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[bookmark: _Toc38586118]Introduction
Academic Employability Skills is the most useful module give me rights instruments to become a professional in my academic life and to be ready to get a better job. Skills more useful were Time Management and Critical Thinking, and in my career, as a Recruiter Students for British Universities have been helping me to improve my approach with students and achieve my job goals. Also, I will explain the CV writing and Speaking Public and that helped building new skills and reinforce that already have. This report aims to provide an analytic understanding of how these topics had been impacted my life.

[bookmark: _Toc38586119]Time Management
Time Management is a method where you can learn to the difference between important/urgent and not important/not urgent and manage your goals on time.
In an individual has proper time management could mean positive things about itself, an example that person is disciplined, punctuality, responsibility or capable.
The research Key Management tools and practices that will improve your business, the constant work in your organisation and time management until perfection offer to you as an individual or team to progress to act on your goals. There two factors you can combine inspiration and transpiration to provide your work efficiently. (Ten have et al. 2003)

[bookmark: _Toc38586120]Why Do I need Time management?
Before starting the Higher Certificate Skills for the workplace at University in London, I found many issues to organise mi personally life, job and studies I used to give the wrong priority to things were not relevant.  
Starting the term 1, I was a quite surprise there was a Method where could improve my performance in my academic life and at the workplace that was Time Management.
At my workplace, this method helped me to avoid the rush, have a panoramic of the current and future situations, and I can find the best way to give up and follow my line to success, and as a Marketing Officer, is essential to achieve my target.

[bookmark: _Toc38586121]How did I improve my time management?
Currently, I work three days a week, and I re-set up my daily. In essence, in the mornings, I focus call my successful student, resolve any enquire they have, make sure they are going to class preparation and a reminder them goals, this contributes to keeping in constant touch with them. For me, this is important to give them the priority because they will build to achieve my target another thing essential but not urgent is complete all the applications for University and in the rest of the day, I keep finding news students.

I have a significant change in my life and is not just regard to my workplace but also in my academic life. When I must do the assignments and presentation for the University, this has my total priority, and I have minimum three days I focus entirely in this because my goal is to get a good grade and be proud of my self for my achievement.





[bookmark: _Toc38586122]Critical Thinking
Critical Thinking is the capacity that an individual has to collect all the information beyond creativity and research and use your ability through the process, on the other hand, is find up the best way to prove your critical thinking by accurately analysing. (Morgan, 2017)
In Critical Thinking, one of the most famous method is the Theory of Bloom Taxonomy is a system of learned behaviours during learning and understanding through three mains points: 
The Analysis is an examination of the process besides reasons and consequences of the event. Evaluation is accurate studies all the knowledge and source I know and use it to find up the solution. The last one is Creating when you collected all these factors and created a new opinion. (Morgan, 2011, p81)
[bookmark: _Toc38586123]Why do I need this?
In my academic life, I applied The Theory of Bloom Taxonomy, I set up my goal, and that is taking first-class honours in this course. During the first semester I learnt, it is fundamental to collect all studies, evidence and the knowledge that are necessary to write any assignment but is easy to read this and paraphrase it. I tried to read handbooks, modules and use credibility sources, nevertheless after received the result of the assignment and read comments of my lectures beside was quite good. In the assignments, there was something I could not understand and after study this particular skills that are Critical Thinking I realized that I need to improve my creativity to design my idea and put all this in practice on a credible sample.

In all my preceding education, I learnt to memorize books, and my lectures had deprived me of having my ideas. I needed to change my mind, studying my weaknesses and strengths, open my mind and use my creativity because those are essential factors to develop my Critical Thinking, and are significant progress to my goal.
I work as a Student Advisor, and Critical Thinking skill is not something you can easily store. For example, during a discussion with one of my students, and I need to be accurate and responsibility to fix the problem. It is significant to find a credible source and does the right research, to find the solutions and provide to the student the best recommendations according to its request. (Tittle,2011)

[bookmark: _Toc38586124]How can I improve?
Using Critical Thinking also requires excellent listening skills, and however, it needs to work and academic life. This Skill is focused on research, have a panoramic of all perspectives about the arguments because that will make a difference in your performance in both areas.
Finalized, the understanding from which one is the purpose concerning Critical Thinking is essential to me, as a student and professional to rich my goal. I need to find up more credible source and carefully to avoid fake news that could compromise my job. I will obtain the opportunity to give logic and robust opinion about that argument or assignment to make sure I demonstrated all the knowledge I gained. 
 


