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[bookmark: _Toc48152410]Introduction
Proficient developments are usually based on the individual's self-improvement. After meeting all the prerequisites for scholastic competence, I have the potential to develop employability skills as well. Within the area of refined technique, collaboration, coordination, and time control are the most important skills that can be accomplished through knowing and evaluating one's own success. From my class activities I have gained knowledge on paraphrasing, summarising, CV writing, reflective writing, and cover letter. The topics on which I will reflect in this file are paraphrasing, summarising, CV writing, and cover letter along with reflective writing. In this report, I will reflect on what I already knew on these topics and what I have learnt during my classes as well as the sources outside class. 
[bookmark: _Toc48152411]Reflective Writing
In my class for reflective writing, I have gained knowledge on Gibbs Reflective Model. I had no idea of on the topic before. However, in classroom I gained knowledge on the topic and identified how to apply the model for self-reflection and analysis. I must state that I also gained knowledge about the model by watching online videos on the model and internet research. Gibbs (1988, p.49) used his "structured briefing" to aid experiential learning. This was intended as a continuous process of development towards a rehashed interpretation, but it may still be done to talk of individual experience (Markkanenet al., 2020). 
A crucial element of Gibbs is the belief that all aspects are equivalent to the sense of Feelings. It isolates Evaluation that is based on what turned out well is as what did not. Such additional steps allow it a successful guide for some qualified students, but some of them are considered descriptive. Graham Gibbs developed Gibbs' Reflective Process in 1988 to provide a mechanism for the gain of experiences. This provides a framework for looking at skills, and, despite its cyclical existence, this applies itself exceptionally well to rehash experiences, helping to focus on and organise situations that either played out positively or turned out to be wrong. This includes six phases namely description, feelings, evaluation, analysis, conclusion and action plan (Tanakaet al., 2018).
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Figure 1: Gibbs Reflective Cycle
(Source: Crowe Associates, 2020)
 I must state that I have also gained knowledge on Kolb’s Reflective Cycle for reflective writing. I learnt that there are four stages in the cycle namely “concrete experience”, “reflective observation”, “abstract conceptualisation”, and “active experimentation”. Although, I must state that I have not gained detailed knowledge on this model thus I do not have a clear model regarding the way the model must be applied. Although, I have tried to gain more knowledge on it by reading books and watching online videos however it is still not clear. In my classes not much was discussed on the model therefore it is very important for me that I emphasise on clearing the topic so that I gain a proper idea on the model and I can apply the same in case of reflective writing. 
[bookmark: _Toc48152412]Paraphrasing
Paraphrase can be termed to be the procedure of restating the connotation of a passage or text in one’s own words. I had an idea on this pattern of work before learning about it in class however I did know about the term that is used for this work. I gained knowledge on this topic during a group discussion that was conducted in my college once. There were six people in my group, and as directed by the authority, I was supposed to start the conversation. However, I had difficulties in initiating the conversation as I lacked proper knowledge of employability. Hence, instead of me, there was another participant who initiated the discussion. Later, I also became confident and started sharing my thoughts and was conversing actively.  
I went to the whiteboard and turned out to be apprehensive to such a degree that I struggled to speak on paraphrasing as I had no idea on this. Clearly, I found myself trembling and did not make rational use of my words. The other participants were very understanding, because they were all more socialised and understood that I was new to this. I left the discussion when the class was over, and I did not speak with anybody.  Thus, after that incident I learned about the skill of paraphrasing. After this incident I also started to focus more on learning about the techniques of paraphrasing in which I learnt that paraphrasing is based on eight techniques namely reading, thinking, understanding, taking a break, returning, writing, checking, and citing (Coullie et al., 2020). 
Paraphrasing is all about making use of synonyms, changing class of words, as well as order of words. The other criteria about paraphrasing are writing sentences that are correct grammatically (KARAPETYAN 2013). It must be ensured that the length of the passage that has been paraphrased is same. However, I learnt about acknowledging the work of other people during paraphrasing from online video that is outside the class. Inside the class, I learnt about paraphrasing from the group discussion that was conducted. From the class I have also learnt that I must always recheck what I have written after I paraphrase any work so that I can make sure that whatever I have written is correct. 
[bookmark: _Toc48152413]CV writing 
Once in my class I was given the task of writing a CV however I had no idea on it. I was feeling very uncomfortable as I had to ask other students regarding the way a CV must be written. Then I emphasised on researching on internet so that I can get a brief idea on what a CV is and the way it must be written. A CV can be termed to be the document that is used for convincing an employer by giving details about the qualifications, skills, and work experience. It is often stated that a CV gives the first impression of a person on the employer because an employer scrutinises the CV first before meeting a person (Jacksonet al., 2019).  After I created a draft of the CV a group discussion was conducted in the class on the topic CV writing. And on top of that I was given the responsibility of starting the discussion in the first place and that made me even more nervous, anxiety was at the point that I could not even speak when it was time as I was not very confident about CV writing. 
