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In this report I will try to develop the following chapters: Employability skills - what makes you employable?; Organising study; Cover letter and Public speaking and giving presentations. Also I will try to explain why are they so important for me.
Employability skills
Employability skills are those aptitudes fundamental for getting, keeping, and doing a good work. These are the abilities and activities that give power to workers to collaborate with their collegues and to reach the goals. In contrast to the general skills, the employability skills are conventional one, that help a simple worker to become a leader. 
The employability abilities are the aptitudes which gain and hold a post. For some individuals today, a post of job forever is never an alternative. Many people will hold occupations with an assortment of managers and move over various business divisions through their working life. We all should be adaptable in our working examples and be prepared to change the employments, the new areas, especially if we realize that this is an opportunity to get something more in our career. All of us have a lot of transferable aptitudes or employability abilities. These are aptitudes that are not regarding to one specific profession way but rather are valuable over all work areas. Usually the managers are searching for skills you own than the experience. Your experience may help you to apply for a good job, to be effective in doing different tasks, but you will require abilities that you are probably going to create after some time. Every worker must to have “soft skills” that can be utilized in any activity or work areas. These skills we can call “employability skills: they are what makes you employable. When you are looking for a new job you can demonstrate, for example that you are good in computering, how to utilize special PC programs that are quite certain to that job or organization. It is very good and important skill, but there are other not less important aptitudes, as making a solid CV or list of references, composing a covering letter, and organize a meeting. These are the skills which you should show to your potential managers. 
What are Soft Skills? 
While hard aptitudes are the specialized aptitudes, which you can demonstrate, “soft skills” is a term used by employee as an important point when searching for a job. These skills are very hard to show before start working. you can tell that you own a lot of them, like writing, tea, work and problem solving, but finally only in work it will possible to see if it is true. Soft abilities make difference between potential workers and perfect competitors. Every manager will look for soft abilities, bevause due to these one can progress, who can find questions and solution there where other can not do it.  Of course, the soft skills without hard skills is like something incomplete, but the hard skills are easier to develop, if the employee really are interested in that. The soft skills are forming during our existence, they depend of our style of life, of the people who we are connected to and other factors.   
Organising study
The learning organization can organize a group of methods and procedures, active care at some point in education, or by interacting with a new way to achieve a learning: assisted learning, book based learning, etc. Within the teaching methodology, levels are available, and one method is different from the other depending on procedural sequences. Students, over several centuries, requires a more difficult way of learning. Learning and completing them, in large part can depend on changes, place in society, clarify changes of care and live in people: thinking, concentration, memory. Namely particularities of the human being, they gave information about the different learning methods. Anyway, we can say, that still can not find suitable solutions in relation to the stages of education, a processor framed in education. This is observed if there is a request for authorization for many learning questions to access this process. A learning outcome will be small, in terms of taking care of all the notions and understanding their own knowledge processing capabilities, of understanding an object in the container.
Cover letter
The cover letter (also called the letter of intent or motivation) is the first way to present yourself, to make known the "strengths" that will make you a favorite candidate for the job applied for.
         The cover letter must contain the motivation (official not necessarily the real one), your qualifications and skills and, last but not least, you must express your availability to the company you intend to hire. Usually, it is the first chance to make a good impression, and a letter designed exclusively for the respective company shows the special interest you give to it. Your CV can give a lot of information about you, but the cover letter should motivate the reader to think for an extra minute if they will choose you and not any other candidate.
         So, the cover letter must necessarily contain the actual request for the position you want. To do this, explain in a few simple words the reason why you want that position, what would be the main qualities of you that would recommend you to occupy that position, what you want to achieve within the company. You must also mention what exactly in the activity of the company has determined you to apply for that position. The confidence that your employment will be profitable for both parties must be clear. The cover letter does not have a standard content, but, in general, it must express the candidate's interest for the position concerned. The letter will be addressed to the person in charge of the employer or directly to the human resources department, if you do not have complete information. If the company is small, the letter can be sent directly to the manager (executive or general) or its president. First of all, it is necessary to specify the target position and the source from which the information regarding the available job was obtained (advertisement, acquaintances, friends, etc.). If you do not have accurate information about a specific job, you can express the option for a field of activity. However, it is good to emphasize the area in which you have noticed or had outstanding performances. You must clearly express your desire to apply for that job, briefly show the reasons why you are interested and why you want to leave your old job, mention the availability for a job interview, and the fact that the letter is accompanied. of a CV.