[bookmark: _Toc38586125]CV writing 
CV is the abbreviation of Curriculum Vitae and is the most important document on you that will help to find a job. This document must cover all your detail, personal statement, job experience education, activities, skills section, is important work in the writing build with power words and on minimum detail to be successful in the job application. (Morgan, 2017)
The department of Human Resource takes a 7 second to view a CV and find up the potential candidate. Still, in some cases, a CV through a complex system of analysing whereby second could be considerate the CV adapt for that job position. (Moor, 2019) and more of three of the quarts of candidates are rejected if in the CV appears a picture of itself if the email address is not professional or found a grammar mistake. (Sundberg, 2012) 
[bookmark: _Toc38586126]Why do I need to improve my current CV?
After an accurate analysis of cv writing, I decided to re-set my CV because I believe this was old, unprofessional and I realized I did not “write” my real potential using all the information found in Moodle and personal research. Regarding my job experiences, my key is a marketing tool and communication skills, and I want to grow professionally.
Previous CV: 
[image: ][image: ] 
Source: by Autor 
The lecture as can see this is my CV previous that I worked and make it better. I will explain step by step. In my details, look correct, but I updated with my LinkedIn profile and Skype account that are fundamental components of your overall professional presence and for the most relevant social media platform for job search.
The section most important of CV is the Summarising where I have to talk about me because the Job Seeker will decide if I am notable candidature or no. I used a power word, reduce the sentences and make more impressive to attract them and I improved with following summarising:
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The next step is bout section skills following survey Job Outlook 2018 said the most skills research by jobseeker are problem-solving, teamworking, strong working ethic and communications ethics. (Gray, 2017) Having analysed these skills, I can reflect myself on it, and I decided to add these in my Key Skill. I had the experience, and I can demonstrate it besides, I need to work harder, especially in communication skills. The next section is Work Experience, I followed the rule in CV writing in Moddle. In the previous CV, there are many unnecessary bullets to describe my duties; in addition, I wrote what I did instead of what I achieved.
In Education, I edited some detail to look more professional and specific about the date and where I got my certificates. 
Furthermore, the Hobbies section was irrelevant to me. However, for recruitments is considerate like a piece of evidence and give to you trust in your ability for that reason I added that I am part of ArtPerUk, is a Peruvian dance group sometimes, sometimes I enjoy participating. 
To conclude my CV, I wrote in the end references available on request, I found who could give me their professional recommendations, because it is essential if one day I want to apply for a job. They will ask me the references that will provide me with more trust and more chances to get that job. 

[bookmark: _Toc38586127]What was the result?
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Source: by Autor 
This analysing of my CV made me more transparent, and which is my goal, also I changed the style, and it looks modern and tidy.
In my opinion, I feel more confident in my knowledge and me what I learnt from this course that is Skills for the workplace and my next step. I am motivated to apply for a job. I am sure I will receive a positive response and improve my career in networking. 
Have a professional Curriculum Vitae is the vital importance such as have excellent writing if the objective is getting a professional job. Needs be perseverant to progress in a project and attention to a minimum detail of your writing because the power word makes the difference.  




