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SWOT ANALYSIS
STRENGTHS;
· Organizational skills.
· Note-Taking.
· Cover letter
· Time management
WEAKNESSES;
· Summarizing
· More focus on fact at the overhead of higher goals.
· Difficulty making decisions.
· Paraphrasing
WHAT IS TIME MANAGEMENT?
· What is time management?
· As Pareto Principle explained about the 80/20.
· The 20% of all active’s explanation from 80% of the outcomes.
(Tracy, 2009).
· Time management is a excessive energy.
 (Dierdoff, 2020).

IMPORTANCE OF TIME MANAGEMENT.
· Importance of time management.
·  How it helps me.
· Supports me feel more in control.
· Increases my organizational skills.
·  Also decreases stress.

NOTE-TAKING SKILLS.
· What is Note-Taking.
· Make sure I do comprehend my notes.
·  It increases my capacity.
(Tim Zijlstra 2019).

WHY IS IMPORTANT.
· Why is it important.
·  How it supports me.
·  Skilled note taking improves academic success.
· Actively attractive in knowledge.

PERSONAL  DEVELOPMENT  PLAN.
Summarizing.
· Script the key ideas.
· Read the original track.
More focus on fact at the overhead of higher goals.
·  Concentration on key objective.
·  Analysis task into minor areas.
·  Time management.
(Doyle, 2013)
Paraphrasing.
· Make sure I comprehend the script.
·  Compose my ideas avoiding looking at the original.
·  Convert the expression in order of my own sentence.

CV DEFINITION
· What is a CV?
(indeed 2020)

WHY IS IMPORTANT.
· A CV is vital.
·  It is acceptable to present yourself.
·  Helps find a job.
·  It gives chances.
·  Decent to demonstrate qualification and experience.

WHAT IS A COVER LETTER?
· What is a cover letter?
·  Usually, it is a from cover that gives a potential employer information.
·  Also allows you to highlight certain areas.
(Merrian-Webster,2020).

WHY IS IMPORTANT?
· Why cover letter is important?
· Offers the chance to impress the recruiters.
· It is actual affecting way of communication.
·  It also helps to express the decent first impression.



CONCLUSION
These are my academic and employability skills which I hope it will help me achieve my future world wise in my career goals as an international businesswoman. 
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