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Introduction 

In this two thousand worded (2000) Academic writing, I will be talking about what I have learnt in the module being Academic and employability skills. I will be also describing about the following; CV Writing, Time management and note-taking. I will also talking about how these skills helped me and why I find them important. I will be referencing what I found useful to help me learn about the skills and how to use them successfully. In the end I will summarise everything I have learnt in the term and conclude everything I have talked about.




















CV Writing
To begin with I would like to state that before I started going to the university and being lectured, I didn’t have a lot of knowledge of CV writing. I did not really understand the importance of CV writing up until now and wasn’t sure how I am supposed to use it successfully. 
As stated in cv-library:
                  Your CV, Short for curriculum vitae, is a personal marketing document used to sell yourself to prospective employers. It should tell them about you, your abilities and            achievements. Ultimately, it should highlight why you’re the best person for the job.

What I have learnt from this:
I have learnt that cv writing is an important skill to have as it shows a record of your achievements, therefore having an updated cv when wanting to be employed will show the employer what you have achieved. As I want to become a MOT Tester, I need to be able to record what I know and have learnt around cars in the cv and where I went to learn anything about it, so that the employer is able to see and recognise whether or not I am fit for the job or not.
Adria Solutions states:
                      Your CV is your most valuable tool to get to the job interview stage. Therefore, the more effort you put into tailoring your CV to the job you are applying for, the more likely you are to get an interview.
In brief, there are a few important rules to follow when writing or updating your CV:
· Make your contact details clear such as your email address and phone number
· Always list your career history in reverse chronological order (most recent first)
· Use bullet points so that its short and snappy 
· Make sure your key skills stand out
· Don’t add personal details such as your marital status
By following this structure when writing my CV, I was able to create a good cv which is informative and full of useful information. 





Time Management
As I have said previously, I also didn’t know much about using time well and managing it beneficially. It was hard for me to focus on more crucial tasks of the day as I found them too hard to complete and always left them to the last minute. This left for me to procrastinate and time was spent on less key duties. But once I attended these lessons I understood and was able to adapt to new styles of learning.
Stephan R. Covey
                           Stephan introduced a quadrant, 1989, in which it was made to help learn                                 how to manage your time without distractions.                          
 This quadrant included the following steps; 
He labelled the first square as ‘MANAGE’ this being the most important ‘crisis and pressing problems’, ‘important and urgent’, ‘fire-fighting’ 
The second square was ‘FOCUS’ this being the important but not urgent task but ‘keep critical thinking’.
Thirdly he stated that the third stage is ‘Avoid interruptions’, this means that you should avoid being stopped b something that is going to postpone what you need to do, ‘not your emergency’.
Last but not least he also said the you should limit escaping what is important.
What I have learnt:
                    As I have studied this quadrant, I was able to know and label for myself into what I need to do to become less distracted from important work. As a car trader who wants to become a professional MOT tester, managing time plays a big role in day-to-day basis;    for that reason, managing my time keeps me on time on selling and buying cars. This is        because when I was given the ability to manage my time well and effectively, I could be                        on time to wherever I needed to go to keep my business running.
Eat that frog, B.Tracy;
‘’your success in life and work will be determined by the kinds of habits that you develop over time’’
In the book of ‘Eat that frog’ which was published in 2009, it states that the way you choose to live your everyday life, is the way you will live it. I can infer from this that if you choose to procrastinate you will fail however, if you choose to go through the right way, by this I mean doing what is crucial and will be beneficial for yourself, will give you and open for you lots of opportunities in life, this being workwise or other. What I have learnt from the book of ‘Eat that frog’ is that if I allow myself to do well and manage me time to full advantage, I will achieve my goal of becoming a professional MOT tester. 






