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INTRODUCTION
In this report, I'd want to discuss how my knowledge and skills evolved when I was enrolled in the Academic and Employability Skills course. I'll make an attempt to compare my abilities prior to training with the results I received after passing the module. I'll discuss how I felt while training and provide a quick assessment of what was accomplished. During my studies, I became quite familiar with the following topics: time management and study organization, academic writing, paraphrasing, summarizing, referencing, reflection, CV writing, and cover letter writing. All of them are critical for obtaining a new job as well as my own personal growth. In general, I enjoy learning, especially now, when current technologies are evolving at breakneck pace, posing new challenges.
Thus, I will just cover three themes in my essay. First, I'll discuss time management and organizing my studies. I'll tell you about the changes in my daily routine that occurred during my studies and share my experience of good time management. Referencing will be the next topic I'll talk about. For me, this was a completely new and interesting topic. Writing a CV will be the final, and most crucial, topic. I'll talk about how to write a proper CV and how it might help to get work.
Undoubtedly, each of the studied topics is important for successful employment and my professional development in the future.
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TIME MANAGEMENT
Time management is the process of organizing and planning how to divide your time between different activities. Get it right, and you'll end up working smarter, not harder, to get more done in less time (Mind Tools, 2009).
I was confident that I understood everything there was to know about distributing my time and organising my affairs when I first started studying this topic. After all, I managed to do everything: be a mother, wife, do household chores, cook, and work. I realised I didn't have enough time for practically all of my tasks when I started researching time management in depth. I complete tasks fast rather than thoroughly, and I am constantly exhausted at the end of the day. I was confused because it turned out that there are numerous strategies to efficient time management.
As a student, there are many demands that eat up my time apart from studying. By jotting down everything I do for a few days, I clarified where time really goes by jotting down exercise, lectures, travel, etc. I noted this roughly every hour. Then, I charted it onto a time circle. After that, I used a second time circle to chart how I would want to use my time each day. After that, I compared the two (Cottrell, 2019, p.133). When I followed this recommendation, I understood how to prioritize. I was delighted when, the next week, I began following the assignments and recommendations from "The Study Skills Handbook" and began living on a new schedule. I had to quit my job since it was consuming all of my time. So it wasn't an easy choice, but I decided to invest in my education and future career.
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Furthermore, I already can confidently state that I manage my time and keep up. I now have time to study and develop my personality, which I previously did not have. I also have enough time to study, work, relax, spend time with family and friends, and grow as a person in general. This indicates the importance of time management in enhancing individual productivity. As I began to spend my time more effectively, I found that studying time management was a lot of fun.
REFERENCING
Referencing is the process of acknowledging other people’s work when you have used it in your assignment or research. It allows the reader to locate your source material as quickly and easily as possible so that they can read these sources themselves and verify the validity of your arguments. Referencing provides the link between what you write and the evidence on which it is based (Pears and Shields, 2019, p.1) 
I have never used referencing before. This is a completely new topic for me, and I am learning everything new to me with enthusiasm. While studying, I realized that in order to pass the course, I must submit a plagiarism-free essay. Plagiarism means using someone else’s words or ideas without properly crediting the original author. Sometimes plagiarism involves deliberately stealing someone’s work, but often it happens accidentally, through carelessness or forgetfulness (Tegan, 2021).
I learnt about many reference types, particularly the Harvard style, which is preferred at my university. The distinction between a reference list and a bibliography seemed clear to me. I had a lot of fun completing the exercises because they were so simple. I utilize the "Referencing Handbook" to write correctly in-text citations and referencing lists. I also use online reference generators, but I still compare the result with the one I wrote about above.
Here's an example of referencing: how to create a bibliography for a book. First I determine the type of resource (such as a book), then I determine the author, book title, year of publication, editorial number, and publisher. After that, I take the referencing handbook and create the bibliography on a template.
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1. Books and e-books

Most references to books should adhere to the following general format. Elements may vary slightly.
Specific examples are provided.

