

Student ID 1921775



Report




Shao Yuen

Academic and Employability skills (ACE)
BMSW4001_LON


                                                                                                       Xenia Eniko Gyorgy























[bookmark: _Hlk48811926]TERM (2) 2020

                                         


                                               Introduction   


My name is Xenia Gyorgy, from an small country where it's hard to find unique opportunities, but I have decided to come to the UK. From this moment, my life has entirely changed. In June 2020, I had signed a course, "Skills for the workplace" – Level 4, and started; now, I feel much more comfortable even when attending the class and in my personal life. I have seen my aims clearly, and every I think to become a successful person. In the last Term, it was not easy to do my assignment because I don't understand the topic, and I have never learned anything like that. To improve my writing, I will practice all the related skills, such as observation, listening, and reading critically. This will help me demonstrate the quality of my thinking in my writing. I must choose words and sentences that are appropriate for the essays. Also, I will dedicate more time to other activities, including thinking and discussing; planning and ordering; drafting and revising. All of this should reflect that I understand the topic, and I can analyse and present it coherently.




Context
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· 4  Time Management
       





CV writing

A curriculum vitae is a summary of academic and work history. It can be seen as a personal sales brochure or a promotional tool, making it the primary marketing device for every job application. It is vital in determining professional success, so it should be carefully written and presented to ensure having the best possible chance of getting the desired job.
The main goal of a CV is to encourage recruiters to get in touch regarding a possible interview or job. It focuses attention on personal strengths and presents the candidate as a potential choice of an employee. It aims to show achievements, attributes, and expertise to the best advantage, minimizing any possible weaknesses.
An effective CV is targeted at an organization and role, pointing precisely to what a potential employer needs. It has to have a clear focus on the target job and its responsibilities from the recruiter's point of view, demonstrating communication, leadership, future goals, and the ability to move forward in the work environment.

Composing a CV is an opportunity to make a personal presentation, including skills and abilities that give the employer a clear understanding of how the applicant meets their advertising criteria. Before writing a CV, it is worth considering what an employer is looking for.

The CV starts with the name and contact details, following a personal statement. According to Linda Roshier (2010), "this is an introduction to you, highlighting your key skills, abilities and experience,s. Keep it factual and professional.". Smit Chacha (2018) recommends putting the education and training right below (if it's a graduate), including the date of the courses, degree and University names, and details of other qualifications or awards achieved.

It continues with the work experience, which contains job history, starting with the last job, and working backward. It must include details of each employer, dates of employment, job title or position, and a brief description of the duties. It is preferable to use concise sentences or bullet points to save space and ensure the document is aesthetically pleasing. The final sections are the additional information: "this must be reassuring and impressive" (Lucinda Becker, 2020); and the skills: "The employer is generally looking for 'career progression' and is also looking for the skills and abilities you have used before, and how you have used them. They also wish to wish of who you are: your personality, character, and behaviors." (Linda Roshier, 2010).

There can be variations in the order and content specifics, but in general, there is an agreement that two pages are the maximum, fonts such as Times New Roman and Arial are easy to read, and 11 or 12 point size fonts are adequate. In his book, James Innes (2009) states that aesthetics are critical in making the reader's right impact, as first impressions are crucial.

Writing a CV will help me improve my understanding of employers' needs, awareness of my skills, communication style, presentation, and confidence. This means it will be useful for me to develop a sense of my professional self. I have to be clear, convincing, and impressive, providing supporting information about myself. It is essential that I customize the CV for each application and always do a quality check before sending it.




Cover letter

A cover letter is a document sent with the CV to provide extra information on relevant skills and experience. It is supposed to complement and supplement the CV, add relevant information, and address as many of the job posting points as possible.

In the book 'Career Essentials: The Cover Letter' (by Dale Mayer, 2011), it says: "The cover letter is unique to every person you are contacting and every job you are applying for. That means every letter must be customized to the situation and the recipient."; so a new cover letter must be written individually and customized for each job application. The purpose is to give the employer an overall view of the candidate's profile, personality, experiences, skills, and motivation. It is the first sample of the writing ability, attention to detail, and communication style, and it should inspire the reader to check the accompanying CV.

By selecting potential jobs closely aligned to personal skills and experience, it will be easier to write effective cover letters that recruiters will respond to. It is essential to look for more information about the company to gain specifics about what the organization does and its stated goals, mission, and plans. This job analysis can help demonstrate how the candidate can meet an employer's need to get the job done well.


Cover letters have an introduction, supporting paragraphs, and a conclusion. They start with a personal introduction, emphasizing the reasons to work for the company. Then, it has to indicate the skills and experience that make the applicant a good fit. It is crucial to demonstrate the focus, enthusiasm, and motivation; and mention what the candidate can bring to the company. The letter finishes stating the desire for an interview, showing communication and critical thinking skills by presenting a well-prepared letter.

