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Academic and employability skills
        This report examines Employability skills such as time management, Personal and professional development plan, writing a CV and Cover letter, also how I improve these skills while I study in University. These things can help everyone in their life. We use them in our career life. In the report are some suggests how to improve these skills. Data in this report I collected by observing.
1.Time management
Spending our time effectively is important in all our life aspects such as social and professional. Nowadays most people find difficult to manage their time right way. If we do not do it sometimes that can be stressful. Here is some information which can be useful.
        Personally, for me was a difficult to manage my time right. Always I was late with the tasks which I had to do. That was incredibly stressful sometimes. When I moved in London I decide to work and study as well, I was sure that I need to learn how to manage my time. In the beginning was stressful “running” for the university after for work. I start to do some researches about how to do it right. I wrote here some of them. University is the place where I learn myself how to manage my time. Now I can finish with my tasks in time and I feel much more motivated.
       There are four different kinds of time which includes our life. 
· Inflexible time – time when the task cannot be completed in that term because of family events, birthdays, work. 
· Appropriate time – here is the time which you find enough. It can be days or evenings, getting ready for completing a task gets us while.
· Personal time – every human has a different time and way to study for example, some hours in a day are suitable for writing others can be for a research. 
· Negotiated time – that is about our family and friends, we should speak with them about the time which we have got. 
                      It is important to plan our time before to start with something, then we can sort out all tasks, works and others. There are many theories found from different people. All of them can be used in our life. Pareto`s theory, based on the principle of 80-20, means 80% or your results should come from 20% of your time. When spending time for essential tasks and goals we can get brilliant result, or the opposed when spending more time (80%) for less important things we get (20%) results.  
                     “Life-changing rule: Do only A tasks. Discipline yourself to do only those tasks that enrich and enhance your life and work and that give you a feeling of forward motion toward achieving the things you want and becoming the kind of person you want to be. This simple strategy will enable you to double and triple your productivity, performance, and results in the months and years ahead.” (Tracy 2016)
             “Start each day with a list of tasks that you need to complete. Organize the tasks from the most important to the least important. Start work on your most important task, and discipline yourself to work on it nonstop until it is complete. Whenever you complete any task, you get a jolt of endorphins, which makes you happier and boosts your feelings of self-esteem and personal pride. When you complete a high-value task, you get an even greater feeling of happiness and self-esteem. When you develop the habit of starting and completing your most important tasks, you put your entire life and career onto the fast track.” (Tracy 2016)
                     Time never is enough for anyone. Every person should have a time for his family, also for work then a little personal time. Pareto`s theory proves time management can help us to achieve our goals and tasks. I feel more motivated after this research because I learn and start to practice his theory. You can find a lot of sources and tips in books or articles which gives you clear idea how to manage your time easily by choosing only one task or making a list with more. Starting with the most important tasks is good strategy, later we can finish with the less important. 




2.Personal and Professional Development 
                     To be a successful person you should have a plan. Personal development plan is that one which can guide you on the way for your goals. The data here is collected by observing. This part is going to give you some suggests how you can make a personal and professional development plan, why is so important and what is the impact of that.
                       I read some books about it and they were extremely helpful for me, but I think is better everyone personally to choose his guide. 
                      “A Personal Development Plan is a written account of self-reflection and improvement, which doubles up as a detailed action plan used to fulfil academic, personal, or career based goals. Objectives are put in place based on the areas you’d like to improve on, and the plan consists of your own personalised actions that will help you to achieve them.”
              ” When creating your own Personal Development Plan, it’s essential to make sure it accurately outlines your personal goals, why they’re important to you, and how you plan to achieve them.”
               ”From helping to plan a career change and build on your current skills, to being the push you need to learn something new and quantify your abilities, a PDP is a logical way of accomplishing a range of different objectives.” Rolfe A.
                        Always is good to improve us even if its professional or personal. Personal development plan can be written by self-reflection on our activities such as personal, career or academic and what exactly we would like to improve. It is better to think positive instead of thinking that the world is plotting to do us bad. We can find many opportunities in such different situations even in those when anything bad happen to us it seeds to be for something better. Another thing is that you need to be clear what you want to be, to do and what you want to have, a lot of people can`t get what they want only because they don’t know.
             As a person who have that knowledge, I suggest every person who would like to get better in his life to create one of those. Achieving our goals can be easier if we write down our own personal development plan. Personally, I am always clear with me what exactly I want to do in my life so I feel confident. 


3.Writing a CV
        Curriculum vitae, for short CV is a written overview of our personal skills, work experience and education. Usually it is used when someone apply for a job, but also can be used in variety of situations. I collect some data by observing which is going to show how we can write and what should we include in our CV. 
I have written CV before, but I did not know how to do it professionally and I was thinking that I am going to lose the job because of nonunderstanding how to apply for it. I found some guides and things which needs to be included while was studying about it in the University.
· “Contact details - Include your full name, home address, mobile number and email address. Unless you're applying for an acting or modelling job you don't need to include your date of birth or a photograph.
· Profile - A CV profile is a concise statement that highlights your key attributes and helps you stand out from the crowd. Usually placed at the beginning of the CV it picks out a few relevant achievements and skills, while expressing your career aims. A good CV profile focuses on the sector you're applying to, as your cover letter will be job-specific. Keep CV personal statements short and snappy - 100 words is the perfect length. Discover how to write a personal statement for your CV.
· Education - List and date all previous education, including professional qualifications. Place the most recent first. Include specific modules only where relevant.
· Work experience - List your experience in reverse date order, making sure that anything you mention is relevant to the job you're applying for. If you have plenty of relevant work experience, this section should come before education.
· Skills and achievements - This is where you talk about the foreign languages you speak and the IT packages you can competently use. The key skills that you list should be relevant to the job. Don't exaggerate your abilities, as you'll need to back up your claims at interview. If you've got lots of job-specific skills you should do a skills-based CV.” Smith J. (2019)

          When we write a CV, we need to include some factor information such as contact details – name, address, mobile number, email. Then is time to profile ourselves by writing down our skills and achievements. The following step is to include list of our previous education and work experience making sure that we put them in reverse date order. Finally, we can add skills and achievements such as languages and IT knowledge. After knowing all this steps for writing a CV I feel more confident to apply for a new job. 

4.Writing Cover Letter
         If applying for a job you are going to need Cover letter as well as CV. You can find here definition and how you can write a good Cover letter. I have not written cover letter before I did not know what is. Now I learn how to do that, and I think is extremely useful. I made some researches about writing a cover letter and here are some steps which needs to be follow. 
         “A cover letter is a written document commonly submitted with a job application outlining the applicant's credentials and interest in the open position. Since a cover letter is often one of only two documents sent to a potential employer, a well- or poorly-written letter can impact whether the applicant is called for an interview.” 
“Personalize your letter for each role. Never use a generic cover letter. This means you have to write a new one for each position. Be sure to include your strengths and skills, and explain why you’re the perfect candidate.
Include contact information. If the posting doesn't include the hiring manager's name, call the company or check its website. Including this person's name gives your letter a proper greeting and also shows you have initiative. “ Kagan J. (2020)
      I learn a lot about it and now I can get even better job. Simplifying your cover letter makes it looking even better. Always use different letter for each job you are applying. Writing this letter try to make sure employer that you are the right candidate for the position including your skills. Is good if you have more information about the company and the manager. 

      Finally, I can say that always we have what to learn and improve in our life. We should be more openminded for new information and to get more of everything. Studying and learning new skills gives you the power to achieve all your dreams and goals. 
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