[bookmark: _Toc38586128]Public Speaking Skill 
Public Speaking is the most important skills for a person because wherever during a presentation for business, university or event is indispensable use all your strength to not lose the attention of spectators and achieve the objective of presentation with success. Conforming you improve your public speaking you will gain extra ones to increase your performance for the next presentation. (Becker and Edem, 2004)  
[bookmark: _Toc38586129]Why do I need this Skill?
In previous education in Italy, in my class, we never used to do a presentation this experience could not help me a lot, to develop this skill and I regretted not having done it. However, nothing is too late, and since when I started this course, I felt everything was a challenge but in a positive way.
To be a good speaker in front of a public is essential as long as will improve your employable life and will come the day I want to be ready as much as is possible because will depend on my success as a professional and student.
It needs a hard preparation, manage anxiety, verbal and non-verbal communication, behaviours, confidence, creativity, accurate manage the project you present, reasonable conclusion and able to all the probable question from a public. (Morgan, 2017)
[bookmark: _Toc38586130]How did I improve it?
My first presentation in term 1, the result was quite good; first, I wear a formal dress because it gives you credibility in my performance. It is vital to control the level of anxiety because, during the presentation, the main objective is to convince the public about your project and do not forget any topic of it and keep your smiling. During the essays on class, the lecture told me to stay calm because if more I am anxious, I will speak faster, and this will not help and on the final presentation I keep my worry and remind myself to speak slowly. 
I learnt that it needs to have strong communication and have an outstanding level of voice. Such any presentation needs an introduction is the point most important is where you capture the attention of the public, developing the topic through speak clearer and use a relevant example, anecdote or in some cases humour to interactive with them. 
For further success does not read a lot of the slide of the presentation but keep the visual contact with the spectators. I was proud of what I did and has been an excellent opportunity to practice in front of my colleagues and become a more confident and the for next time I will get an excellent mark. I am aware, the way is not easy to become a good speaker, require time, and a lot of practice and the result you gained will help you to develop your performance. In the other hand, have a personal style will increase your confidence and achieve the message you want to convey to the public, even if you have to discuss with the manager or with your colleagues.


[bookmark: _Toc38586131]Conclusion
Each skill I described and analyzed have been a great impact on my life that I could try significant benefit. In my opinion, every skill I learnt from this course can be a success just if the student applies in real life. I started slow, and I was afraid because sometimes I found some difficult to manage the situations and that it could not be the right way. Still, in the end, the progress and results I saw since the first week has been excellent in my studies, especially in my workplace, and one of my Manager was satisfied with my job done. I could not feel happier with that, and this motivated to continue and get a better job and student.
[bookmark: _Toc38586132]
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o learn academic program requirements

« Logging and tracking ueries using a Customer Relationship Management (CRM) tool, and
where appropriate liaising with colleagues from across the College and external agencies
(e.g. local councils and banks) to ensure that the query is resolved appropriately and ina
timely manner.

«  Producing documents and transcripts of results for current and former students. Providing
verification of student attendance and qualifications to external employers and agencies

Noble Rote Wine Bar and Restaurant
An award-winning restaurant and wine bar located in Bloomsbury, London.
July 2019 - Sep 2019

Key Responsibilities

« Taking care of guest needs and specific requirements

o Keeping track of guest requirements to ensure timely delivery

« Keeping the communication flowing between different restaurant teams

« Record order details and process payments accordingly

«  Ensuring clients potential allergies are advised of in advance to the chef to deliver a safe and
exceptional eating experience

«  Ensure presentation is to the standard of the restaurant before leaving the kitchen

« Liaising with the chefs

« Keep the back of the house restaurant in high standards

o Training new commis waiters

Sushisamba — Covent Garden, a unique blend of Japanese, Brazilian and Peruvian culture and
cuisine. Internationally recognised for quality.

Waitresses - Expeditor

October 2018 - July 2019

Sushisamba - Liverpool street

September 2018- October 2018

Commis waiter

Ensure the high standards of the restaurant are maintained across all front of house functions
Hotel Best Quality Politecnico — Turin, Italy

November 2016 - April 2017

Receptionist

Hotel Best Quality Gran Mogol ~ Turin
June 2016 - October 2016
Assistant Receptionist

Education
Start October 2019

BA Business Management - University of Wales Trinity Saint David, London Campus, Winchester hou
se

High School “Regina Margherita - Languages - 2013 Turin, Italy




image4.jpeg
In the summarising, I thought it could be improved, and I wrote the following summarising:

"I am an enthusiastic networked, reliable, hard-working and natural leader. I implement a
comprehensive marketing and communications plan, aligned to corporate communications
strategy, to ensure that key messages reach their target audience.

1thrive in a team environment and have a proactive approach to customer service and relationship

management. I am determinate to expand my professional skills and progress in the structure of
the organisation to achieve my long-term goals ultimately.”




image5.jpeg
Personal data

Address

Coombe Lane SW20 0AX

Contact details

Tel: +44 (0) 736 639 4100

wwwlinkedin.com/in/angle-
garcia-1903

Skype Live:angivanes

Key Skills

Ms Office
Sociable, approachable
Comfortable networking
Attention to detail
Social media

Problem solving

Critical thinking
Teamwork skill

Strong work ethic
Flexibility

Time management

Self-Motivation

Angie Garcia Navarro

Summary

thusiastic networked, reliable, hard-working and natural leader. Implement
a comprehensive marketing and communications plan, aligned to corporate
communications strategy, to ensure that key messages reach their target
audience.