Most cover letters are about 200 to 400 words long. According to James Innes (2012), "If the presentation of the cover letter is thoroughly professional, then the applicant immediately gives the impression of being professional themselves."It is necessary to make the letter short, concise, and specific to generate interest to the reader.

Writing a cover letter customized for a job position will help me to get to the interview stage. I have to be specific, focus on the role, and emphasize my strengths, and it has to express my immediate job-search goals. Before starting, I have to interpret the ad, analyze the employer's needs, and highlight my skills applied in the position. This is the first impression that I will give to the company, so it must be nicely presented, without errors, and promote myself as the 'right' person for the job.
Time management

Time management is essential in the workplace and personal life. It has many benefits, such as reducing time waste, a higher level of productivity, and ensuring that tasks get done.

To achieve effective time management, goals are the initial point. They act as a guide, showing what is most important to accomplish daily, weekly, and monthly. This means that it is useful to assign priorities to the many things that have to be done, and it is necessary to differentiate between what is urgent and what is essential. Goals should be written in specific terms, time-framed, measurable, and achievable. It is easier to focus on what is most important, motivate yourself, and boost overall job satisfaction. Concerning business, they should also be aligned with the organization's strategies.
To understand time management, it is helpful to create an activity log. It should include every activity and have an exact length of time for each one. Then they can be marked in specific categories, so it will be easier to analyze the log later.

After differentiating the different types of tasks in need to schedule, they can be prioritized. By prioritizing the studies, it's important to determine which ones are most important and should be done first and which can wait. Then set a time for each task and leave space in the schedule.

Real progress with time management needs a plan. This must be in writing and must be reviewed and updated regularly (it can also be a daily check). It should show wholly and accurately the work plan for the immediate future.

To ensure things are being done in the best possible way and bringing the desired results, it is necessary to monitor and control. The final analysis will identify the time waste and the causes. However, the Harvard Business Essential guide (2005) indicates: "Documenting your time use and analyzing your findings are the necessary first two steps in time management. They are necessary but not sufficient., A third active step is required before you can improve: You must plan for change." The final task is problem correction, fixing issues, and developing more effective behavior habits until it becomes a natural response.

In the book 'Effective time management for small business owners' (Dale Connors, 2007), it says: "Rather than planning in the morning or when you start your workday, many time management experts recommend creating a plan for the following day at the end of the previous workday." I believe it is necessary to have a written record for at least three days, preferably for an entire week. The use of a schedule will help me accomplish tasks within a specific time.
The use of time has to match my key responsibilities and goals. I will make sure that I start by prioritizing tasks in order of urgency and take note of the amount of time I'll need to spend on each one. So, top-priority activities go first and fill in lower-priority work in the remaining time.
Also, because I'm studying and working simultaneously, I have to avoid overscheduling and leave some time open to deal with unexpected challenges and opportunities.


Academic writing

The term 'academic writing' includes essays, exam answers, dissertations, thesis, and many other materials. They have a formal style and a structured argument. In the book 'Brilliant academic writing' (Bill Kirton, 2012), it says that: "The aim is to group ideas logically, show that you can use language flexibly to convey your thoughts clearly and, equally importantly, keep the reader's attention and interest." So it is essential to show that I can use the correct language to express ideas and reasonably present the topic.


The two main functions are giving shape to thoughts and communicating them to others. This means each point has to be clear and supported adequately and correctly, with academic evidence. The language in the statements should be simple, and this will also show understanding of the subject.

The academic writing has to have three sections: introduction or presentation, main body or structure, and conclusion. First, there is a topic or an area of interest to write about, and perhaps some specific aspects of it, so it is necessary to look for information and choose relevant material. Then, the material has to be arranged, organized, and structured into an argument. Next, it has to be formed into a coherent text that is structured, concise, focussed, and without using long sentences or very complicated vocabulary. It has to offer the best presentation possible of all the material.

The final task is to carefully read the essay, correct any errors, and improve where it seems not alright. To make a point clear, first, I have to understand the question and then decide on the position I want to take, find supporting and opposing evidence, and restate the point. According to Helen Coleman (Polish your academic writing, 2020), "create a simple and short concluding round-up statement of the point."

To improve my writing, I will practice all the related skills, such as observation, listening, and reading critically. This will help me demonstrate the quality of my thinking in my writing. I have to choose words and sentences that are appropriate for the essays. Also, I will dedicate more time to other activities, including thinking and discussing; planning and ordering; drafting and revising. All of this should reflect that I understand the topic, and I can analyze and present it coherently.

In the opinion of Bill Kirton (2012), writing is one of the most critical skills that I will use after I graduate. Completing my assignments will be useful to learn and refine my hand into an effective communication tool. The process of investigating and searching for material when I have to write an essay, then transform it into an argument, will be beneficial for my language and communication skills and help me develop critical thinking techniques that I will continue utilizing when I finish university.
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