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· Introduction
My name is Vera Ursu and I come from the Republic of Moldova. A year ago, I would not have thought I would be a student again. But now I am convinced that in the UK almost anything is possible. Although I studied for the same college as in my country, I learned a lot of new things. I did not even know that to start a business or progress in your own career you need to give importance to totally different things than what I learned in my country, such as being able to talk about yourself, to know how to capture attention with an attractive presentation or to value your personal qualities, not the learned ones.
In this report I will write about CV, cover letter, public speaking, and commercial awareness. 

· CV
When I started looking for and reading CV articles, I was very impressed that there are so many ways they can look (Bold Ltd,2020). Like any person who wants to advance in their professional life, a few years ago, I also made a typical CV according to the standards applied in my country. It was a few pages long and contained a lot of information that was not relevant to the requirements of the employer and, in fact, did not interest anyone, such as: date of birth, marital status, how many children I have and their age. After I got the job, I found out that no one has enough patience to read the entire CV, and that only the nice visual aspect of it and my picture mattered when I was hired.
 Speaking of this aspect, in the lesson in which we discussed the CV, I found out that in the UK it does not contain the applicant's photo. Here I might not agree with this practice, because I believe that to get a job, all the advantages and qualities, both professional and personal, must be capitalized. So, a good-looking photo can have an advantage in choosing a candidate for the vacancy. At least that was the deciding factor that helped me get my first job in the UK.

After reading some articles on how to make a successful CV, I found some tips to help the author become the CHOSEN ONE. You must decide for which industry you want to apply. For example, if you go for a job in the law industry, using the blue colour palette will have an advantage and your resume will be more attractive. If you are applying for a job in the arts, you will need to use your creativity and proper design in developing a promising CV.

   You need to give importance to your personal data: name, phone number, email address. Make sure the email address is simple but consistent and look professional, without weird nicknames. This aspect indicates that you are a serious person, interested in getting the wanted job.

In the old CV, in the section: experience, there was a long list of positions with the same responsibilities and tasks. Obviously, this is a waste of time for both the author and the reader. Better use this space to describe how much and with what you contributed and what was your value to the previous team or company.

 The education section is also essential in the CV. For those who do not have much work experience, this compartment can be completed with the list of skills acquired in the educational process. I also found out that if your education is over 10-15 years, it is not necessary to include it in your CV, especially if it is not relevant to the job you are applying for (BoldLtd,2020).

 You need to make a list of about 6-10 soft and hard skills. Soft skills are those native or acquired as an experience during life, and hard skills are those related to knowledge acquired in the educational process, such as technical, analytical.

  The perfect personal statement is the most powerful section. It is these last sentences in the CV that could decide the final choice of the recruiters. Here the applicant can prove that he, through his uniqueness, is the most suitable choice among all candidates.

· Cover Letter
  When I started this course, I did not even know what a cover letter was. I think most of my classmates did not know either. For example, in my country, as well as in most Eastern European countries, a cover letter does not even exist. So, for me, it is a real challenge to write about it. Now that I have read an article about the cover letter, I understand that it is very similar to a CV, only that it is very limited and must include relevant information to the relevant recruiter.
 
 Any typical cover letter must include certain sections. The candidate must indicate for which job he is applying and how he found out about this vacancy. This way the recruiter will immediately realize who you are and what you want.

   You need to briefly explain why you are best suited for this position, what your relevant experience is, and what your attitude toward that company or job is. 
   As tempting as it may be to start listing an entire list of achievements, it is still more important to choose the most important and relevant ones that might impress a recruiter.
   Emphasize that you are passionate about the job you are applying for or how excited you would be to be part of a specified company. But do it honestly, so that the recruiter does not think you are exaggerating.
  Express your enthusiasm for a possible face-to-face interview. This way you will prove that you are a serious candidate, who deserves to be seen and heard.
  There are several ways to complete a cover letter. That depends on how and to whom you addressed this letter. If the cover letter was dedicated to a certain person, it can end with the phrase "yours sincerely" or if it was addressed in general, then "yours faithfully"(Bold Ltd,2020).