In-text citation: Reference list / Bibliography:
(Author’s surname, year of publication, *  Author/editor
page number) « Publication year (in round brackets)
« Title (in italics)
« Edition if relevant)
« Place of publication: publisher
(Smith, 2016, p. 5) Smith, E. (2016) How to improve your research

project. 2 edn. Plymouth: Kiln Press.

As print and electronic books are virtually identical, there is no need to indicate whether or not it is
electronic unless the electronic version is not an identical version of a print publication.




In text citation: (Cottrell, 2019, p.133).
Reference list: Cottrell, S. (2019) The Study Skills Handbook.5th ed. London: Bloomsbury Publishing Plc.
This is the result I got. I enjoy referencing and now have the ability to do so quickly.
I was enthralled by paraphrase activities. These exercises help me in increasing my vocabulary. Paraphrasing is when you rephrase the original source into your own words. In this case, you don’t use quotation marks, but you still need to include a citation (Scribbr, n.d.).
I want to share my experience of how I paraphrase online. To do this, I use the generator https://quillbot.com/ . I insert the sentence which I want to paraphrase, evaluate, and use the result.
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Original statement: In this report, I'd want to discuss how my knowledge and skills evolved when I was enrolled in the Academic and Employability Skills course.
Paraphrasing: I'd like to talk about how my knowledge and skills improved when I was enrolled in the Academic and Employability Skills course in my report.
Paraphrasing is very important for written assignments.
I'd never heard of references before, but they're now very important to me when I'm writing my essays. I’m pleased that accessing information is now easier for me than it was previously. It used to take me hours to find information; today it takes me only few minutes. Furthermore, I am delighted that my sources will be used by someone who is interested in my task!
CV WRITING
I went to university, like my classmates, to improve my skills in order to find a new job. When it comes to getting a job, a well-written CV is crucial. “A CV is an essential part of any job search, not to mention a great way to put all of your skills, experience, and qualifications in one place. A CV (also known as a Curriculum Vitae, or résumé), is a written overview of your skills, education, and work experience.” (Rolfe, 2018)
The topic of "CV writing" was something I was looking forward to. I was well aware that the CV I had written many years ago did not satisfy current standards. As I previously stated, the rapid advancement of technology has resulted in new employment needs for candidates. This evolution necessitates new CV writing guidelines as well as the opportunity to apply. I sent my old CV multiple times without receiving a response. As a result, I placed a high value on the study of this subject.
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I learned what elements a CV contains of, what information should be included here, and what the aim of this document is during the lectures and self-study on this topic of creating a CV. Then I analysed my old resume and realised how many changes needed to be made. A personal statement was absent from my prior CV. The "work experience" part consisted only of a list of my past positions. I've updated this list and added an explanation of the achievements I've accomplished in past projects. In addition, I learnt the significance of references in a CV. At least two references are required. This error was remedied, and references were incorporated in my updated CV. Also new to me was the description of my own key skills. I should only include the skills you require to find a certain job. For example, if I wanted to work in the field of accounting, I would outline the skills required for this career in my CV.
I'm delighted I figured out how to write a CV. I'm more confident now that I've read over my updated CV. I'd want to tweak it a bit further. Since I'm just starting to study, it will take time for me to improve my resume. I plan to update it again after the course.
Previously, I did not place a high value on CVs since I felt that the most significant component in recruiting was the interview. My viewpoint has since shifted. The most significant lesson I've learnt is that my CV is critical to get a job. For the employer, this is my business card.
MY PERSONAL REFLECTION OF MY OWN PRESENTATION
In this section, I'll discuss my own opinions about my presentation. I apply the Gibbs model for analysis.
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Description
I started working on the first task, which is to create a presentation.
Feelings
Because, I didn't know where to begin, I was nervous and disoriented at first. However, after I followed the recommendations for drafting the presentation, I came up with my own plan and felt much better. I was pleased with the decision once I finished the presentation.
Evaluation
On the plus side, I received supportive remarks from the teacher, which guided me in the proper way. The negative was that I wasted a lot of time preparing up the presentation because I misunderstood the task right away.
Analysis
On reflection, I realised that I should have to get better acquainted with the task. Ask the teacher questions before starting the task, not in the process, as I did.
Conclusion
This event trained me that making mistakes is normal and natural. However, I will not repeat these errors when doing new tasks.
Action Plan
The next time I write a presentation, I will carefully research the topic and create a detailed writing strategy. I'll also take advice or recommendations from the teacher. This will help me feel more organised and confident in the task.
CONCLUSION
So now I'd like to conclude this project. Only three themes from the Academic and Employability Skills course were highlighted in this academic report, and another topic was discussed in my presentation. Of course, each part of the course is important in transforming me into a qualified job prospect, but I have only focused on a few areas in this essay.
At the beginning of the report, I explained how I studied the topic of Time management. I detailed the transformations that happened in my personal life as well as my workday organisation. I talked about how I felt before I began studying this topic and analysed the outcomes. I looked at my daily schedule and learned how to better manage my time. Now I can confidently assert that time management is an essential component of effective learning and personal development.
Referencing was the next topic I wrote about. I'm pleased I learned how to write and make references. As I described earlier, these are just technical skills that need to be learned. However, referencing should not be overlooked, as properly written referencing has an impact on my work's evaluation.
At the end of the essay, I discussed my own CV-writing experience. I've updated my old resume, to be specific. This is one of the most significant documents I use to introduce myself to potential employers. My CV reflects my accomplishments and gained skills. I'm confident that I can do it. I'm sure that I can develop a CV for my future career.
In addition to all of the above, I'd like to express my delight with the studying. I'm aware of the changes that have occurred in my life. I gained new academic skills that can help me in obtaining employment in the future.
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

