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Introduction 

	The purpose of this report  is to show what  I have been learning  in the two  terms at Academic and Employability  lesson. I will explain some reflective topics that  I learned in the two terms at university I will show how it helps me  and how I managed to get  promoted due to everything I learned.  This four topics  have been very helpful in my student life, but most importantly at work. I will talk about time management, an extremely important reflective topic  that I managed to understand and practice, about writing a CV,  writing a cover letter  and public speaking, these topics  are very useful and the fact that I learned them helped me to develop as a person and to opt for a career and a better future.
These four topics are very intersting and very necessary for me. They hepled me a lot as a human being and I discovered that they can be used in many things.
 








Time-Management 

	Time-Management I learned that is  an academic and also a employability topic  being very useful for all the individuals. I know that is an process of organizing and planning how to divide the time between activities, this  represents the ability to organize time in such a way that all tasks to be completed on time. I do own this ability  just in some situation, but not all the time.
This ability does not fully define me, because in some situations I cannot have it,  I learned  how to improve this ability, how to use it, but also how to  manage to finish all my requirements in time and I was very happy to see how easy it is to organize things. Additionaly  I learned how I can organize things to complete them in the required time, taking things in order from the most complicated to the easiest, solving the most complicated things the first time I always feel more relaxed and with more time remained, and in this order I managed to respect everything that is required of me every day at work but also in everyday life. There are some situations when I am getting distracted on social media and I am filling  up my time with random things from the internet which are not important to me, and I completly forget about the real important things that I have to do.  But I have discovered some tools which helps me a lot, step one when I have to do something I am turning my internet off, step two I am putting my phone away and step three I am putting post notes with what I have to do.
Before  learning about it I didn’t know that has so many tricks and I didn’t know that  can be improved, once I found out about this skill I saw that there are many advantages that come along with proper management of time. Also in that situation when I am not able to manage my time I am improving, I am doing this by setting strict rules, prioritizing the task that should be done, making a list, and also I’m setting deadlines for each of them.
I learn that in not about time managment is more about Atention Managment because the time is the same for everyone, so is not about  i don t have time is more about i don t make time to rezolv all the task that i should. Also i learn how to prioritize the tasks in the way to finish them to make notes about the most urgent one to the not important one ( Lavendaire,2019)



	 


Writing a Curriculum Vitae

” A CV is a document aimed at coinvincing an employer that who the candidate is, about qualification, work experience and also skills. For employers very important to offer the work anperience and some imformation about studies that is important  for a job” (Morgan, 1997;339) 
CV is a personal business biography. List of all the things that recommend the individ as the right candidate for a certain position. If i  want to get a good job, i make sure my  resume is rich in content and well written. This is an opportunity to present myself in the best possible light, detaching myself from the competition. So i m very carfully when i m writing my cv , because a good CV can make the difference between success and failure.
 At this topic i learn how to make my CV better, as a first step i learn that i have to do some research before about what tipe of candidate are they looking for, i learn to take notes and to be very carfully of what they want i am also focus on the hard skills as Industry specific skills, IT system knowledge, languages and qualifications.
The secound step is CV structure is very  important, i learn how to make my cv to look brief, to use Word. Formatting a CV the format must be keep simple, the text must be black on withe background.  I also learn that two pages are enought to tell my story, another step that i learned is to use headings to divide the saction.
CV structure, mu name and contact details are seating at the very begining at my CV, my cv have now a list with the most relevant skills, my work experience is listed in a cronological order, next i have the Education and Qualification.
Now after learning all this steps in my CV is not exist anymore The full adress, date of birth, marital status or a photo of myself. The professional profile is the first proper contact at a employe with my CV  so i make summarizing of my skills, education and konwlage. 
A good CV is the key for a better carier that why i learn in very small details how to make it properly.





