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Introduction


Six months have passed since the first day that I study Academic and Employability Skills course. During this time, I gained knowledge and learned things that were alien to me. This time for me was important and useful for my future and as well as my career.
In this report, I wrote about these three topics separately, what each topic represents and how it is useful for me.
In this six months we studied many topics and, in general, the most useful ones for me turned out to be: time management, CV writing, Cover letter writing, so I decided to write about them, as you can see below.
Time is the most expensive resource, it was in this course that I learned how to properly distribute everything in time, I also learned how to apply my skills as intended and improve them, how to write the CV, what needs to be supplemented, and what to remove and learned what an Cover letter, how to use it and why you need it at all.

















Time management

During this semester that I studied at the university and in this course, one of the most useful topics for me turned out to be “time management”.
To begin with, I'm a chaos man. I always have a sea of ​​plans in my head and even more on paper, but it is extremely rare to clearly follow the plan. The issue of effective time planning and productivity has been worrying me for a long time.
Time management helps me to better understand myself, my goals and make my daily life more conscious and calm. Of course, I did the most urgent things, but most of the list remained untouched from day to day.
I felt like a squirrel in a wheel. And so it probably looked. While I was concentrating on my work, my house was slowly overgrown with dust. If she quit her job and focused only on her family, her self-esteem dropped. I tried to catch everything and find the perfect balance between work and home. But I did it with varying degrees of success.
Then I began to purposefully study the art of time management.
There are people who find it easy and natural to follow a regimen. But this is definitely not about me. The tough daily routine for me is living in constant stress and running after the train that goes into the distance. My life is filled with various tasks that are difficult to plan in time, my schedule is replete with interruptions. For a comfortable existence, I need flexibility, freedom and a place for spontaneity.
In general, after going through several trainings in time management, and having time to get upset that most of the tools and techniques that they give are suitable for everyone except me, I still found several tools for myself that help me be more effective and reduce the amount stress in my life.

5 time management tools for the human orchestra

1. Small things
There is a technique in time management called "eating an elephant in pieces." It consists in the fact that any big business can be divided into small parts that can be easily done in one sitting.
2. To-do list for the day
This list can be safely called "100 urgent cases", since there are really a lot of cases.
Many things are repeated from day to day, with slight variations, and there is no end to them.
So I started writing down a to-do list for every day. This list at the beginning included all the things that I needed to do today. For example, there were both “make an appointment with a doctor,” and “wash clothes,” and so on.
 3. Schedule for the week
While the daily to-do list is a great tool, unfortunately, it doesn't provide an opportunity to see the perspective for a few days ahead. And sometimes there is a feeling that you need to do it urgently and that's it. Hot cases are being done, but important and not urgent ones are postponed for later.
And one day, at a time management training that was based on the book by Stephen Covey, I learned that you can plan immediately for a week.
It was frightening at first. After all, if I have so many things to do per day, then how many will be in a whole week. But everything turned out to be not so bad. And all those things that I unsuccessfully tried to cram into one day, and then postponed to the next and the next, I evenly distributed throughout the week.
In one column, I write down the things I want to do, in the other - meetings or calls that I need to make on a certain day. When scheduling things for Wednesday, it turned out that the list, which seemed endless, was evenly (and without straining!) Distributed throughout the week and there was still time for rest.


 4. The use of kairos
Kairos in time management is a convenient moment to do something. As I already wrote, hard time constraints do not suit me well. But it turned out to be much more effective to tie one case to another. For example: "drink vitamins immediately after breakfast."


 5. Planning your vacation
And one more thing that I learned from trainings and books on time management - you need to plan your vacation as carefully as work. Usually, rest with us goes on a leftover principle and is not considered an important matter. We are used to evaluating our productivity by the number of completed tasks. And rest is not considered a business.
 But the fact is that the body cannot function happily for a long time without quality rest b and produce good results. We begin to be lazy, tired, in some cases even health fails. Productivity from such a life drops, and happiness does not increase. And it turns out that instead of planning your "wants", the to-do list turns into a continuous "must".
Now I try not to work on weekends and leave myself a buffer time in between activities. And sleep more. Oddly enough, I did not become much less in time, but my life became calmer and somehow more relaxed.