The new career I chose



Types of accounting



Responsibilities a tax accountant



Necessary knowledge and skills

Tax Accountants

deal with why individuals and companies need to pay taxes 

and for what. They are familiar with tax laws and complete all the necessary forms 

demanded by Her Majesty's Revenue and Customs (HMRC). They work with 

private individuals who hire them to find ways to pay fewer taxes. This job is great 

for those who like problem-solving.(Brentyn,2018)

Average salary

Tax Accountant in United Kingdom is 

£44,660 

per 

year.( PayScale,2021)
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Analytical Skills

Organization

Critical Thinking

Adaptability

Time Management

Writing

Industry Knowledge Decision making

The Red Ventures Company (Accounting.com.2021) highlighted basic accounting skills :
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Opportunities

I can get an accounting

education,

get a study loan;

use online resources;

modern technology is

available to me.

Weaknesses

Perfectionism.

I expect too much from 

myself.

I have bad motivation.

Threats

I do not have a certificate in

accounting education.

I am not fluent in English.

I have limited time to study.

I'm afraid to be disappointed

in the real work of an

accountan.

SWOT Analysis

SWOT Analysis

Strengths

I have working experience;

basic accounting 

knowledge;

digital skills;

mathematical knowledge.

Analytical thinking.

I am honest and responsible.
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Comparison of my skills and needed skills

To compare my skills with the skills needed for the profession of tax accountant, 

consider one of the key skills. It will focus on 

writing skills



My writing skills before I became a student



Learning the basics of writing in the course 

"

Academic and Employability Skills

"



What I learned from the topic "

Reflective 

writing"



An analysis of the changes that have taken 

place in my academic writing
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Action needed to improve my skills

Read aloud my writing

Read a lot in different writing 

styles

Take grammar tests

Write and edit drafts

Begin putting what I've learned 

into practise

Write in short paragraphs

Write texts using professional 

terms
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I want to use all my opportunities to get a 

profession, especially to study and get a 

diploma in accounting education.

I choose a career as a tax accountant since it 

is in high demand in the job market. It is 

now a well-known and well-paid profession.

Summary

Summary
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P.S: присвячується пам’яті про моїх батьків……

Vira Kobzysta   ID: 211381

