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Time management:
Is the period of time that a person/business uses to ensure they complete a task in an appropriate time frame.  To make sure other tasks are complete.

Job description: 
Is a form of description which lists the required responsibilities and duty's for the job.

Training:
Is the development of skills required to do specifically a job or task.

Curriculum Vitae:
Is a description of a person's experience, qualifications, training and skills. The description is normally used whilst applying for a job 
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