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Time management / What is time management?
The process of planning and organizing your time between activities is called time management. Good time organization helps you to work smarter and easier. So that is less time you can get more done even in stressful times. The term time management refers to the way one plans and organize how long they spend on specific activities.  Managing your time can have a lot of benefits like less stress, better professional reputation, better productivity and efficiency.  The lack of time management can lead to missed deadlines, poor work quality, higher stress levels.
Three Time managing techniques.
In her article Hannah Spruce describes three time managing techniques called the pomodoro technique, Time blocking and Time management Matrix.
   The pomodoro Technique was created from Francesco Cirillo in 1980. The technic requires a twenty-five-minute windows to be set for work to be done. When the time window expire it is time for a short break that gives time for the mind to relax.  People who had used it report less mental fatigue and better creativity. Of course, not all tasks can be done in that short window of time. 
      Time blocking.
It is simple management technique that helps planning and organizing activities into schedule events in a calendar. The idea behind it is that if there is a set time for completing a task one will be more productive.
    Time management matrix.
Created in 1980’s by Dr. Stephen Covey the Matrix model consist in prioritizing big tasks and leaving enough time for smaller day-to-day activities. Dividing work activities in groups, as follows:
  Group one: Urgent and important.
  Group two: Important but not urgent.
  Group three:  Not important but urgent.
  Group four: Not important and not urgent.
 Bad time organization can lead to postponement important working tasks, stress and anxiety. 
                                                                                                                   (Hannah Spruce;2016)
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CV writing.
Writing a CV appears to be not an easy task when you are young and new to the working world. Fortunately, there is a lot of way to learn how to write a proper CV. What a good CV must include is personal Statement, work experience, education, skills and contact information. It can also include professional certificates, references, Languages, awards, volunteer experience.
   Future employers and universities may require a personal statement that describes qualifications for a working position or a degree program.  
A personal statement is a brief summary of your achievements, goals and talents. It usually takes place in university or jobs applications. Personal statements for universities are usually more detailed. When included in a work application this statement is mainly a paragraph long.
How a personal statement is structured?
All personal statements should start with personal introduction. It has to say why the candidate is interested in the job or degree and possible experience related with the job.
 The body of a personal statement should consist of more information regarding regular skills, experience and interests.
A good statement should have a good strong conclusion. It should be a clear repetition of why the candidate is applying and what are his hopes for achievement.
Example for a CV and personal statement:
Name
Address , 
email/ phone number 

Personal Statement
As I highly experienced and genuinely interested in the Hospitality industry worker, where I have always shown a genuine enthusiasm to deliver excellent customer service, I am seeking to develop now in criminology professional environment. Throughout my professional working path, I have gained exceptional networking, organizational, problem-solving and decision-making skills, and I believe that all that, together with my personal traits such as honesty, loyalty and dedication, will be highly appreciated amongst your team and organization and I am eager to prove that in a long-term job commitment.

Key Skills
· Multilingual: Bulgarian (Native), English (Proficient) and Russian (Advanced)
· Strong communication, listening, social, and interpersonal skills
· Very good phone manners, writing skills, and ability to maintain business correspondence
· Exceptional Customer Service skills and advanced background with clients
· Thorough knowledge of Food & Beverage and Hospitality operations including supervisory aspects, service techniques, guest interaction, and sales
· Initiative personality, always looking for opportunities to help customers
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· IT skills - Microsoft Office Suite (e.g. Word, Excel, PowerPoint, Outlook), hospitality software, social media, etc.
· Supportive and cooperative team member – possess leadership, team working and (self) motivational skills
· Time management skills – able to plan, organise, prioritise, and multitask in an efficient manner
· Possess retentive memory to remember bookings, clients, orders etc.
· Self-directed – able to complete tasks in a timely and effective way
· Great attention to detail, creative mind and troubleshooting abilities
· Able to work under extensive pressure in a busy and fast-paced environment
Work Experience
Mel Cleaning Company,  December 2017- Present


· Using mobile app
· Scheduling appointments with clients
· Finding different addresses
· Using cleaning machinery

Broockley Restaurant, London, United Kingdom | September 2016 – December 2017
· Assisting with preparation, presentation and service of food and drink within the catering operation
· Visiting and catering at various events, such as meetings, conferences, awards, Birthdays, weddings etc.
· Working with other members of the catering team to prepare buffets and beverages
· Having a welcoming, positive and enthusiastic attitude towards guests and other staff members at all times
· Serving customers and liaising with them in a confident, professional and friendly manner
· Offering the Supervisor ideas and suggestions about where further improvements/efficiencies can be made
· Abiding by all Health and Safety policies, COSHH and Food Safety to ensure a safe working environment

Education
Dobrich, Bulgaria 2004– 2016 May 
High School Education Humanitarian Gymnasium with Foreign Languages Profile, 1st Language – English
Additional Information
· References are available upon request.
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Cover letter writing. / What is cover letter?
A cover letter is an additional document that a person should sent with their CV. What makes it different from a CV is that instead of being an overview of the skills and experience of the person, the cover letter is specifically written for the working position that the person is applying. It allows to the person to highlight skills that might make his right for the position.
The main information that a cover letter should include is personal information, the name of the hiring manager or the company, where they have found about the vacancy place, why is the candidate suitable for the job, how can they benefit the company and a closing statement.
The cover letter is one of the first things that the hiring manager is going to see when receive the candidate application this makes the cover letter an important part of job applying and personal presentation. Unlike writing a CV in writing a cover letter there isn’t a certain format that one should be presented. Yet the layout says a lot about personal approach and should not be underestimated. What helps for a good-looking cover letter are some rules that one can follow, like being concise and clear, keeping direct and short paragraphs, using a professional font, good spelling and grammar. 
The length of a covering letter can be around half a page to one page maximum in A4 format.
 
Public speaking and giving presentations.
There is not hidden secret for performing good when speaking in public or presenting a presentation.  One of the most important things that are making successful speaker so successful is having an idea that they want to represent to other people. An inspiration that keeps them centered and focused on one main task. Performing a good understandable and inspirational presentation. It is good when the speaker has good organization and is following a well-structured message. It is beneficial when there are well distinguished introduction, body and conclusion with a clear main point and a transition statement between each main point.
  Good eye contact is essential. Staring over the public, looking at the ceiling or down to your feet. What is well do be done is looking directly into persons eyes or directly observing the public. This way the speaker has the chance to see the reaction of the listeners and understand if they are interested in his presentation and idea or they have lost the track of information and he have lost them as a listener.
  Simplified notes are of a big help when it comes the time for a public speaking. Very cluttered and detailed notes might cause inconvenience of looking all the time down to the notes and might cause the look of the speaker to become stiffer. Brief notes can help to have conversational style of presenting.
 Presenting clear, simple slides is preferable. So as using more pictures and less text. Using the slides of the presentation as your personal notes can help for a better presentation. This way the speaker can look up to the screen and have the same view as the public instead of looking down to his notes.
 Another thing to be paid attention to is the posture of the speaker. Having a good confident posture and gesture will result in a better perception. 
 It is important how the speaker is using his voice. It is better if they speak loud and clear instead of having too soft voice or too silent. Short pause after shearing a key topic or idea it is a 
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lot more effective instead of using fillers that might result in the speaker looking confused or insecure.
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