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Introduction
[bookmark: _Hlk70029389]In this Report I will present to you a whole 2000 report on academic and employability skills and what It means to have time management skills and what a CV and cover letter need to be hired by the hiring manager and I will be also talking about my online presentation, I will be discussing my learning experience and go through on what I have learned about academic and employability skills so far, I will focus on four topics they will be  from the above model - time management, Note-taking summarising, and reflective writing - using the 80/20 rule. And as my lecturer said I have to write down the description stage of what I have done in lesson  , I will also look through Kolb’s ground- breaking book. And I will cover Brain Tracy’s book called “eat the frog” .
(www.le.ac.uk, 2020)


Description stage
In this lesson we have first looked over the 80/20 rule and Kolb’s theory then we began learning about time management and why it is good to manage organise your time and focus on the goal you have set for your self if it is at work, school, or home. 
Time management is a very useful skill to have even as a day-to-day skill, 
Like the book about ‘Eat the frog” and I will give an example of this theory, 

· Label all your tasks to identify your “frog” – meaning take notes and always prepare one day back meaning today is Tuesday and you are preparing for Wednesday and the “frog” is the hardest task you set yourself, so look for the hardest thing you must do first. 
· Work on your “frog” first thing in the morning – like it says there, first work on the hardest task you have on the day, finishing the hardest and leaving the easiest thing left on the end will give you more free time and less stress.
· Once done, shift your focus to less crucial tasks in your schedule - when you have finished doing the hardest task then you can slowly start to do the easiest task. 
(https://clockify.me/blog/productivity/eat-frog-technique/#:~:text=The%20gist%20to%20the%20%E2%80%9Ceat%20that%20frog%E2%80%9D%20time,focus%20to%20less%20crucial%20tasks%20in%20your%20schedule)  
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Time Management
[bookmark: _Hlk70029462]It is a action of knowing how to plan and organise your time between different activity. (www.mindtools.com, 2020)
It can be difficult to manage your time even when it might sound like it is easy and direct but organizing your whole day and making sure that at the end of the day you finish all your tasks a it is not that easy as it might sound and therefore to make sure your time between activities  gain best results you Having good time management is important in any course, job or at home and being able to plan your time managing best is the key to achieving better results in little time. Also, Time management helps you in everyday task even at home and bringing kids to school or cooking meals making sure you have free time for your kids, there are many ways to manage your time, but most are based on the 80/20 rule or the Pareto principle that was established by Vilfredo Pareto, in the year 1895. As it states that 20% of your activities make for 80% of your results (Tracy, 2001-2020).  This theory can apply to any your activities , but mostly applied to time management, it makes sense that by the manage. (indeed.com)

An example of time management 
· Prioritization – making sure each of your responsibilities are priority. For example, completing simple little tasks first to allow time for longer, more difficult ones. ( but that for my opinion makes no sense because wasn’t Mr Brian Tracy telling us to first find our frog and priority him the frog being the ugliest and hardest task to complete ) but like I said everyone looks at this in a different view some like to finish the report first and then do an presentation last, and there might even be someone where the report would be easy to do and leave the presentation for last as it might be the hardest(ugliest ) for them, everybody has a different view on this  

· 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 get the job done 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, you can also have a set alarm on your phone to remind you of any tasks that awaits you and having a cleaner environment and taking more notes.

[bookmark: _Hlk70029722]They say to attack the hardest tasks first when you have the highest energy and sharpest concentration   also adapting plans and changing circumstances and to allocate time for specific tasks. (www.thebalancecareers.com) 
As I first started this course, I found it very difficult to make time for a lot of tasks whether it was studying , cleaning or looking after my daughter a lot of things just seemed to get in my way. Whether it was looking after my baby girl, cleaning, cooking, and doing home tasks seemed to be rushing around and tired, and always struggled to hit my deadlines. 
As I began learning about how to manage my time more better, I was unsure whether it would make a difference or if I understood it enough to try some of the skills.
I was really surprised on how effectively and simple it turned out to be so I slowly combined   more time management skills such as planning and setting myself goals, and I began to find it easier to complete work on time without becoming stressed or frustrated. 









CV and Cover letter 


A CV is a document that is mostly used for a job application a CV should include,

· Should be detailed that should be Highlighting all your professional and personal and educational history.​
· A CV is a first direct communication with you and person who is interviewing you for the job you applied for meaning the employer.
[bookmark: _Hlk70029298]  (© Collins 2020)



   The reason on having a good CV is to first show your first impression to who you are and your qualifications are high started to let you work with them , it has to attract the employers attention and also show your strengths and you might think why show your weaknesses your trying to get the job not lose it but yes some employers want to see your weaknesses also that will give them a better prospective on you and if you are up for good times and the difficult tasks too . 


