


Introduction
In this document, I will talk about four topics that I learned during the first quarter of university.



CV writing
Your CV is your first contact with the company you want to work for. His job is to introduce you, your education, your experience and experiences so far. Your chances of a new place can rise, but also sink. First at all we need to use Personal contact details. Personal contact details must be on the main page. As a result of this information the staff can remember you immediately. We do not have to provide unnecessary information such as marital status, nationality, political affiliation or personal data of relatives. Second is contact information as is telephone number, email, address. For the third paragraph we start with education and qualification. Best at all is start with the highest level of education attained. Write the full name of the school, write the abbreviations. Mention the department you studied, the degree you obtained and the year of graduation. We can state the title of the diploma thesis, especially if it is related to the position to which they are responding. We can add also complementary education. Courses, retraining or training that are current in connection with the position you apply for in the selection process will increase our chance Work experience. Sort work history chronologically from most recent to the past. For each job, state the name of the company and the position you held, the year of starting and leaving, and a brief description of your job description. Briefly and clearly describe the job description so that it is clear what you were in charge of. If we have had more jobs in our lives, let's focus on just the last three. More employees did not have to make a good impact. Knowledge. Assess how you master the specific knowledge and skills required by the job position. Choose what a potential employer may find beneficial and exceptional. If you have experience with something that is not completely normal, let them know. Also list significant work projects or achievements you have made. Language skills are all the time plus. Write specific languages and levels to master them. Computer skills. Driving license. Only state if we have a driver's license and we are only an active driver. Specify exactly the group or mileage information. My qualities. Describe your personality, be original and do not name general adjectives as "communicative, independent, creative". Don't be afraid to show your knowledge in longer sentences and base your claims with concrete examples. For example: "I am a team player" you can say this: I have demonstrated the ability to cooperate and team spirit by working in an international team. In addition, I have always taken care of my new colleagues outside of work. He took them to lectures or showed them the city. "Hobby. Hobbies and leisure activities speak for your qualities or talents. Remember what you enjoy and what you do for a long time. You can also list the successes you have achieved. References. References are a required part of the CV. With the example I put it on my CV, we can be an example of a job seeker


Cover Letter Writing 
The content - your skills, knowledge, qualifications, achievements, experience - is quite naturally what really counts when writing a cover letter. However, its presentation is sometimes just as important. You must first include a title with your contact information (name, address, phone number, email address, website URL, and social media links) in your letter. This should be located at the top of the page. However, if you are sending your letter in the body of an email, you should provide your contact information instead of signing at the end of the message. A basic level cover letter is a document that you can add to your work portfolio that identifies your knowledge and skills and how you can use them to become the best candidate for the position. When looking for a job, you should use a basic level cover letter along with your resume to make an effective first impression. One of the best ways to enforce a motivational list is to tailor the same position you are applying, continuing with a thorough survey of the company. First, learn about the company's history, products, goals and challenges. This will allow you to better understand what qualities the recruitment manager is looking for in his new job. Then use this letter to provide details of positions, for example: why you think you are fit for it and what role you need in your important goals. Not only are you excited and ready to succeed in your new position, but thanks to the cover letter, you look like you have been filled for that position.
The first part of the cover letter should look like this:

David Bahat

Reading, England RG1 3NN

+447399947444

David.bahat@yahoo.com

January 1, 2022

Director Mike Chandler

Secondary school for foreigners’ students

13 New Bridge Street,

London, EC4V 6AF

Mr. Dear Director Chandler:

Open with a strong introduction. Your introduction is the first part of the cover letter that the recruitment manager will read. Therefore, it is important that you know how to start a cover letter in a way that catches their attention. A good introduction to the basic level cover letter should include:
· Expressing your enthusiasm for the company's work
· The position you are applying for
· A brief summary of your background
· A brief introduction to your achievements or talents
Show interest. Start with the first paragraph by briefly introducing yourself and showing interest and enthusiasm for the position. Your cover letter should cover the position and company you are applying for. This shows the reader that you have researched the company and the position and explains why you are interested in a particular position or company. If someone has recommended you for the position of company, enter their name. Provide a brief explanation of why you are an ideal candidate for this particular position. End the first paragraph with a statement of how this position is in line with your personal career goals.

