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CV Writing

Definition

Is a detailed document
highlighting your professional,
personal and academic history.
Is the first direct communication
with a potential employee.

Why it is good

Need to be done properly and
carefully.

No more than two pages if you
want to impress the employer
which you are presenting it
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Cover Letter

Definition

Is a written document commonly submitted
with a job application outlinin

applicant’s credentials and int

open position.

Is to interest the employer in readingyour

Cover letter focuses on the presentand the
future job you're applying

Why it is good

Is an opportunity to make connection
between your skills, experiences and
requirements of the job.

The employee needs to prove that he is good
it by taking the tim plain and show m
nderstood the
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EMPLOYABILITY SKILLS

Public speaking and giving
presentations

C.V writing
Cover letter

Why it is good.

Have an important role in my job
specially when you need to organise
meetings and presenting new dishes.

Is the first direct contact with a
potential employee.
Helps me to understand more details

about a person skills for the role that |
requested.
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ACADEMIC
SKILLS

~ Time management

- Note-taking

Why it is good.

~ To be able to manage the time for my

tasks and doing them in order.

~ To gather information.
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Conclusion

» I have learned how to evaluate my skills.
» I have learned how to do research.

» I have learned how to use Microsoft office
(Power point, Word and Excel)

Why it is good
» To improve my weaknesses
> To update my knowledges researching
about my studies.
» Microsoft office is important in my job.
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Intending Career

» Open my own restaurant

» To be head chef and manage my
team efficiently.

> Develop my skills.
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SWOT ANALYSIS

e
e taking. Strengths Weaknesses

&V wriing

Coverterter

Opportunities
- Paraphrasing
- Referencing
- summarising
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Definition

Is an efficient
quotidian wo

Scheduling tasks like: stock, rota,
ders and i

ve time and doing my job properly
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Note-taking
Definition
Writing information

Recording information
Recording key points

Why it is good

Write down all the details.
Write down any dietary requests.

Write down the time when | need
to serve the costumers.