However, I was having mixed feelings as I was nervous but then I was excited and happy because this was the kind of activity that would help me gather more knowledge about CV writing as well as it will help me to socialise more with other students and gain confidence in group events (Schneider et al., 2017).Therefore, I would be able to concentrate on improving the way a CV is to be written. The fact that it was for improving our employability skills like CV writing kept me motivated. The situation left me very distressed though, only after I decided to speak, I realised that feeling nervous is a natural reaction when speaking in public and it made me feel somewhat less embarrassed. It came out to be straightforward. I would say that I enjoyed this group session and the activity, and it did help me get comfortable with the other members. 
In the class activity of group discussion, I learnt about the way a CV must be presented and formatted. I learnt that CV is all about creating a personal brand by including the aspects namely knowledge, skills, attributes, and other things. From online sources that are through research apart from the class I just learnt about the template of a CV however from the class activity I realised that a CV must not have any kind of spelling mistake. I also learnt that a CV cannot be longer than two pages. For effectively presenting a CV it is important that the keywords are underlines, italics, and bold. From the group discussion I learnt that a CV must be written in a single font colour as too many colours make it irrelevant. Further, I learnt that bullet points make a CV better rather than writing full sentences. A CV must be written in a consistent way with respect to font style and font size. 
[bookmark: _Toc48152414]Summarising
With respect to summarising I can state that I had an idea about it. Although, it was discussed in class as well, but I already had an idea on it since I was in school. Summary can be stated to be a clear and a short description that gives the reader an idea about the main idea of a work or an article (Tankóet al., 2016). In my class I learnt about a few techniques of summarising like identifying the key idea and taking notes. However, from my friends I learnt that for summarising the other techniques used are organising the key ideas in a logical order and linking the ideas concisely.
For example, I would like to provide a summary of my participation in the group discussion that was conducted on paraphrasing. The group discussion went well and was straightforward without any confusion at all. At the first few minutes I did not feel very resolved but after each of the students proposed great ideas for employability skills and produced an outstanding quality of work within the given timeline, I felt much more positive. The group discussion helped me a lot in terms of understanding.
I came to acknowledge that my self-confidence is very low and that I have great difficulties in starting a conversation, I felt pretty bad because it was my responsibility to start the conversation which I failed to do and this led me to believe that I lack communication skills by a greater extent than I thought. I realised that everyone feels nervous before such group discussions if they are not used to and this gave me some confidence to stay calm (Schneider et al., 2017).The fact that the task was based on personal studies kept everyone motivated. Therefore, I can state that I know the way summaries are written and I think in my future if I am given a similar task like this then I will be able to do this effectively.
[bookmark: _Toc48152415]Cover letter writing
I had no idea on cover letter writing before. I learnt about it in my class. I have learnt that a cover letter is always written in a way such that someone is being addressed. I also learnt that a subject line is very important in case of a cover letter. I learnt that if the person’s name that is being addressed is not known then the terms like “Dear Hiring Manager or Dear Sir/Madam” is used to address. From online sources, I just got examples or templates of a cover letter. From my class activities, I also learnt about in a Cover letter writing a person is introduced, like the position for which the aspirant wants to apply and the way the aspirant came to know about the vacancy (Hirata2019). 
In a cover letter the second paragraph must be based on the description of the skills, and experiences that the aspirant has. STAR method is used in case of a cover letter that stands for “Situation, Task, Action, and Result”. The second paragraph in a cover letter can include the phrases from a job description. The third paragraph in a Cover letter includes writing data on what the aspirant knows about the company in which he or she is applying (Jameset al., 2020). For example, if I want to apply for the role of Branch Manager in Tesco then in the third paragraph I must write about the organisation here as well as the way I can fit in for the role of Branch Manager and can lead the organisation to grow. The final paragraph is based on “Call to Action” that is asking when the interview can be conducted. 
[bookmark: _Toc48152416]Conclusion
I found that I could develop my employability abilities by attending my courses daily. The critical skills required to be employable include paraphrasing, summarising, CV writing, reflective writing, and cover letter. I realised that everyone was nervous before such group discussions as well as CV writing and other such tasks if they were not used to it. Everyone was motivated by the fact that the task was based on personal studies. I was expected to be more assertive in the group discussion as I was liable to initiate it. 
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SIMON PETERSEN

