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                               INTRODUCTION
The Academic and Employability Skills are essential qualification for many job positions and become necessary for employment success in a business area.
· Time management
Is the ability to manage the time in such a way that right time its allocated to specific activity.
In a busy world time is limited and we need to use it wise.
Time management is very important for organisations and in our personal lives.
We can split time management in more sections:
1. Effective planning 
2. Setting goals and objectives 
3. Setting deadlines 
4. Delegation of responsibilities 
5. Prioritising activities per their importance
6. Spending the right time on the right activity

 Set goals in such a way that are achievable and measurable.
Prioritise in a wise manner tasks based on importance and urgency. The Important and urgent tasks to do right away. Decide when to do the important but not urgent tasks.
 By Setting a time limit to complete a task can help you to be more focused and efficient.
Usually is recommended to take a break between tasks, but if not take a break you risk your focussing and motivation to be on low level.
If remain organised and utilise your calendar for more long-term time management. Take notes with deadlines for projects, or for tasks that are part of completing the overall project.
Also need to remove non-essential activities. Of course we should determine what is significant and what deserves your time for real.
Always think smart and plan ahead to make sure you start every day with a clear idea of what you need to do and what needs to get done that day.
The main goal of time management is to consciously control how you utilise your time, calculate every step very well because timing is the heartbeat of any activity, even at work or in our personal life. If you manage to master the right time management techniques, will be a great help in all areas.


Pareto Analysis ( 80/20 rule)
The 80/20 rule is a technique created by the Italian economist Vilfredo Pareto. It means that 20% of actions are responsible for 80% of outcome.

 Effective time management improves your ability to focus and create an excellent work-life balance.
 good organizational skills can help you avoid chaos in the work place, This can save time ,which you can spend on more important tasks.
 Improves Efficiency
Any time management skill teaches you to take control of your own time. 
You also learn to focus better on your tasks and complete them in less time, resulting in enhanced efficiency.
Additionally, proper organization skills ensure that you have all the necessary information and resources to complete the task. This lets you avoid last-minute scrambling and instead focus on quality. 
Consequently, avoiding these last-minute tasks not only helps deliver work on time but significantly increases your productivity and decreases your stress level. 
Greater Reliability and Less Stress
Working in an organized workplace can make you feel focused and stress-free. 
You won’t be running around looking for information, sorting through unorganized paperwork, or dealing with the consequences of someone else’s poor time management abilities. 
Of course, when you manage your time well, your team members are likely to develop a sense of reliability. They know that you do your work diligently, don’t give in to procrastination, and hence they can trust you.
 Better Work Quality
With good time management skills, you can quickly prioritize your work and allow enough time to tasks based on their complexity. 
As a result, you’re able to focus on that specific task and deliver work with fewer errors. If it’s a challenging task, you’ll have enough time in hand to resolve it and provide results of the expected quality.

 Leaves a Good Impression
Whether it’s a company’s decision-makers or an employee, their values and work ethic directly influence company culture and profitability. 
When an individual learns to manage time, they’ll be able to complete their own work and meet project deadlines and quickly achieving their daily goals. 
This way, they leave a good impression on their seniors and colleagues and set an example for them to follow.
                       
                        CURRICULUM VITAE
A curriculum vitae is a document that job applicants use to showcase their academic and professional accomplishments. It is used to apply for positions within areas where a person specific knowledge or expertise is required. A curriculum vitae is usually longer than a resume and must include the information that the recruiter needs to verify the skills, experience, and educational qualifications of an applicant.
1. Personal information
First we need to write full name and contact information such as phone number, email address, home address, include information that describes who you are because the employer wants all information to know who dealing with and expect you to be fair.
Typical personal information may include gender, date of birth, marital status, and nationality. You may choose to include the personal details if they are relevant to the job you are applying for, or if your employer previously requested that information.
 
2. Education
Education information includes a list of the education programs we pursued and all the years and name of the institution we attended. We should include information on college, graduate school, and post-graduate schools we attended, and the year when we graduated .
Some employers may also require as to indicate the grades we obtained till this day. Employers use the education information to determine if your professional qualifications match the job requirements of the position you are applying for.
3. Work experience
This section requires to list our recent work experience that is relevant to the position we are applying for ,also or each position we’ve previously held, name of the employer, our specific roles, and the duration of the employment.
Also we need to make sure give a summary of the duties performed at each company and any accomplishments given by the employer. List the relevant work experience starting from the most recent positions you held.
 
