Isadora Ramos Faria
2030449
Academic and Employability skills 
BMSW4001
Sylvia Hoffmann

In this assignment I will be discussing a few of the key topics studied during the past 9 weeks during my academic and employability skills subject. The topics which I have chosen to talk about have been the most challenging for me to adapt to in the past which are time management/organising study, public speaking/giving presentations and CV writing. Since studying about these topics, I feel I have had a great development in these areas. There were things I already knew but also a few things I had no knowledge of. Since studying about these topics it has really helped me academically and with my employability skills. I will be talking about how time management and organising study is important and how we need it in day-to-day life. Also, public speaking and giving presentations how this is something we will all use one day, if its presenting to a group of people or talking to someone for a job interview. I will also give you some insight on CV writing and how to write a good CV that will catch someone's attention and increase the chances of being hired to a job.
Time Management/organising study
Some of the most important parts of time management are factors such as setting time limits for tasks in order to organise your day and make sure you can get everything done. 
Using apps and programs can help an unorganised or forgetful person. Making a table from set dates and set times and filling those in with what needs to be done during the day/week will help make sure all tasks necessary will be completed.
Creating personal time management goals can be very motivational, things like making sure to wake up at 7am before a 9am lesson to study or make notes. Thankfully, this method has helped me immensely as I now feel like I can get things done since I have set myself goals for the day. It has helped me to become a much more organised person. 

Setting a SMART goal which is Specific (focusing on one specific goal), measurable (making sure you can track progress), achievable (if you can accomplish your goal within a certain timeframe), realistic (a goal which can be achieved within a certain reasonable time) and lastly ensure your goal is time related (giving yourself a deadline). 
The Eisenhower method: this method can be very time efficient as you are organising your day with things that are ranked from urgent to not urgent to things that are a waste of time and should be avoided.

In my opinion time management is a very important skill which everyone has used from when they were a baby to when they are adults. For example, when you’re a new-born you had to have your bottle at specific times, that’s your parents establishing a routine using time management and organisation skills. In addition to this, as adults for the rest of our lives we will have tasks that have to be completed by certain times or dates. This is all a part of time management.

To illustrate, when you have a job most of the time you will need to wake up every day at the same time in order to get to your job in time, that is a demonstration of time management and organisation skills. Personally, time management was always a struggle for me as I was a very unorganised person but learning new ways to overcome that was very helpful in my everyday life. Time management is a very important topic as it teaches people different methods and ways of overcoming their bad habits. 

Public speaking and giving presentations
When we talk about giving presentations there are a few important factors to a good delivery of a presentation. Some of the things talked about during class was the preparation before presenting. Before a presentation, it is important to make to arrive early so you have time to set things up. Dressing appropriately and turning off your mobile phone is very important. It is key to catch your audience’s attention from the beginning, and that can be done in your introduction where you will mention what you will be talking about. Making a small summary in the beginning can be helpful. Personally, I agree with this as it lets the audience know what the presentation will be all about. The way you deliver your presentation is important when it comes to projecting your voice. Talking at a natural rate of speed, this means not speaking fast or trying to rush. Speaking clearly and distinctly without stuttering or muttering your words, but also not rushing yourself and giving a break between slides in order to help your audience digest the information but also so you don’t wear yourself out. When I mention speaking clearly, body language is a big part of that. Speaking with your head held up helps to project your voice louder and clearer. Always trying to maintain eye contact with the audience. It is essential to not read off the slides and only use the information on there as notes. Finally, trying to involve your audience as much as possible by asking questions, receiving questions and even adding humour to your presentation. 

In my opinion, all these things contribute to a good, well delivered presentation. Since learning these things, I have developed my presentation skills substantially and believe this is what contributes massively to an outstanding presentation. 
This will be very important to me in the future as if you are a boss in a company, you will more than likely need to pass on information to other colleagues. The way to do so is by creating presentations and delivering the information and I believe this is the most efficient way.

I would like to demonstrate a way effective public speaking has been successful around the world. Starting with Barack Obama’s speech in 2004 that made him president. From watching the video of Obama’s speech there are a few things we can take note of which I have spoken about. One of the things being the constant eye contact with his audience, you will notice his body behaviour where he will make sure to turn his body consistently to make everyone feel as if he was talking to them. You will also notice, his voice was very well projected and he spoke at a pace good enough for you to understand him and digest the information. His use of hand gestures is also very much noticeable, with many saying that sends off energy. 

CV writing
A CV is “a brief account of a person's education, qualifications, and previous occupations, typically sent with a job application”. 
There are some good key elements to a good CV, such as your skills and experience, level of education, achievements and awards, interests and references. It is important to ensure you include all of these things in a CV as it will give them as much information about the person their hiring as possible. When writing a CV the first information they will read will be about the person. Such as name, email, contact information, and information like address are optional. A personal statement will be useful so that they can know a little more about the person. The presentation of a good CV should be clear to read with no spelling mistakes and no more than 2 pages. Bullet pointing information so it's not too long. They often suggest making your CV aesthetically pleasing will help to stand out from the crowd increasing the chances of being employed. In my opinion, writing a good CV is crucial as it is the first thing employers will ask you when hiring you for a job as they need to see your skill set in order to see what you can bring to their company. Following all the steps to writing a good CV is necessary as you won’t want to miss out any important information. I had some knowledge about CV writing however since studying more about this topic, it has broadened my mind on how to have a successful CV. This has also helped in my job search, as I now have a CV that’s stands out from the crowd, making me more successful in my job search. 
Conclusion 
To conclude, these are some of the things I have learnt in a few weeks during this subject. I can now say I have gotten a lot more knowledge on these topics I have written about. All these topics I have written about most of us will need to put in practise at some point in our lives. Unfortunately, Sylvia was not available at some of our lectures as she was unwell therefore we had a cover teacher. What we can take away from this essay is that time management is important in our day to day life, in order to get things done. It’s important people set goals and targets when it comes to managing their day as it will help a person become more organised. 
To continue, when we talk about public speaking and giving presentations it is important to ensure you always have your phone on silent, be prepared for the presentation so nothing goes wrong. In addition to this, when presenting ensuring to maintain a clear projected voice so the delivery of the presentation can be flawless. 
Finally, when it comes to CV writing it is crucial to follow all the steps in order to have a good CV that will draw someone in and look aesthetically pleasing. Making sure there is no spelling mistakes and talking specifically for the job that is being applied for. 
All in all, I have learnt a lot of things which I never thought I would need or find necessary that has helped me a lot. 
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