Writing a cover letter 

However, it differs from a CV in that instead of being a written overview of your skills and experience, it’s specifically written with the job you’re applying for in mind – allowing you to highlight certain areas you think would make you right for the role. (Red.Co.Uk)
For me the cover letter was not so important ,I usually apply with the same letter to several jobs without changing any details, believing that my letter is perfect. But one day my lecture told us that we will study about how to writte a perfect cover letter, so she give us a very short video called ” How to write a perfect cover letter” in that day I realized how wrong my cover letter was.  First I will start explain what for me a cover letter means.
The cover letter provides the employer with information about who is the candidate, why he chose this job, and why is he a professional. These include all work interest, professional goals, knowledge, skills they have acquired over the years and their career goals and achievements. Then I learn that the cover letter is the first interaction that I will have with a recruiter and I know that first impresion is important, and the chance to make the recruiter curios enough to read the CV. Now my personal cover letter it looks brief, is no longer than a couple of paragraphs maybe third or half of a page with no longer storys. Now I am personalizing my letter, am doing research about each company I am applying for, I am writing the name of the recruiter, and another important details my cover letter now includes the company name and adress.
	I learn how important is to talk about them, about the company and about the goals that company achived, this will definitely impress the reader.  Before to study about cover letter at university I was talking only about me, about my goals , my education with full stories. Now I am talking about them and how my abilities can help their company. For exemple if I want to apply for a job in Housekeeping departament in a five star hotel, I tell them that I read some amazing reviews on Tripadvisor and I was fascinated about how impressed the guests are and my abilitys and my experience will make help the departament doing even better.
 Another point im putting the cover letter in the body of the email, and not send it separeted as I did before, im checking the spelling and the grammar very carefully and im trying to keep the letter as clean as posible. I am trying to use this two in equal parts, not only formal to be to cold and not so friendly. For that I am trying to combine them in eqal parts. And the last part I learn how important is to thank the person who is reading for his time. These sujbect helps me a lot to develop my knowledge and to get a better job, now after I learn them in very small details I find the cover letter more useful and more important than before.


PUBLIC SPEAKING 

	As the last topic, I chose it  because is very important for me and I have a lot to talk about this sujbect. First of all I will start by writing the definition as I learn it, and  how I understand it. The first theoretical model of communication was proposed in 1949 by Shannon and Weaver for Bell Laboratories. Basically it is a presentation which is being hold live in front of an audience. Public speaking can cover a wide variety of different topics. 
The purpose of the talk may be to educate, entertain, or influence listeners. Often, visual aids in the form of electronic slide shows are used to complete the speech and make it more intersting to listeners. Speaking it is also a very complicated process for people who have a weak character. Public speaking is not that easy for all of us, even if there are some tricks that hepls people to improve it. Public speaking has never been my strong point, I always encountered serious problems when I had to give a speech. Whether I had to talk for thirty minutes or just say my name, the emotions were just as deep. At work I always had to give small or long speeches every morning and this affected my health very much, being so agitated that I often lost consciousness, or had panic attacks. Even now, after learning many tricks, improvising for me is just as difficult and creates the same problems for me. Watching videos  about Public Speaking ,I saw so many people who overcome their fear of public speaking. There are different individuals who adopt different styles to capture people attention. (4 Tips To IMPROVE Your Public Speaking - How to CAPTIVATE an Audience ,2019)

Some adopt the dramatic style through which they attract pity and compassion, or some people choose to talk about sensitive topics such as orphaned children, domestic violence, women's rights, etc. Through these subjects they become sensitive and easily achieve their goals. Others adopt a tougher style, here we can talk about those individuals who instigate a protest or the removal of a political party, speaking harshly and very loudly and at the same time gesturing a lot to the listeners are given courage.
	
 





Conclusion 


 	In conclusion all the topics mentioned above in this report are very uselful for me, because now i know how to make them better, but also how to improve them. Public speaking, Time-managment, Writing a Cv and Writing a cover letter, are four topics from witch i learn how to develop myself as a human being, i learned how to  defeat my fears and how to prepare my self for furure, writing a cover letter and writing a CV has teach me how to get a better job.
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