· Public speaking
  I never thought that studying management, employability and digital skills, public speaking will be one of the tasks. Honestly, I was sure that this subject should be studied by future speakers, politicians, or journalists. But when our lecturer asked us to prepare an online speech in front of the camera about our achievements, I was shocked. On the one hand there was something I had never done before, on the other hand, I had two more group presentations to prepare. At the beginning of the speech, I felt controversial feelings such as shyness, fear of forgetting the right words, and strong heartbeat. But towards the end of it, I felt excited and proud of myself.

  After reading some articles about public speaking, I realized that there are certain rules of conduct during them, meant to capture and maintain the public's attention. According to Kim Lachance Shandrow's article (2019), there are some tips on how to give a successful speech or presentation.

 Do not start talking as soon as you get on stage. This denotes fear and emotion. You better wait a few seconds and take a deep breath, so you will prove to the audience that you are confident.

 The public appreciates more giver speakers, not takers, who try to sell their ideas, books or want to be followed on social networks.

  During the presentation, try to focus on certain people in the audience, so that they will have the impression that you are talking to them. This will create a connection between people, and the audience will feel it.

  Do not rush. You need to take a deep breath. The public is willing to wait for you.

  Ignore people who keep their hands crossed or frown. Pay more attention to the audience that will support you.

  Do not follow the script's periods and commas when reading aloud. Instead, pause where it feels more natural to pause, then skip the period or comma entirely. It may take a lot of practice, but the result is a lot more pleasing to your audience's ears (Feifer, 2020).

  Try to turn the feeling of nervousness into one of excitement.
  Be grateful to your audience, say "thank you."

· [bookmark: _Hlk60746288]Commercial Awareness
  Throughout my career I have heard about commercial awareness a few times and even used it a few times to get a job. In my opinion, commercial awareness is the formulation of an overview of an industry or business. This aspect includes gathering information about business leaders and builders of the business, its place in the market, the products, and services it offers. In general, employers will prefer job candidates who would know, or at least have an idea of, how to run the business, how it is managed, who are the main competitors, or how certain economic or political trends can affect this business.

  According to GTI Media Ltd (2020), an impressive candidate should know what the company's trends and strategies would be, how the main competitors are evolving and what major contracts they have won. A good connoisseur of commercial awareness may feel the consequences of major changes in legislation or certain consumer habits.

  An intelligent candidate is aware that there are certain cyclical patterns, depending on the impact of general economic conditions. If he understands the company's past well, he will be able to intuit future trends.

  To become such a candidate, you should do research on your future employer or business before applying for a job. You need to deepen your knowledge of that industry, to be up to date with the latest news about political and economic events that could affect it. Also, any previous work experience could help in improving commercial awareness.
  Commercial awareness should be demonstrated by candidates during the interview, especially when answering questions. Not all recruiters require knowledge in commercial awareness but proving that you had a personal ambition to do research on the employer's business will be a great advantage.

A recruiter who would like to assess the level of commercial awareness could ask questions about the company's management, what is the pricing policy, what are the trials the company is going through. There is a possibility for the recruiter to describe a concrete situation to you, requesting a possible solution of the problem based on commercial awareness. You may also be asked what literature or sources of information you have used to improve your commercial awareness. During the interview, you can ask yourself questions, so that you can show that you are really interested and excited to be part of a company that you have done so much research on.

· Conclusions
   In the process of writing this report I learned a lot about things that I heard very vaguely or did not even know existed. It was a real challenge to write about them. But reading so many articles, I realized that there are so many possibilities to increase your chances of getting the job you want. I may not be the best business plan writer, or I am not an excellent graphic handler, but now I know for sure that reading and listening to the latest political and economic news, doing research on the internet, I can prove that I can become or even be a desired person for various companies with different businesses.
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