CV writing

The second one of the most useful topics for me turned out to be “CV writing“.
I am very glad that we passed this topic, I will definitely need it in my future.  For myself, I learned how to properly present my resume, in general what it is and what should be included and excluded from it.

Resume is your professional story
So, a resume is a document that describes all your professional experience, as well as skills, knowledge, data on education and additional courses.
And how does a potential employer know that you have all the necessary qualities, that you have received the necessary education and are able to perform the assigned tasks?  That's right, thanks to the resume.
The title or title of the resume plays a role
Once you have decided who you want to work for, you need to clearly articulate the title of the desired position.  This will help the employer find your resume faster.  If you want to work as an accountant, name your resume “Accountant”, if you want to work as a welder - “Welder”, and you can specify a category for a welder to filter out uninteresting suggestions.

What else?
It is also customary to write in the resume about the personal qualities of the applicant.  That is, what kind of person you are: do you have a sense of humor, do you like to communicate with people, are you conflicted or not.  But here it is important not to overdo it.  You don't need to write too personal.
 The more irrelevant information in your resume, the more actively it works against you.  This article will help you find and remove unnecessary things.
How to make your resume more attractive?  The answer to this question can be: less is more.  These three words summarize the information you need to fill your resume - short, precise, and fresh.  There should be just enough of it to attract the attention of the employer.  But she left certain questions open that could be closed during the interview.




1. Purpose
 Job seekers often include it as their first item.
 Example:
  The goal is to get a position in a dynamically developing company, where I can apply my experience.
 If you send a resume, then employers already understand your desire - you want to get a job.  A blurry goal won't tell you anything.  It is better to replace this paragraph with the phrase "professional profile" and designate the area in which you specialize.
 If you are applying for several positions at once, for example, journalist, editor, content manager, then it is better to write a resume separately for each vacancy.  The main thing is to clearly state the information and not use vague phrases.
 It makes sense to describe the goal when you radically change your career or just start working.  It is necessary to clearly explain why you are changing your profession or choose this particular area.
2. Personal data
We are talking about marital status, number of children, religion, postal address.  If the employer needs such information, he will personally ask about it at the interview.  Although today this practice is becoming obsolete, it is still worth preparing how to answer uncomfortable questions from a recruiter.
 This section must be filled with very specific information:
· Date of Birth
· city in which the applicant lives
· contact number
· email address
Surname, name, patronymic should be placed in the title.  But it is better not to indicate the gender, because the name of the applicant explains to the recruiter whose resume is in front of him: men or women.
 3. Obvious skills
You are an experienced MS Office user (Word, Excel, Outlook), you have Internet skills (Internet Explorer, Opera, Mozilla Firefox).  And you included these useful skills on your resume.  And in vain, they will not praise you in the eyes of an employer or HR manager.  In the age of information technology, they have become the norm for any person.
 Also consider whether to indicate knowledge of foreign languages, if your level is beginner, everyday, basic.  If “so it was,” then it's best not to include this speaking skill in your resume.  Please indicate those languages ​​that you know at least an intermediate level.  If you know one language well, and the second, third, fourth - at the "beginner" level, this fact can be noted.  This will show that, for example, in English you are an expert, but you do not stop there and you are also learning Italian or German.
 4. Adjectives in the column "About me"
Exaggerating a resume's ability and merit is inappropriate.  You do not need to use all adjectives with a positive connotation in relation to yourself: stress-resistant, sociable, kind, sympathetic.  This is just your personal opinion about yourself.  And it may not always be true.
Be selective in describing personality traits.  Write only what is really inherent in you and corresponds to the desired position.  Replace adjectives with verbs, describe your active actions.
Use words like this:
· created
· increased
· initiated
· completed
· explored
· managed the work
· completed the project
· worked together



Let's summarize

· Your resume needs to be noticed by the employer.
· The resume should describe professional skills, experience, personal qualities, but not include unnecessary information.
· It is important to name your resume correctly in order to attract the right employers.
· The resume can be easily sent by mail, sent to social.  networks, print and bring to an interview - it's convenient and simple!