4. Honors and awards
 We need to provide any awards in academic level or during our previous employment, The awards may include other degrees or professional certifications, awards given by an employer for excellence.
 
5. Skills
 Other skills that we have not mentioned them in the curriculum vitae, should list them here. The skills may include language skills, computer skills, driving skills, advanced software skills, of course they should be relevant to the job we applying for.
 
6. Publications and presentations
If we have published any academic or conference paperwork, we should list them in this section. You should include papers that you have solely written, those with other people, as well as those you have contributed to. Remember to indicate the name of the papers, year of publication, and names of co-authors.
 
7. Membership in professional bodies
The employer can ask if the applicants are members of specific professional body. This section applies to select positions such as accountants, engineers, surveyors, IT professionals. We need to list all the professional bodies and associations that you belong to and the status of your membership.
 
                               PARAPHRASING 
 
Is the usage of our own words to express something written or spoken by other people.
Paraphrasing is an alternative to quoting (copying someone’s exact words). In academic writing, it’s usually better to paraphrase instead of quoting. It shows that you have understood the source and keeps your own voice front.
Every time we paraphrase, is very important to cite the source. Also take care not to use wording that is too similar to the original. Otherwise, you could be at risk of committing plagiarism and all your work is useless ,of course everything needs to be reworked.


Example for paraphrasing: Like other marine animals living near heavily populated coasts, horse conchs have lost considerable habitat to development and pollution, including favourite breeding grounds along mud flats and seagrass beds. Their Gulf habitat is also warming due to climate change, which scientists think further pressures the animals, based on the negative
 effects extra heat has on other big molluscs. (Barnett 2002)
The paraphrased text: Scientists believe that temperature rises resulting from climate change are negatively impacting horse conchs living in the Gulf of Mexico. The Development and pollution have also deprived them of important breeding grounds.(Barnett 2002)

                                SUMMARISING


Summarizing means giving a precise overview of a  main text in your own words. A summary is always much shorter than the original text but needs to be very clear for everyone understanding.
Writing a summary does not involve analysing the source, we should simply provide a clear objective, an accurate account of the most important information ideas, without copying any text from the original and without missing any of the key points.
Table of contents

1: Read text
2: Break the text into sections
3: Identify the key points in each section
4: Write the summary
5: Check the summary against the article( www.scribr.com)
 
TEXT FOR SUMMARISING: 
The Tragic Story of Nikola Tesla

Nikola Tesla was a Serbian American inventor, electrical engineer, mechanical engineer, and futurist best known for his contributions to the design of the modern alternating current (AC) electricity supply system.
Born and raised in the Austrian Empire, Tesla studied engineering and physics in the 1870s without receiving a degree, gaining practical experience in the early 1880s working in telephony and at Continental Edison in the new electric power industry. In 1884 he emigrated to the United States, where he became a naturalized citizen. He worked for a short time at the Edison Machine Works in New York City before he struck out on his own. With the help of partners to finance and market his ideas, Tesla set up laboratories and companies in New York to develop a range of electrical and mechanical devices. His alternating current (AC) induction motor and related polyphase AC patents, licensed by Westinghouse Electric in 1888, earned him a considerable amount of money and became the cornerstone of the polyphase system which that company eventually marketed. (THE MAGIC OF SCIENCE, Danica 2012)

· The summarised text: Nikola Tesla was a Serbian American inventor known for his contributions to the design of alternating current (AC) electricity supply system.
· Tesla studied engineering and physics in the 1870s without receiving a degree, gaining only practical experience.
· In 1884 he emigrated in the United States and become a naturalized citizen.
· In New York, Tesla set up laboratories to develop a range of electrical and mechanical devices. 
· After all the success he end up in poverty, in 1906, Tesla suffered a series of nervous breakdowns because of the mounting financial problems. (The magic of science, Danica 2012) 
                                    CONCLUSION 

      My opinion is that every point from this report are very important for daily life, everyone use it in a constant way and a new day it’s a new lesson.
I think especially time management and cv are critical in our work life, helping us to achieve success. It’s important to remain focused all times, be confident and our time will come. The journey of learning is beautiful and make you dream big. I want to finish my report by quoting Alexander the Great (Greek king) ‘’THERE IS NOTHING IMPOSSIBLE TO HIM WHO WILL TRY’’
                                                       THANK YOU!
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