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2. Introduction
When looking for a job, academic and employment skills are the most important. Innovative and creative skills are needed to manage an excellent strategy. Also te academic skills in today’s environment needs basic knowlwdge that helps to survive at work. It also hepls to survive at work. It also helps you learn more about updating things and provides high learning without confusion. Employment skills to improve experience, personal knowledge, career development and also for work. 

3. Time management
Time management is a process by wich you plan and exercise time control, consumed in performing specific activities and also improves productivity, efficiency, and workplace efficiency.

3.1 How to benefit from time?

Proper time management helps reduce stress and gain career access. Better time management brings the followings benefits:
-stress relief- by following a defined task schedule helps a lot in lowering anxiety;
-offers more time- when manage time well you have more free time to spend time with personal activities;

3.2 Defective consequences  of time management

If a person is no good at managing time, she may suffer the following consequences:
-poor  productivity- this leads to a decrease in labor productivity
-loss of time- this leads to distraction of time before finish a task
-lost control
-poor quality of work












3.3 Useful tips for managing time

 From my pint of view we need useful tips to manage our time, and these tips are:
-the objectives that have been set must be ensured that they are specific, timely, relevant,measurabile and achievable
-break between activities
-priorities wisely 



4. CV Writing

CV is one of the most essential parts in looking for a job. By writing a CV we can put all our skills, experience and qualities in one place.
 
4.1 What should the CV include?

There is not necessarily an official CV structure, but some information needs to be included, such as:
-personal details( name, adress, telefon number)
-a statement to write a short summary of who we are and what we are looking for at work
-education and qualificatios
-hobbies and interests
-references, but are usually on request

4.2 Techniques for writing a CV

CV writing techniques are important to have a perfect ewsume. These techniques are as follows:
-we should never write down everything we have done, for example in everyday life
-to suport any information we have made
-to ceck a few times and make sure to wrote correctly
-standard funds such as Arial,11 or Roman are important in writing  a CV
-the name and addres must be at the top of the CV














4.3 Common CV errors

The most common errors in writing a CV are:
-many emlployers usually write a generic resume that they hope is appropiate
-2 out of 3 CV have errors and are often rejected because of this
-the CV shuld iclude positive information, not critize the previous employes and also not talk about dissapointments
-poor language in writing a Cv is also a error ; that’s why we need to use positive action word to create  a sense of our CV


5. Public speakingand giving presentations

Public speaking is the oral presentation in front of a work group, aclass group, or another group of people.

5.1 Overcoming anxiety

Some of us are afraid especialy when we talk to a group becaus ewe think it’s not good and we will fail. Tthat is why we must get rid of this fear with the help of well-developed strategies.

5.2 Strategies for overcomes anxiety

Strategies to overcome anxiety are:
-we must understand anxiety, we must not deny it because we are living to ourselves
-we need to understand that the publuc actually wants us to succeed in what we want to say
-anxiety through preaparation  and practise must be reduced
-we need to focus on what we say
-we need to develop self-confidence; the more we practice , the more confident we become

5.3 Presentation guidelines

We need some guidelines to present in public. And those guidelines are:
-we analyse the audience and the objectives
-we plan, research and oraganize the content
-we write and revise the presentation
-we prepare the speach notes 
We practise the presentation
-and last but not the least , we suport our presentation
The main purpose of the public presentation is to convince the public to act , to provide information and to create goowill. Yo have a good presentation you need to have a good topic, fit the goal and also fit the audience and be organised.






6. Online learning experience

My experience of learning online was position, being also the pandemic time of coronavirus. So far i have not learned online and it was a unique mement for me. 

6.1 How did I take the advantageof this experience?

I tried to treat the classes as if I were physically with them. In the last tree months since  I started online school, I started to make a somewhat well-balanced program. Being a mother with two litle kids, it was very nice to have online lessons without phisically going to school, becausse while I have to go to school I took advantage and spent time with children until the beginning of school hours.

6.2 What  does online learning look like?

Online learning is a fairly broad term and differs for each person depending on the years and courses.
My personal experience was stading in front of the laptop listening to what the teacher was teaching. The good thing about learning online was when the teacher talking, our microphones the students were closed and you could listen quietly and understand what the teacher saying or when he put a video on us to listen. Another thing about online learning is that we can view the videos as many times as we want and look at the leassons taught by the teacher .
One of my projects required group work, which involved many online speaking sessions with my group. 
At the first time Iwas afraid to learn because I am shy person when I talk to teachers or someone else in high society, but it wasn’t so bad because I wasn’t face to face it meant not I’m really to shy. 
Fortunately my tutor was very great and organized each session so we had to listen, ask questions if we did not understand or any other questions and also be asked questions and homeworks to do durring class. We affered links accessible through moodle with has the entire content of the course and kept in one place for our examination.
I can say that through this experience of learning  I would like to learn at many time  because is it very benefical for us from all points of view.














7. Conclusion

In conclusion Ican say that the developent of academic and wmployment skills are verry important get a suitable job in the desired environment. I can also say that through this module it gave me the chance to  analize myself thoroughly  and to identity the skills that I lack that others possess and are essential for academic development and employment. 
I managed to improve skills that need to be successful personally and professionaly, namely skills in thinking, reading, efective communication skills, basic skills and how to manage my time. Also it was a great opprtunity to learn online with myclass  group.
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9. Appendix

My action plan
By writing this report learned  that it is important to know how to manage time, prioritizing important and urgent things first and integrating more into the group to help me develop my knoledge.
On theother hand, I also have things that need to be solved, namely to solve my communication skills problems and make the right decision. 
























My CV 

                                                         Name: Adina Ionela Buta
                                             Adress: xx Montague Road, Tottenham,
                                                         London, N15 4BD
                                                Mobile number: 07384201xxx




Personal skills: willing to work, 
                        responsabil,
                        Honest


Work experience: Kitchen Porter at Bumpkin Restaurant, Westfield – July 2017 to August                                  2018


Education: High School finish in 2014


Hobbies: spent time with family, watching tv, go in parks

References: on request
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