I thrive in a team environment and have a proactive approach to customer
service and relationship management. I am determinate to expand my
professional skills and progress in the structure of the organization to
ultimately achieve my long-term goals.

Employment History

Elizabeth School of London
Marketing Office London. June 2019- Currently
Key Responsibilities:
+ Accountable for the achievement of new student enrollments for Higher
Education, and to increase the profitability of the agency
« Prepare, plan and project manage the publication of marketing collateral
to maximize brand promotion through network platform.
- Create and develop new innovative ways to communicate with existing
and new clients, select a major in Spanish, Italian and English Language
« Logging and tracking queries using a Customer Relationship
Management (CRM) tool, and where appropriate liaising with
colleagues from across the College.
« Appropriately and in a timely manner.
+ Liaison with Student Finance England to ensure the positive final
result

Noble Rote Wine Bar and Restaurant

Waitresses London July 2019-5¢p 2019
Key Responsibilities

+ Taking care of guest needs and specific requirements and ensure timely
delivery

- Keeping the communication flowing between different restauranttcams

+ Record order details and process payments accordingly

« Ensuring clients potential allergies are advised of in advance to the chef
to deliver a safe and exceptional eating experience

Sushisamba — Covent Garden
Waitress ~ Expeditor London Sep 2018- July2019

+ Ensure presentation s to the standard of the restaurant before leaving
thelditchen and liaising with the chefs and manager.

+ Keep the back of the house restaurant in high standards

+ Training new commis waiters
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Languages Skills
English: upper intermediate:

IMalian: native

spanish: native

Drive license

Hotel Best Quality Politecnico
Receplionist Tu

, laly Nov 2016- April2017

+ Assist reservation team with booking request and communicate with tour
agents

+ Communicating any major complaints to managements

« Professional etiquettes during calls

Hotel Best Quality Gran Mogol
Assistant Receptionist ‘Turin, Italy Jan 2016- Nov 2016
* Leasing with costumer, addressing needs by face to face and by phone.

« s part of the checking procedure.
+ Provide Information to customers about the city

Education

Certificate for Higher Education- Skills for the workplace Level 4, London
campus- 0ct2019 - 0ct 2020 expected outcome.

High School “Regina Margherita - Languages —  Sep 2009-June 2013
“Turin, taly

Activities

Part of ArtperUK - Peruvian folklore dance group in London.

Helped raised funds for non-profit associations and charity in Turin, Italy.

References available on request
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Curriculum Vitae

Angie Vanesa Garcia Navarro
Address
6 Cricketfield Road, London, ES 8NS
Contact details

Tel: +44 (0) 736 639 4400
: angivanes@hotmailit

Summary
1'am an enthusiastic, reliable, hard-working and natural leader. A hospitality professional with more
than 3 years of international and multicultural experience.

Passionate about learning new skills and challenging myself to achieve my goals. I thrive in a team
environment and have a proactive approach to customer service and relationship management.
Iam looking to join a professional and ambitious organization, where | can continue developing my.
professional skills and progress
long-term goals.

hin the structure of the organisation to ultimately achieve my

Skills

«  Microsoft Office Suite

«  Additional Languages including Italian, Spanish and Portugese

«  Comfortable with new social media technologies and understanding the increasing role
these platforms are having in marketing strategies

«  Sociable, approachable

«  Comfortable networking

«  Attention to detail

Work Experience

izabeth School of London
June 2019 — Current
Marketing officer

Key Responsibilities:

«  Prepare, plan and project manage the publication of marketing collateral to maximise brand
promotion.

«  Create and develop new innovative ways to communicate with existing and new clients.

«  Contributing to the annual sales and marketing plan.

«  Assist students to examine school programs, recognize their academic strengths and select a
major in Spanish, Italian and English Language.

«  Assist students in identifying appropriate institutional resources

- Facilitate relationships between the student and other individuals on campus who may
provide assistance




