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INTRODUCTION

In this report I will be talking about three topics: time management, CVs and Cover Letters. I will go into depth about my personal experience and understanding as well as describing each of them in detail. I will also, discuss my knowledge and emotions on each topic along with their relevance to my life. Another essential fact that I will also talk about challenges and action plans. 

TIME MANAGEMENT 
Understanding and personal experience 
Time management is a way of maximising the current time that you have, in order to complete given tasks. That is easier said than done as there can be at times where there are too many tasks and not enough hours in the day. Additionally, it is harder to prioritise which activities need to be done first and which need to be done last and be difficult to complete time sensitive tasks. A way of solving this is categorising time management into three statements that aim to help you finish tasks. 

Firstly, devoting the perfect amount of time to each task so that you get the best results possible. Secondly, keeping an eye on the time so that it is distributed wisely with tasks. Thirdly, maximising efficiency so that the most time is given to the more urgent tasks. Good time management requires an important shift from intention to action, aiming to do something does not mean being effective and completing the task. On the other hand, good time management could also mean working smarter and not harder. 

When I become a supervisor I had to quickly learn the importance of time management by not only thinking about how I spread my time but how other employees use theirs well. I have had to make sure that both of us are finishing our tasks at the end of our shifts. 

Knowledge and Emotion 
As a supervisor I have had to carry on working with new employees and teach them the task list, in an easy and less time than previously done. I am used to dividing my time at work and I am able to do it well. Of recent I have had to add university to the list of my commitments and although challenging I believe I have found my own system. I have certain days in the week where I only focus on work and others where I target my university work. I manage to spend time with my kids by either making them dinner or playing with them. 

I feel more confident when I arrive to work and I know what needs to be done and how long it should take. Due to this, I find it easier to implement a new task without stressing about not finishing the previous task or being under pressure. 

Challenges and Conclusions
As previously mentioned, I have had to learn how to use my time effectively and so the main challenge I have faced is not using the time available. This mainly resulted in me running out of time and not completing given activities. I used to have bad time management which caused me to be late for meetings and made my superiors upset. 
In conclusion, if you know how to manage your time not only will you have an easier shift and get the work needed done, but the employees also benefit. There is less chance of stress and pressure if time is managed properly. 
Curriculum Vitae (CV)
A Curriculum Vitae or a CV is a document that summarises an individual’s skills, achievements and character. it is a Latin phrase “the course of my life”. A CV outlines a person’s academic and employment history that is used to help people apply for jobs. CVs are important as they are the first contact from a perspective employer, and can be seen as the first impression before meeting. It can be used to explain why you should be hired and the benefits of having you on their team. 

Personal Experience and Knowledge
At university I have learnt what a good CV is, I now know that the best CVs are simple straight to the point and clear. I have understood the meaning of CVs and their benefits. Done correctly, it can give the employer what they need to know in order to hire you. When I was looking for a job, I emailed my CV to possible future employers. I would also call to make sure they received it and if there was an upcoming interview. I have previously sent a CV where the employer said that I did meet their expectation and I lacked experience. However, due to my knowledge I am now able to help in the hiring process at work. I can filter out CVs that have potential compared to those which are not good quality. I at times give advice to my colleagues on ways they can improve their CV’s maximising their efforts in getting desired jobs.

Emotions 
Knowing how to make a CV makes me feel pleased as I am helping my colleague get a job that they want. It makes me happy to know that I am part of the reason she is getting a job. When I was rejected from a potential job, I felt sad and disappointed. I felt as though I needed to further my knowledge and experience and so I registered for university. 

Challenges and Conclusion
When learning how to write my CV, I had challenges putting in what was needed. I had to determine what I needed to put in first, whether it should be skills or academic achievement first. It was a challenge organising the order and not waffling. Before I attended university I had difficulty was my spelling and writing. It has improved greatly, although I want to be able to write my CV grammar free and without spelling mistakes upon proof reading. In conclusion, a CV that is done correctly helps you get a job as long as you know how to structure it in a clear format for the employer to read. 