Basic content rules:
- - must be clear and objective. Specifically, it must contain the job title requested, some plausible reasons why your professional experience would help you and some "strengths" of your career;
- - customize the content in relation to the profile and claims of the respective company.  Anyone can take a standard cover letter to send and hope that they will be invited to the interview. Instead of doing so, wait a few minutes and write something that directly links your competencies to that company. Write a special reason for applying for the job, mention a department that interests you or a project of the company in which you would like to participate. Address the letter directly to a certain person in the company, possibly the one responsible for the hiring or the one who directly coordinates the respective department or project;
- - clearly highlight your professional achievements, you can even exaggerate, but not much. You can be an exceptional man but potential employers want to know exactly why they should take you on the team. Give some concrete examples of achievements at previous jobs that might impress them;
- - emphasize what will make you different from other candidates for that position. Highlight your qualities and abilities and show how you can use them for the company. If you have relevant professional experience, mention it briefly in the letter;
- - write your intentions and qualifications in a place and in a way that makes them accessible (as far as you can see);
- - Do not include negative aspects, respectively: mentions about conflicts in other work places, ongoing litigation or any kind of sarcastic remarks, do not talk badly about the places where you were employed;
- - Do not include information about the desired salary. The rule is to mention the level of salary requested in the cover letter only if the respective company requests this and, in any case, never in the CV;
- - show that you have communication skills. The letter should present you as a person very open to interpersonal dialogue and relationships. Mention that you are available for the interview, provide all the details you can find (phone, email, address); specify that you can be contacted at any time for any details you may need;
- - Take great care with grammar and writing errors or any logic errors. A neat, clear and error-free presentation (of any kind) will prompt the employer to carefully read the letter of intent / motivation and to call you for an interview.
Public speaking and giving presentations
The fear of public speaking is the number one fear, over the fear of heights, garrisons, snakes or needles, and yet many of us would like to be able to speak more and better in public, and we would certainly help at work. Far from imagining only those, generally rare, occasions to speak in front of hundreds of people at a famous conference, public speaking skills are needed in much more common and more frequent circumstances, in relatively small groups of people, colleagues, maybe even weekly or more often in the work of a senior IT professional or with non-exclusively technical responsibilities, any ideas we want to propose to the team are more likely to be accepted if we know how to present it properly, any project for which we request a budget is more likely to receive it if we know how to explain the benefits. Often, these occasions are assimilated to public speaking on a smaller scale an intervention in a sitting, a presentation to a board, on a larger scale, we want to go from sharing our experience to community meetings, a manager wants to talk to the department, a CEO of the company, at a conference, we want to show what we did, what we learned. In front of a group from a potential customer we have 30 minutes to show what we want to sell and why they would buy. With 10 or 100 people in front of us, if the need is convincingly to send a message to a group in a context where waiting is for you to present what you have to say, while they are just listening or interacting at the most punctually, through questions, then it is public speaking. There is no discussion, no dialogue, no debate, it is your scene and you have the main role. In public speaking you must attract attention, maintain interest, anticipate the questions and objections they will have, without having the opportunity to hear them. If you do not succeed, you will be able to speak competent, even beautiful, and they will leave ready to forget what they have heard, unconvinced, unimpressed. By presentation I mean mainly the support behind the content you transmit, be it slides, clips, flipchart or anything else. By public speaking I refer mainly to the choice and delivery of the message by word and non-verbal. They go hand in hand many times and I do not want to become too academic in discussing the differences between them, it remains only to keep in mind that by presentation I refer generally to the "visual" part (slides etc.), and through public speaking what are you doing with your person. Specifically, I know four mechanisms for passing emotions, which go hand in hand, criss-cross and strengthen one another:
Practice
Preparation
Viewing
Search for useful emotions
 	In conclusion, I want to mention that these modules helped me to hone my skills and become more determined in what I do.
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