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OVERVIEW

• Definition of a cv and Cover letter    

• Time management

• SWOT analysis

• Note taking skills

• PDP-Personal development plan  

• Reference

• Conclusion 

Unknown
I  would like to be a warehouse manager I will be discussing the skills I need to gain this employment This include a SWOT analysis a PDP ,References  and Conclusion




SWOT ANALYSIS
STRENGTHS WEAKNESSES

• Organizational 

skills

• Note-Taking 

• Cover letter

• Time 

management

• Summarizing

• Difficulty making

decisions

• Too much focus 

on detail at the 

expense of 

larger goal

• Paraphrasing

Unknown
The good skills of Time management are: Prioritization, Scheduling and Focus on the details.




W H A T  I S  T I M E  MANAGEMENT

• The 20 percent all actives  account from 80 percent of your 
results.

( Tracy, 2009)

• The 80/20 rule also known as the Pareto Principle, is a 

helpful theory for effective time management. 

• The process of organizing and planning how to divide your 

time between specific activities,  helps  you to finished work in 

time.                                          

(Indeed, 

2020) 

• Helps to manage my time in a way that allows me to 

accomplish goals 

• Reduces stress 

• Helps you feel more in control 

• Improves organizational skills 

• Allows you to accomplish more in a shorter time       

IMPORTANCE OF TIME MANAGEMENT IN MY JOB 

Unknown
    Time is the most precious source, it is the most valuable thing you have. Is good to have Time Management  skills because you are more organize ,you can communicate better. If you don’t have Time Management skills the risk is to much focus on the detail decision making.




N O T E - T A K I N G  S K I L L S  A N D  W H Y  I S  I M P O R T A N T

•



•



• Make sure you understand your notes      

• Note-taking is concisely writing down important 

information so you can remember it later                  

( Skills you need ,2011-

2020) 

Unknown
Note Taking is very important  for me as a manager because it helps  you better understand the main idea or goals.  It improves the overall quality of work because you can also share notes whit employees, helping them understand their task better. Note-taking skills is good to have because symbols and abbreviation can be use to shorten a word.




P E R S O N A L  D E V E L O P M E N T  P L A N  

Too much focus on detail at 

the expense of larger goal

ParaphrasingSummarizing

• Focus on main goal

• Break down  task 

into smaller goals

• Time management

• Ensure you understand 

the text

• Write down your ideas 

without looking at the 

original.

• Change the word order of 

your sentence.
• Summarizing 

shorten then  

original

• Read the original passage  

until you understand it

• Writing the main ideas 

whit your  own words

Unknown
I would like to be a warehouse manager I think that a person is successful must believe in a hart work and never stop to tray your best for be a successful person.




C V   D E F I N I T I O N  A N D   W H Y  
I S  I M P O R T A N T



C O V E R  L E T T E R  D E F I N I T I O N  
A N D  W H Y  I S  I M P O R T A N T

Cover letter it is  important because : 

• Giver the opportunity to impress the 

recruiters you are a strong candidate  

• Is a very affective way of communication 

• It helps to formulate the good first 

impression  

• A cover letter is a cover letter what you send with 

your CV that gives a potential employer information 

about your skills an experience.                                                                             

(Merrian-Webster,2020) 



C O N C L U S I O N

•

Unknown
I would like to be a warehouse manager I will need: Time management, Note-taking skills, Clear communication, have a good CV and Cover letter when you apply for a job ,this academic and employability skills helps me with my career.
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THANK YOU AND QUESTIONS.


