writing
Curriculum Vitae (CV) is the most important thing which I have known a lot by attending this module. CV is the main part to provide for a job application. My all types of personal information is containing here. Innes & James (2015) stated that “CV should be straight forward and contain the actual information of one’s. No critical information or writing should be contained in a CV.” Recruiters often spend a very short time to overlook a CV. So the items should be very much appropriate and authentic. A study shows that recruiters mostly spend at most five seconds if he finds any grammatical mistake. So paraphrasing or choices of words should be taken very wisely while making a CV. McGee & Paul (2014) signifies that “Words of CV should be meaningful and understandable.” From the module, I understand what should be included and what should be not for a CV. Also the importance of some specific subjects of a CV. Mainly recruiters wanted to know the skills and background of applicants and try to match them with their job post. So one should stat the skills or achievement of his very specific and should write them by company necessity. About 76% CV is rejected for any grammatical mistake. So if I make a CV with grammatical efficiency, it will help me establish my position to the recruiters. By the module, I understand that every single achievement of mine is important to be stated in the CV. For example, If I have done any small course from Coursera or Udemy that should also be stated in the CV. But there is a process to state these items. I should provide the information on these things by the necessity of the company. So what I have learned regarding CV writing from the module has enriched my knowledge and will help me for my professional career. 
[bookmark: _Toc48936767]
Referencing
I indeed have a very short knowledge about referencing previously. The module has helped me to know about proper referencing, how referencing should be provided in a paper. According to William & Kate (2018), “Referencing is an acknowledgement which implies what is the source of your writing or understanding.” There are different types of referencing system like Harvard, APA, MLA. I know these from the module. The module helped me to understand about the citation and proper referencing. I have to figure out the scholar words or quote at first, then should find out the referencing system from any referencing cite. Referencing can be found from different websites, journals or books. Harvard referencing system has a pure signification of these particular segments. Pears, Richard & Shields (2012) identifies that “Referencing is a part of the paper and it symbolizes the authentic views of quote. Everyone should identify the reference of their used quote in the paper.” So it is necessary to provide authentic and accurate information about the author whose quote we used in the journal or paper. By attending the module, now I can reference my papers properly and honestly, it is very much important for both academic and professional career.















[bookmark: _Toc48936768]Conclusion
This module has given me a solid knowledge about paraphrasing, summarizing, cover letter, CV writing and referencing. By attending the module, I got know that previously I have a lot of lack of knowledge about these topics. Paraphrasing helps to build our vocabulary as well as our English grammatical language. Summarizing is necessary to create brief for any paper or topic but it should be effective. Paraphrasing helps a lot while making in summary (ZHAO, LIU and LI, 2017). At first, I used to think the cover letter is not an important thing, but the module has changed my view. The cover letter is very important for a job application and it should be made by the requirements of the job post. CV writing is a very crucial thing and every single information should be included in the CV but as per the company requirements. Also, I have learned about different referencing system how a reference can be made a paper more weighted. These things will enrich my ideas in both my current life and future.
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