COVER LETTER
A cover letter is a written in a way to explain more skills and experience from the potential employee. It can be sent along side with the CV to encourage the employer why they should consider recruiting the candidate. The cover letter is important as you can go into depth about your experiences and why you should be hired.

Personal Experience and Knowledge 
I have learnt what a cover letter is, how it needs to be written, and its importance through university. My initial experience with a cover letter was that it was not important. When I would apply for a job I would skip it and only put my CV. I now know its purpose and why previous employers were asking for it. I believe that a lack of a cover letter has cost me of many jobs that I wanted. It has helped with my job experience when recruiting someone to the company. I not only ask for a CV but also mentioning a cover letter as well. 

I know that a cover letter needs to be written in four paragraphs, starting with dear and the person recruiting, if that is known. Then I would explain why I believe I am suited for the position and my experience. Followed by thanking the person for their time and consideration. At the end I would finish by saying “I will be looking forward to hearing back from them and any future interviews”. Lastly, sign off with kind regards.

Emotions 
I feel proud of my new knowledge, I share it with my staff helping them write so they can reach the level I am at. When I write a cover letter, I am very focused on it making sure I do not waffle keeping it precise. When I am reading someone’s cover letter it makes me feel bored if it is long and talks about irrelevant topics.

Challenges and General Conclusions
I did not know what a cover letter was and it affected my chances of getting a job. Not having a cover letter makes an employer think you have not put much effort in the application. When I was learning how to write a cover letter, my grammar was limited and I would often repeat myself. My grammar still needs improvement and I am working on it daily.  To sum, a cover letter gives an additional perspective rather than just a CV. Not having a cover letter could be seen as lazy and show you do not give a thought about the hiring process. 

RELEVANCE 
Time management has not given me challenges itself; it has only given the material for me to learn from. In a way it can be said that time management has had a positive effect and can be applied to my daily life. 
Directly, a CV has helped me get a job and get the money to buy my children all the toys they want. Additionally, it has prepared me for any future roles and job opportunities. Indirectly, a CV has helped me achieve a supervisor front desk role from my initial start as a housekeeper. A CV and cover letter go hand in hand and I have understood the importance of a cover letter improving my chances with an employer and being hired.

ACTION PLAN
As for time management I will make sure I spend the correct amount of time for each task. If I am at work and I have not managed to finish my task on time I will sacrifice my own time to complete it. At the hotel I have many responsibilities, I have to sort out which people are checking in and those who are checking out. I have overcome this by figuring out a system that is easy for me. I first go through the departure list as it takes roughly ten minutes followed by the check in list as it takes longer. 

I will make sure I am constantly updating my CV with experiences, skills and knowledge I have learnt from my previous job. I will make sure that I get someone to read my CV before I send it off. 
In addition, when writing a cover I will only do it for each job I apply for as  each job requires different skills, knowledge and expertise. I will make sure that each letter is sent with the correct application. 
 OVERALL CONCLUSION 
In terms of time management it is important to prioritise what is urgent and what can be delayed to do on a later day. Not only are am I thinking about how I manage my time but the person I am on shift with. Overtime, I have become confident in my time management and ability to help others use their time more efficently. There have been some challenges like arriving late to meetings and running out of time for activities resulting in unfinished work and negative emotions from my superiors. This is overcome through sacrificing my own time to make sure tasks are done. Overall time management is a positive learning material to become more organised.
CVs are important when looking for a job. University has taught me how to write a proper CV including essential details and I feel positive when I apply for jobs. Previously, my CV looked clustered, I now know how to only include the necessary information and avoid unnecessary details.
A cover letter is an introduction of yourself, knowledge and experiences. It allows you to be more specific about what your experience out of the format of a CV. Before I was not considering how important it was but now I understand a CV without a cover letter does not give a good first impression for the employer. I have lost out on jobs because I did not add a cover letter explaining myself in more detail. 
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