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Chapter 1 Introduction
1.1 Personal overview

I am an ambitious person with a special interest in geography and IT, building a strong network.  I am experienced in working with different types of people, I possess excellent interpersonal and communication skills. I enjoy being part of a successful and productive team, and I thrive in challenging working environments. I have been described as a fast learner.
1.2 Presentation Slides
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In 2017 I changed my job, since that time I’m working like passenger service agent at Heathrow airport
1.3 List of the key point 
· Show your passion and connect with your audience
         The most important is to connect with your audience, the best way to do this is to let your passion for the subject shine through, this is opinion of the great presenters. One of the most important things is to be enthusiastic and honest with your audience and they will respond. 
· Focus on your audience’s needs
         You need to keep in mind what the audience needs and wants to be inform. Be focused on your audience’s response and react during the presentation. Make it easy for your audience to understand and respond.
· Keep it simple: Concentrate on your Core Message
       Communicate the key message very shortly to your audience, experts recommend a 30-second ‘elevator summary’. Doesn’t matter the rule which we are choosing the most important thing is to keep our core message focused and shortly
· Smile and make eye contact with your audience
Making eye contact and smile with your audience you just connect between you and the subject, you are building rapport.

Is helping if we feel less nervous, we talking to individuals, not a considerable mass of unknown people. We have to make sure the audience will see us as well not only the slides.
· Start strongly
How we start the presentation is essential, we most have to grab our audience’s attention and keep it.
· Remember the 10-20-30 rule for Slideshows
Guy Kawasaki suggest few tips how slideshows should be:

                             - Contain no more than 10 slides;

                                  - Last no more than 20 minutes; 

                                  - Use a font size of no less than 30 point.

· Tell stories
Human beings are programmed to responde to the stories.

· Use your voice effectively
        The spoken word is an inefficient means of communication, because it uses only one of your audience’s five senses. That’s why presenters tend to use visual aids, also we can help to make the spoken word better by using our voice effectively.
· Use your body too
       Estimated more than three quarters of communication is non-verbal, our tone of voice, your body language is crucial to getting our message crosswise.

· Relax, breathe and enjoy
One option is to start by focusing on your breathing. Slow it down, and make sure that you’re breathing fully. We must make sure we have pause for breath occasionally during our presentation.

Top Tips for Effective Presentations [Online]https://www.skillsyouneed.com/present/presentation-tips.html 


Chapter 2 Self Evolution
2.1 Skills for success

Employability makes an individual more employable, by proving a set of skills, knowledge and personal attributes.  Institutions of higher education (HE) are checking the methods they apply to strengthen student employability and are exercising numerous measures to expand and enhance this.  

Why is Employability Important in Higher Education 
[online]https://www.qs.com/employability-important-higher-education/ 
The most important employability skills are in the areas of:

· Getting along with and working well with other people, like communication skills and other interpersonal skills;

· Being reliable and dependable: doing what you say you will by the deadline you have admitted, and appear when you are meant to be there; 

· A willingness to learn new skills, even if those are job-specific also general.
1. Working well with other people
The skills mandatory to work well with other people are noted as interpersonal skills. If you have a good interpersonal skill this provide you permission to participate effectively as a member of a team, delight customers’ and clients ‘expectations, agree, make decisions and solve problems with other people and generally work effectively with other employees. There are a range of areas covered by interpersonal skills:

a. Communication skills, they are the skills required to spread or receive messages precisely to and from other people as talking or in writing, without misunderstandings.
- Verbal communication

- non-verbal communication

-listening

b. Emotional intelligence, the ability to admit, understand and manage your own and others’emotions, and accept them positively to bring to the successful conclusion.

c. Team-working, the competence to work with others in groups and teams, both formal and informal.
d. Negotiation, persuasion and influencing skills

e. Conflict resolution and mediation

f. Problem-solving and decision-making

                    2. Being reliable and dependable 
Being organised and managing your time effectively means doing what you say you will do. We need to know how long things will take and if we have time to do them to the mandatory standards. On the other hand, being reliable also means being authentic and conscientious. Both authentic and conscientious is part of self-regulation or self-management, is turn in an important part of emotional intelligence.
The final detail of being reliable is using your initiative to identify where work needs doing and getting on and doing it.

3. A willingness to learn

Is means being open to new ideas and experiences and all the time looking to improve your skills and knowledge.
A wide range of skills could be useful to employers. Each of us can make a unique contribution to any organization by our own personal range of skills.