Cover letter writing


The third of the most useful topics, for me, turned out to be “cover letter“.
For myself, I learned how to properly present my resume along with a cover letter, and in general, how to use it.
Every time I apply for a job, I attach a cover letter to my resume.
It seems that it was it that once helped me get an invitation for an interview. Although I had no work experience in the position for which I applied. I will tell you what they usually write in such letters and what recommendations recruiters give for composing such letters.


What is a cover letter

A cover letter, or motivation letter, is a letter that can be attached to a resume to explain why you are suitable for a vacant position, what benefits you can bring to the company, and why you should be chosen. We can say that this is the candidate's story about himself as a specialist, but with an eye to the future. If there are many candidates for the position, a motivation letter can decide who will be invited for an interview first, and who - second.
In most cases, a cover letter is not a prerequisite for a response. But this is precisely why it is valuable - with it you can stand out from the background of other candidates. Sometimes the vacancy explicitly states that such a letter is expected from the candidate. For example, there is a phrase: "We do not consider a resume without a cover letter." Even without a cover letter, it is often impossible to apply for a vacancy on a specialized portal.
A cover letter is not a guarantee that your resume will be opened and read. But a good letter can get a potential employer to pay attention to you. Especially if there is high competition in your area.

Purpose of drawing up

The main purpose of a cover letter is to draw the recruiter's attention to the resume. A good letter will help a candidate stand out from the crowd, especially if there are many applicants for one position and their work experience is similar. Or vice versa: if all candidates are inexperienced, writing can be crucial.
A cover letter allows you to demonstrate your writing skills and how a person is able to formulate thoughts. This is important if the candidate is applying for a position that requires writing skills. For example, it is always worth writing a cover letter for copywriters, marketers, and designers.

Requirements for the letter

The size. The optimal size for a cover letter is 3-5 small paragraphs. The letter should not take more than one page. Better - about half. But the letter should look solid and complete.
The style of your cover letter should be business-like, but not overly formal. It is better not to use templates and bureaucracy - complex speech patterns. For example, the most common introductory sentence sounds like this: "I ask you to consider my resume for a position ..." - this is a template that has already become boring. Better to replace it with something similar. For example, you can write like this: “I want to work in the“ Electronic ”company”, or “I am interested in the vacancy of a sales manager in your company”, or “I want to become a part of the“ Electronic ”team, namely, to take the position of a lawyer”.

Compilation errors

Repeating a resume. The cover letter should not duplicate information from the resume. It is correct if it complements it. For example, if your resume contains little work experience or breaks of several months, the cover letter can explain why this happened. For example, if you lack experience, tell more about knowledge and skills and how they will help you cope with tasks in a new place. If there was a break in work, explain what you were doing at that time. For example, they improved their qualifications or received a new profession.
I am writing my cover letter in a separate google document. First, I copy the text of the vacancy there, then select the requirements for the candidate and write under each of them how my skills and experience relate to the requirements of the employer. Then I read the letter aloud several times to make sure it is written in plain language, correcting mistakes and typos. Then I copy the letter where I need it, for example, into a special field on Tataljobs.com and send it to the employer.
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Conclusion

If we generally talk about what has passed during this semester, each topic has helped personally for me and for my future profession.

Since I gave the presentation "my intended career" in week 9, most of the topics were taken from the lessons I took during the semester. I learned how to properly allocate my time, how to use my skills as intended and how to improve them, I also learned what Swot analysis is and what it is for, etc.

A full-fledged career is a balanced ratio, the interaction of the processes of a person's internal development and his external movement in the development of social space. At the same time, internal development includes the professional growth of a person as an increase in his knowledge and skills, a change in his influence (power, authority) in the environment, prestige in the eyes of subordinates or colleagues, and an increase in the level of well-being. External movement fixes the results achieved in development and is accompanied by a person's mastering of certain stages, for example, movement according to job positions, categories of the qualification ladder, status ranks, levels of material reward.

Career, in addition to the process, has a static characteristic. In the career movement, both the content of the process and the image of the result of this process are important, both the content of a person's development in social space and the form of this development, the trajectory of the path, the sequence of positions occupied by a person in the social space.

Indeed, I am very glad that it was all these topics we went through, they were all so interesting, inspiring, since I actually need all this, especially for my career growth, and in the future to open my own business.
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