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Introduction 
In this Report I will write you all about what I have learned about Academic and employability skills and what I found out about time management and why it is good to have Note-taking skills and what is a good definition of a CV and Cover letter, in this essay I will also tell you my online learning experience and I will write down my Reflection and I will summarise all I have learned from term1 lessons. I will also explain the 80/20 rule.






Description
In this lesson our lecturer explained to us the Kolb’s theory and we have learned about the 80/20 rule and about why time management is and here I will explain and give examples what you should have and what you need to do to have better time management skills.


Time management/ organising study. 
Time management skills are very important even for everyday life and having those type of skills help you to day to day tasks it also reduces stress and as I always say a well-managed day is a good day to end with a hot cup of team, Before I stared term 1 I have understood so little about time management but going through all these differences and learning on how to manage my whole day successfully it boosted my whole calendar and helped me be more organized and more planned out I don’t have to wonder around and think if I missed something out and if I did all I had to do, having an organized study is also good getting ready before lessons start so I don’t miss out on important information I take notes and read back on what I learned and I have also searched up on what and why it is important to have a well-managed time for example if you need to run for a last minute appointment and you only found out on the day of the appointment it kind of puts you in a sticky situation and then you start to stress and overthink if all you finish all your tasks throughout your whole day, that’s why I say take out the non-important task and leave it or at the end or for the next day, the 80/20 rule that is also known as the pareto Principle it is an  Aphorism that asserts that 80 percent of the outcomes of the results from the 20 percent of  of all the causes of any even uses of any event and the 80/20 rule is that the most productive tasks to make them your priority. (investopedia.com)
· Prioritization - assessing each of your responsibilities for priority. For example, completing simple tasks first to allow time for longer, more difficult ones.

· Goal setting –   Setting your self-goals so that you accomplish them like they say eat the biggest fish at last meaning start with the smallest and quickest task and then go on to the longest and hardest task for last. 

· Planning – planning your whole day and marking your tasks it will be clearer what you need to accomplish and helps you stick to your schedule.

· Organizing – Organizing your whole day so it will help you maintain a clearer picture of what you need to do for example you can have – a up to date calendar to keep track of your progress. 








CV / Cover letter 
 
For this I have given a good definition on what a CV and cover letter need to have to sell the employer and get the job , first to write a good CV you need to highlight your abilities and show you personal information and show your past experiences you have to sell yourself so that your CV is unique so and that from all the other people the employer picks you a CV shows your first impression, 
· Cover letter is a good way to put yourself first and help you sell your application for the job you are applying. 
· Having a good cover letter shows the hiring manager who is applying for the job and if you have the right experiences for the job applied for.

(www.reed.co.uk/career-advice/what-is-a-cv/)

Public speaking and giving presentation. 
· Based on public speaking I say that it was very hard for me to speak publicly I always had this shy side to myself where I don’t even speak up in lesson and It would always make it hard for me if I had a question and I needed help to find an answer, but since starting this term I had found my self speaking up when on  mute and sometimes I would get the guts to speak up when in lesson and when I have been asked to answer a question in lesson and for giving a presentation I am learning how to give a presentation I call my friends and ask them to help me so I can be more confident to speak up and clearly I know the more I practice the more my confidence level boosts up and as for giving presentation in class we as a class have not had the chance to give our presentations in and do them.( Group Ltd/leaf group education 2021)







Summarizing 

To go through all what I have learned and went through in lesson I have learned that having a well written CV and cover letter will help you get the job and will give my first impression to the hiring manager and I have learned to have better time managing skills and with note-taking I have learned that the purpose of note-taking is to write down the most important things so that when asked again I will know the answer as my job description I as a security working at the pub I have to take note of all what is going on and to back sure non underaged guests come in as it is a pub alcohol is served there, also for my SWOT analysis I have boosted my level to having better communication skills .