For example: My name is David Bahat and I am writing to express my interest in becoming a third / English language teacher at Secondary School for Foreigners.
I am excited about the opportunity to study in primary school for the first students, as it would be a pleasure to return to my own primary school as a teacher.
I would be the perfect candidate for a third-language English / language teacher, I have the education, ability and personality to provide children with a solid foundation for a lifelong love of learning.
This position is fully in line with my goal of taking an active role in the classroom as I prepare for promotion.




Time Management 
Time management is simple as a concept, but it is much more complex to put it into practice efficiently.  Time management is the way we decide to use the time we have to maximize our productivity in achieving certain short-term and long-term goals. We all want to make the most of the 24 hours a day has.  However, some people achieve greater productivity, success, and quality of life in the same amount of time as others.  Therefore, we could ask ourselves how we can manage time successfully.  This set of key strategies will help us get there.  It is important to differentiate between urgent tasks - those that we must prioritize and carry out immediately - from important ones, which we can carry out afterwards. One of the basic elements for improving your own time management is to start writing a so-called "to do list". It basically doesn't matter; it will be a notebook, or a sheet of paper stuck on request. The important thing is that it had everything you need to meet. For some, it is enough to include only work responsibilities in the "it in the letter", another needs to include leisure and family activities. The key of time is up to you. You can always write it in the letter before bed, once a week - or you will get a different periodicity.

· Plus - it will help you recall the task and complete them.

· Minus - an unsatisfactory model for someone, which puts him under psychological pressure.

Use the first 30 minutes of the day to create a daily to-do list that fits into your weekly planning of goals.  Prioritize tasks for that day by setting a performance benchmark.  For example, if you have 20 tasks for a given day, how many of them do you really need to complete on the same day? Set time limits for tasks A task like reading and answering emails could take us all day if we don't set a time limit to do it.  For this reason, it is advisable to establish, for example, blocks of 15 minutes every three hours to check the email inbox.  It is also important to mark the beginning and end of meetings to prevent them from dragging on and wasting the day doing nothing else.  This strategy of limiting time can be applied to different tasks, and in this way, we will avoid the feeling that something specific always absorbs most of the working day. A messy environment causes lack of concentration and makes you lose focus.  And when we are not focused, we are more likely to have to spend more time than necessary to perform our daily work tasks.  To avoid this, it is important to keep our table and our work environment in order and organized, without piles of papers or useless objects that continually mislead you.  Start by tidying up your table one day and continue with a drawer, a shelf, the closet ... Order will help you better manage your time and be more productive. Procrastination is one of the main enemies of proper time management and what it often causes is that you feel overwhelmed at the end of the day by all those tasks that you have been putting off and that have ended up accumulating.




Public speaking and giving presentations
3 steps
· How to feel comfortable when performing on public
· Preparing myself and speech 
· Public speaking or presentation 
Find out who your audience is. Much stress caused by the fear of a public appearance, whether in a presentation or at a social gathering, can come from not knowing who you are talking to. You are wondering if you are speaking correctly. If your gets point. If you sound intelligent enough. Change your perspective. Negative thoughts associated with the role of public speaking can hinder your ability to present the amazing speech and knowledge you have within you. Instead of letting negative thoughts prevail, turn them into positive ones. Imagine that you are speaking confidently and that your audience is responding positively to your speech. Imagine that audience members benefit from your speech and say that you are in the right place at the right time. Learn to be satisfied with silence. Silence can be embarrassing, especially when you are facing a lot of people looking at you and waiting for you to say something. But silence is a chance to breathe and gather thoughts. Plan it appropriately. Take the time to prepare your speech so that it flows naturally and seems normal to you. Familiarity with the content will significantly reduce stress Write an outline of your speech. You don't have to write your whole speech. However, you should have an outline that suits you. Introduce yourself. Even if you're talking to people who know you, showing up is a great way to make any speech easier and warm up your audience. Start your speech by making a point or saying a thesis. Then briefly outline the parts of your speech. Make eye contact and good body language. Look the audience in the eye and determine the facial expressions of the face and hands. No matter what your topic, keep in mind that your speech is not boring and that you should not be. Have fun. Great public speakers are the ones who obviously enjoy it. You should feel proud that you can share your knowledge and that people want to hear what you have at heart. 





Thank you,
David Bahat
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