One of the most advantageous attributes what we can bring to any organization is an open mind and a willingness to embrace new ideas.
Employability Skills: The Skills You Need to Get a Job 
[Online]
https://www.skillsyouneed.com/general/employability-skills.html
2.2. Exercise
Conduct a Self-Evaluation exercise to discover your strengths and weaknesses, personality type, suitable career suggestions etc.
One of the best ethnic to engage employees in the progress of looking at performance and setting both job and career goals.
Why You Should Use an Employee Self-Evaluation 
[online] https://www.thebalancecareers.com/use-an-employee-self-evaluation-1918856
Appendix 1
Analysis SWOT

	                          STRENGHTS
-hardworking

-organisation

-positive attitude

-motivation

-confidence


	                       WEAKNESSES
-decision making

-lack empathy

-honest

-perfectionist

	                           OPPORTUNITIES
-study abroad

-make connections

-exhibiting work

- collaborations with other coworkers 
	                         THREATS
-lack of experience



Appendix 2
An example of self-evaluation:
Leader team evaluation 

	Good leader
	Usually
	Sometimes 
	Rarely

	Goal setting
	 x
	
	

	Analyzing a task
	x
	
	

	Teaching a task, setting clear standards and follow up
	x
	
	

	Providing feedback
	
	x
	

	Disciplining
	x
	
	

	Conflict resolution 
	x
	
	

	Problem solving
	x
	
	

	Working with difficult employees
	
	x
	

	Inter-team communication
	x
	
	

	Emotional control
	x
	
	

	Legal issues and safety
	
	x
	

	Plant knowledge and care
	x
	
	

	Assertiveness
	
	x
	

	Evaluating logistical problems
	
	
	

	Using listening and questioning skills
	x
	
	

	Shifting thinking
	x
	
	

	Stress control/keeping a balance
	x
	
	

	Particulars of spring readiness
	x
	
	

	Inter-team communication
	x
	
	

	
	
	
	


From the self-evaluation we can deduce a self-evaluation

Strengths: Social Skills, teamwork, determination, good communication.

Weaknesses: multitasking and ‘’snap’’ decisions.

Chapter 3 Action Plans

3.1 Goals short and long term
Career goals help us to station on the opportune career direction, which leads what we really want in our professional life.
Short and Long-Term Career Goals 
[online] https://careerstint.com/short-long-term-career-goals 
A goal is an objective or something one works toward. Conform encyclopedia.com a goal is defining as the normal measurable or appreciable result of a positive plan of action.

A short-term goal is expected result in the immediate term, and a long-term goal is expected result in the projected future. Some experts define a short-term goal as an expected achievement in a limited time period and a long-term goal as connection of that short-term goal.
An illustration of long-term goal is becoming a professional photographer, in this circumstance, a short-term goal would be to do a course to that effect or to purchase a professional camera. In this illustration the short-term goal is describe as an improvement or approval to the long-term goal. For an enterprise a short-term goal could include outsourcing a special function, during a long-term goal could demand committing massive cash reserve to obtain the missing pieces for handling that activity internally, such as suitable equipment and manpower.
Difference between Short Term and Long-Term goals [Online]https://theydiffer.com/difference-between-short-term-and-long-term-goals/
7 Steps to raise your chances of reaching your goals
The most important role is playing our hard work, but if you don’t map your goals correctly, it will be much more dispute to achieve them. Our short-term and long-term goals need perform the following criteria:
1 Have definite goals

2 Your goals must be measurable 

3 Don’t be negative

4 Be rational

5 Your goal must be reachable within your time frame

6 Pair each goal with an action

7 Be adaptable

How to Set Short and Long Term Goals for Your Career [online]https://www.thebalancecareers.com/goal-setting-526182
Chapter 4 Application

4.1 Looking for my data

The backup strategy you created that obeys the “in 3 different places”

We can call also the Backup 3-2-1 rule, it’s a long-time computer-person rule of thumb that we can apply:

·  3 copies of the most important things, if you are doing only two isn’t enough

·  2 different formats, for example Hard Drive+Memory Stick or DVDs+ Dropbox

·  1 off-site backup this is just in case if something happens in your house you need another one, out from your house

Why we must be so paranoid?
Because all what we study, and we studied is important and for future because is good for me. Same as all my photos and data and I would be sad if I lost it any of this.

What we can do?

·  Have two physical backups (hard drive, memory card) with a copy for everything, one time per week at least, we can do in automatic mode.

·  Backup and the Gmail, we must don’t trust the cloud

· Have a cloud backup storage such as CrashPlan, SkyDrive, DropBox

· Backup everything laptop, phone, all

· Make a rotate the physical backups between your house and another place, you have to use the safety deposit box. The best way is to label first “Backup A” and the second “Backup B” and after just swap between them.
The computer backup rule of Three [online]https://www.hanselman.com/blog/TheComputerBackupRuleOfThree.aspx
Backup Scenarios
A lot of organisations spend a big amount of money on backup tools, these products and systems work well.
Expertise [Online]https://www.bbconsult.co.uk/expertise/specialistexpertise/databackupandredundancy
A real-life downtime example from a lazorpoint client:
$50.000 gross profit loss for a client after he had to experience a power outage for a day and a half, all this experience made him to invest in a backup generator, the cost was too high for the CFO.