Referencing 
When I have given my referencing I have made sure that all my information and searching is correct and when I gave my referencing I made sure that they were all in order and made sure all where they way they should be I have gone into the website and I have read through all I needed to read through and I have made sure everything I wrote was not copied and paste on my presentation and I made sure all the DATA given where up to date and all in alphabetical order, this is my References 

· Group Ltd/leaf group education 2021
· investopedia.com)
· Linked in © 2021
· Mindtools. 2020
· www.reed.co.uk/career-advice/what-is-a-cv/ 






Reflection 
Looking back at all the work I have done and all I have learned it makes more sense why the 80/20 rule and why it is best if you or organise your whole day and write down your every task so that you are well aware of what you are suppose to do and having a well organized time helps you stress free and you don’t have to wonder around remembering and thinking if you forgot something or that maybe there was another thing you had to pay or do, also when it comes to eating the bigger fish last meaning leaving the hardest till the end I still don’t consider that as a theory that would help me in day to day tasks as I am a person who likes to finish the hardest task and leave the simplest till last then all you do when finished lay back and can relax and if I would do the hardest task last I would be more tired and would fall asleep on the spot, I guess everyone has a different point of view when I t comes to taking harder task last or finishing them first, but then again when it comes to learning I have finished writing my presentation first and now I am writing my 2000 word essay, that’s why different situations have a different outcome , and for paraphrasing meaning you take another’s information and write it in your own words it is not coping it is reading what another wrote and writing it your own way outing them in a different order and making sure your texts are different at the same time, and I have wrote down my conclusion and the end of my presentation all that happens it happens for a reason and learning all this about academic and employability skill helped me a lot in the future I know I have given my all and in hope that I have learned enough to take on tasks and organize then in a way that will fill full my whole day and I still have time to relax and take time on myself and not to be bothered my anything around  me .


Online learning experience 
My learning experience via Teams this term have been very good , learning about time management helped me be more organized even for day to day tasks and paraphrasing helped me read and take in information and put them in my own words and as for CV and  Cover letter I have learned that you cant just writer your details and basic other information it all has to be high standard and professional so that from everyone else the hiring manager will come out and say “Marcin Telestak you have been accepted for the job description and you are one of the best and I have a good feeling you will work well and there will never be a conflict or problem between you and the other employees, Would I continue with online learning ? I think yes I find it to be better with learning finding information noting them all down and reading them all through and also taking records of all the important information helped me to make sure I have all the knowledge to write my Essay and finish my presentation , but also going to campus also helps with booting my communication and speaking publicly skills as I am a shy person having face to face lessons and making sure I am aware of what is going and happing around me no confusion and no  conflicts with the teachers or the other students because you see one another your hear one another and make eye contact and see what that persons emotions insinuate and if the student needs help and like myself is to shy to speak up and work on their weaknesses and help boost their  confident and be more enthusiastic and have better communication skills and thus they will not have any wrong answers nor have any wrong questions that need answers , they will know how to ask and what to answer and they will then continue with there work and not have any confusion on what they are supposed to do and how to do their work correctly, Every individual is important and there problem are important and maybe they have a problem at home or financial issues you never know one another’s background until you get to know one another, that’s why I also consider face to face meaning going to campus is also a very good experience and I also wonder what will happen now that the lockdown is lifted and the COVID-19 cases are falling will the university open or will it be closed, but yes I don’t might both, learning at home welcoming teams  VLE and learning with Moodle library instead of going to a local library  I think is also safer as everyone has families and putting them through situations that I would catch the sickness and bring it home to my ill sister is a really big risk so I would consider until everyone has the vaccine and everything is back to order I would continue with Online learning, please don’t get me wrong  I would love to learn and go to campus but we all have to think about one another and nobody doesn’t really know who anyone is and what they are going through someone might feel well and have a positive test for COVID-19  and therefore put everyone and the class and campus into a difficult situation maybe not the student but maybe there family members might have a very serious health issue and putting anyone in that situation is horrible and terrifying because as we are well aware some people have very weak immunity and if they have contact with COVID-19 that might lead to being hospitalized or to death , so to be safe I would stay at the time being for online learning and wait till everything is back to order so we can continue our learning experience at the campus .

Thank you so much for taking the time and reading my presentation.
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