5506 Clay St., Jacksonvile, FL 34456
example@example.com

April 19,2020

Carson Life Inc.
675 5th Ave.
Miami , Florida 33131

To: Ruth Allen, Hiring Manager
Dear Miss Ruth Allen,

Having recently learned of the Materials Engineer opportunity with Carson Life Inc.,| was compelled to
contact you right away with my intrest. I hopes of being considered for this position, e included a
brief outline of my background and quaifications for your review. | believe that | could make a strong
addition to your team and offer the following career highlighs to support my candidacy:

n-depth knowledge of creating and studying various materials at the atomic leve.
+ Advanced trining in Engineering from an ABET certified Bachelors Program t Florida Universiy

~ Exceptional abilty to design and directthe testing of processing procedures.

- Hands-on experience in evaluating the technical specifications and economic factors relating to the
design objectives of highvend producs.

Moreover, | possess excellent communication, leadership and prablem-solving strengths. For a greater
presentation of career contributions and achievements, lease see my enclosed resume. | welcome the
opportunity to speak with you at your earlest convenience and thank you for yourtime and
consideration.

Sincerely,

Simon Petersen
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Jane Franklin
Douglas-Kelly Professor of English

Address LinkedIn linkedin.com/in/JaneFranklin
University of Pennsylvania
Philadelphia, PA 19104, USA

Home Address:

713 N 4th St, Philadelphia, PA 19123, USA

Twitter twitter.com/jane-marie-franklin

Phone 267-861-5317

E-mail jane_franklin@gmail.com

Proactive lecturer and researcher with 10+ years of experience teaching courses on undergraduate and postgraduate levels. Supervised
22 BA theses, 9 MA theses, and 2 PhD dissertations. Edited and co-authored 3 monographs on contemporary trends in drama and
performative arts. Published over 30 articles in peer-reviewed journals.

Education

2000-08-2008-05  University of Chicago, Chicago, IL, PhD in Comparative Literature
‘The Department of Modern Laguages
Thesis title: “The Lesbianism of Marcel Proust: An Analysis of the Traits of Female Queer Culture in In Search of
Lost Time”
‘Thesis supervisor: Professor George Swan

1999-08-2000-05  City University of New York, New York, NJ, MA in English
The Department of English
Graduated summa cum laude
Thesis title: "Thom Gunn's Peculiar (Post)modernism: An Analysis of Gunn’s Late Works in Comparison to the
Ideas and Values of the Movement"
Thesis supervisor: Professor Anne Plath
Acadenmic achievements:
+ Dean'’s List 2000
+ Awarded "Best Thesis in Modern Languages” 2000

1996-09-1999-07  University of Oxford, Oxford, UK, BA in American Studies

Professional Appointments

2014-07-present  Douglas-Kelly Professor of English
University of Pennsylvania, Philadelphia, PA
Taught a total of 18 undergraduate and 9 postgraduate courses, mainly focused on contemporary conceptual
drama and performative arts, as well as experimental poetry and fiction. Supervised 12 MA theses. Member of
the Postgraduate Studies Board from 2014 to 2017.

2008-08-2013-01  Professor Assistant of English
University of Chicago, Chicago, IL,

Assisted in developing and executing core curriculum requirements for over 20 under-and postgraduate
courses. Supervised 16 BA theses and 6 MA theses.

Books
2017-05 The Rustle of Language. New York: Hill and Wang
2013-07 Sexual Politics in Post-2000 American Drama. Woodstock and New York: The Overlook Press

2011-01 The Man Who Fell Asleep: Structural Analysis of Narrative. New York: W. W. Norton & Co.