Note-taking 
Note-taking is quite an interesting skill to have. Most people don’t even notice having that skill, it is the first thing someone does when they want to have some notes to look at then needed or wanted reminder of. Note-taking is quite crucial for me, this is because when I write for example; what I have bought, I will know for the next day what I don’t need to buy anymore such as parts for a car.
‘Skillsyouneed’
               ‘a way of recording important information so that you can recall it later’

  I have learnt that no matter how good you think your memory is, it is quite useful to have it written down. It is better this way because having notes to recall or look back to is a constant reminder for yourself. As a car trader in which I buy and sell vehicles, I sometimes have times where I buy a broken car which needs doing up. By having the skill of note-taking, buying car parts is made easier, hence then I remember what I have bought and what I still need to buy. This method is like for example a tick of list.
Another reason why note-taking plays a big role in my career is because, I can arrange myself a to-do list and by the end of a duty, I'm able to tick of what I have done already leaving the others to finish. Also, as a car trader taking notes helps me because if I take notes of what vehicles I have and if they were a good sell on which I gained more money or if they were a not so good sell in which I lost some of its worth, I can revise my mistakes and look back on them when buying something else. 
In certain situations, such as school, making notations or even brainstorming what was lectured enables me to remember the lesson and learn it once more to gain knowledge. I for example, found taking down noes whilst my lecturer is teaching something helped to learn it more, this is because taking notes makes you notes in in your own words in which this them helps you understand it more. When I did this, when revising after class I was able to understand what was said in the class. 
Not taking down notes, for me at least, makes down work harder, this because when working on something in school and not having any notes, it's difficult remembering all the information that was given at once. No matter how good someone's memory is, it’s impossible for your brain to remember everything









 Reflection of learning 
Before I attended this term, I didn’t know much about time management, the importance of it and how it improves your everyday tasks. But now that I have studied it i have successfully adapted to manage my time well. I used several methods one of them being Kolb's cycle which was introduced in 1984 but it did not have a big effect on me and didn’t help me time manage. But when I saw the S.R.Covey’s quadrant, caught my eye, and when I started running my day by the plan, I realised on how much more tasks which were crucial, were finished by the end of the day. 
I also learnt in this class how to write a successful cv, the lessons about Cv writing really helped me improve the way I write my cv. I didn’t have any extended knowledge about cv writing before the lesson but once I learnt how to write one well and adapted to a new structure, I was able to write myself a well written cv with all me records and achievements.  


























Summarizing everything I have learnt 
Other than time management, CV writing and Note-taking, I have also gone through, with the class, the following;
· Organisation- having this skill allows you to be neat and organised with all your work. Being able to organise well you have everything under control and don’t have to panic about not being able to find something. As I am a car trader being organised helps me a lot because I am able to organise car documents and my own documents when they are needed to be shown or given.  
· Paraphrasing- being able to explain something but changing it in your own words without changing the meaning.
· Cover letter writing- being able to make an interesting cover letter to draw attention to readers. This is helpful to pull people to read or buying something of you. Your cover letter is convincing them. 
· Public speaking- enables you to speak in public, this skill is useful for myself as when people come to buy cars of me, I need to be able to communicate them. 
· Online learning- this skill gives you more opportunities because if you are able to access online information, you don’t have to go out and look for it because sometimes physically you aren't able to find what you are looking for. 
· Summarising- to sum up or to give a brief point of what you have read, seen or written. 




















Referencing 
· Brian Tracy, Eat that frog (published 2009)
· Kolb’s learning cycle (1984)
· Stephan R.Covey Quadrant introduced (1989)
· skillsyouneed.com/
· www.cv-library.co.uk
· www.adriasolutions.co.uk/5-things-that-are-just-as-important-as-your-cv-when-job-hunting/

I have researched these sites to learn more information about the skills and they have helped me which made a big improvement. 

























Conclusion 
To conclude, I have discussed about time management, CV writing and note-taking in full. I have also told you how it has helped me and why it is important for me to have those skills in my intended career. I also added how it is helping me with my current situation as in work wise. 
I am glad I chose to attend this school, as it has helped me improve my academic and employability skills.





	
	
	