Cover letter should be straight – forward showing the hiring managers details it should also show why you are suitable for the job description that you applied for and what you could bring to the company. You also need a closing statement and to thank them for taking the time to read and see if you are suitable for the job. 
[bookmark: _Hlk70029521](Livecareer.co.uk)​


I had some past experience with writing a CV but I never knew that you have to write you weaknesses I always thought you have to write your strengths to sell your self-meaning sell your qualifications and your past experiences  to the hiring manager so from everyone else he/ she ends up picking you from you past experiences and you strengths and never thought your weaknesses but then again it makes more sense for anyone to accept you to any role of the job he/ she needs to see if you fit the job description.


SUMMARISING  

Summary it is a shortened version of a text that highlights key points.
 (www.thoughtco.com, 2020) 
I found this topic to be difficult for me at one point I didn’t even know what to do or how to do it I looked up some information of what does summarising mean and best ways to do it and from one day to another things got a little but better for me and I found Things to consider whiles writing a summary include identifying  what your key ideas are and how to take  clear notes, 
 Summary should have, 
· Complete- including all the ideas that are essential to the author’s prospection, 

· Accurate- not distort the author’s views,


· Objective-   to sum up the author’s points, to make sense to someone who has not read the original piece.
· [bookmark: _Hlk70029617]Independent- to always write in your own words    (www.iue.edu, 2021) 

When I started the subject on academic and employability skills, I found it hard to find notes and editors into a summary of main ideas I tried to include everything as much as I could and to put it into my own words read as much as I could about CV and Cover letters and all about Notetaking and off-course time management.it was creating power point slides helped me to understand the action of better as I had to write short sentences that none the less explained the key point/ points of the topic being discussed. By also applying other academic skills to summarising such as structure and planning, I am now able to summarise better. Taking slow steps into planning what I want to write and structuring it before- hand is a few  things that helped me the most. As well as understanding the topic, because without understanding, it would be impossible to summarise. This has had a very good effect on my learning by encouraging me to read carefully and with intent, and to take notes that I can refer to when writing a summary. 












Reflection 
[bookmark: _Hlk70029486]Reflection or reflective writing refers to writing in a way to ‘expresses what you know and how it relates to what you experience. It helps you to think about the process of learning and make it more useful to you.’ (library.leeds.ac.uk, 2020) It is also important in Time management and notetaking, but also in getting employed, because it allows you to analyse your work objectively and identify areas for improvement, and things you are doing good. It also enables you to track all your progress, to identify your learning styles so you can study more efficiently, you can boost your confidence. In my opinion I think this topic was very good with helping me to know the difference between time and how to manage it wisely and how important to know to process a presentation in Power Point, also I believe now I am more confident in writing and now I am clearer and know how to have a good presentation and manage my time perfectly. 
There are questions to consider when writing a reflective essay that include what you have learned from this experience? How have you developed because of it? What would you have done differently? What specific skills or perspectives did you acquire as a result?
 (The Oxbridge research group ltd, 2020)
 When I started to reflect on what I have learned in this term I then realised that academic and employability skills are very important and really helped me to finish my report and my presentation, as I was researching further to help my understanding this for really useful whiles writing my report , as it allowed me to fidget less and stick to the topic, as I always had that type of problem were I would start another topic without finishing a topic, I also found myself that I started to reflect myself at home seeing what I could improve and do different how to keep my time well managed , learning that not only does it help me at home but also really helped me at school, As a result, to this my day-to-day tasks have improved and so has my essay writing and it has also boosted my confidence levels and now I know better about referencing and I know more about cv and cover letter and notetaking I communicate better with everyone around and my public speaking has boosted a lot since then and although I am still learning, I feel I now have the equipment  to continue to improve my reflective skills.      



Conclusion 
 I have begun this report, I have touched on time management, summarising, CV and cover letter and reflection to give the reader an idea of the kind of topics I have studied, and used 80/20 rule for the time management,
Although I have found some topics challenging, I feel I have gained a lot from studying them and the techniques I learned into my academic study and daily life. 
Since starting this , I feel I have a better understanding of both employability and academic skills, I had some past experience of writing academic essays before, but they were a lot different when I was writing them back in secondary school what I learned mostly from this lesson is to never give up on what you dream for all these steps will help me be a better person and having time management skills have made me improve my everyday life even as a single mother being organized letting me have time for cleaning, cooking and looking after my baby girl, looking after a child as a single parent but me in a difficult situation but time management , notetaking really changed my prospective and idea on how to mange my time better and how to organise all my task and how to finish all of them in one day and have time for myself and of course my baby. 
I have gained more confidence and booted my public speaking and I know more on how to note references and how to write my conclusion in a way that makes the reader more interested in reading what I have to offer in my report, 
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