Until you deal with the domino effect created by downtime and profit loss, when is making you to take this decision. This is a cost for all parts what they take part of the company, even for your clients.  In the end of the day you are losing profit and clients whose data and business security are unable to function optimally forever.
Disaster preparedness or ruin
We made a survey for some of the businesses, you will be surprise half of them they don’t have an IT disaster recovery plan and another half implement a plan after they had a data loss happen.

Find the business data critical for smooth operation and map out a plan for protection, don’t wait till is too late.

If you have a long-term disaster recovery plan is much better than break-fix IT support, this is ensuring that your systems run as expected day to day and account for downtime of all types.
Is your IT System& Strategy Prepared For A Disaster? [online]https://www.lazorpoint.com/insights/bid/399657/is-your-it-system-strategy-prepared-for-a-disaster
CryptoWall

Is all about the time till a computer will be infect with a virus, they are everywhere. The internet of Things (IoT) pass into each day consciousness, grant permission smart features to daily items, the welcome the influx of malware will take place.

A common of malware succeeds in a target-rich environment is exactly. The motivation what is staying behind each malware is more is viewed as better than less.
Viruses like CryptoWall, what is the predecesser of what we find now defunct CryptoLocker, is poised to make an attack consumers and creativities equally very tough. 

If you have the internet on each distribution point, any and all of Windows desktops what are not thoroughly protected they will feel direct or indirect infection of the CryptoWall’s payload through.
I will just add below some of the questions what everybody we are thinking about when our devices are infected with this virus and I will try to answer of the question by my research about this virus.

What is CryptoWall?
CryptoWall is classified by the experts as a Trojan horse what is encrypting the files of infected device and it then asks the user to pay to have the files decrypted.

Another name for the CryptoWall and similar viruses is “ransomware” that makes the users to remove the threat and recover all their files in exchange they have to pay.
Where does it come from?

Geographically we don’t know exactly from where is come from, regarding origins of infection with CryptoWall is spread via email, via websites what they were infected, also known as a drive by download. 

CryptoWall has been linked to some ad sites, which a user is visit on a daily basis, further spreading its distribution.

How does it infect a device?

For a virus the infection is standard, once it gets a hold of the host device, the viruses make a network connection with the random servers, where they upload connection information such as the public IP address, location and system information including OS.
The net step is the remote server generate a Radom 20248-bit RSA that will be associated with your device. They will make a copy the public key to the device and each file on its pre-determined list of supported file extensions. The original file they deleted from the hard drive and the copy is remain. The process will be till all the files matching the supported file types they are copied and encrypted.  This includes any drive that’s assigned a drive letter, such as external drives and network shares. Even the cloud-based storage will be damage and changes will spread to the cloud as the files are changed.
To the end after the encryption process is done it, CryptoWall will perform few commands locally to stop the Volume Shadow Copy Service, VSS, this is runs on all modern versions of Windows. We need to know VSS is the package what is controls the backup and restoration of data on a host computer.
CryptoWall: What it is and how to protect your systems [online]https://www.techrepublic.com/article/cryptowall-what-it-is-and-how-to-protect-your-systems/ 

After the files are encrypted, the Trojan display a text document or HTML page with a strong message. On the message they inform you the files are encrypted, and they give you instructions on how you can obtain the decryption key what you needed to unlock the files. They inform you even the decryption key will be deleted, and you must pay as soon as possible the money, all the amount is in US dollars, they write even the amount will be increase if they don’t pay on time.
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Appendix 3
In the message we find and a link to a website where the user can make the payment. The threat may ask for download a Tor network browser for you to see the site, they choose Tor network because they can hide them identity. The user in same case must pay using cryptocurrencies like as bitcoin to further prevent the attacker’s identity from being traced.
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Appendix 4
Ransom.Cryptowall [online]
https://www.symantec.com/security-center/writeup/2014-061923-2824-99 
4.2 Time management and organization
Is no doubt today students are busy people between exams, papers, research and part or even full-time jobs. Time management is vital skill to know, down on page I just I will add a list of the major key points what we need to be aware of and what we must do to be sure you understand them. The most important is to stay organized in different aspects of your life, maintaining a controllable lifestyle and study time.
 -Have a clean and organized work space
 - Get minor tasks out of the way as soon as possible- focus on the big stuff

- use to do lists for daily and long-term goals

Understanding your limits, is important to remember your own physical and mental limits when preparing for those particularly substantial workloads, remember you are not robot, you are human:

· Organize study time around what works for you

· Be aware of your health and make plans to maintain it.
Time Management For Students: The Major Key Points, and How to Achieve Them [online]https://blog.udemy.com/time-management-for-students/
Chapter 5 Conclusion and evaluation
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Conclusion
In conclusion after I finished this course and after I researched about different tasks, I can say I’m very glad I completed, I had improved my knowledge.
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I was born in Bucharest, Romania and I was living there since 2015.
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