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Introduction
In this report I will be talking about the importance and purpose of cv writing, time management and cover letter writing . I will be explain what each of them mean their purpose and importance and how we can go about doing them . The purpose of these topics is to show that how something very simple that we hardly talk about can be applied to us daily especially in our places of work and education.


Cv writing
A cv is a brief written summery of your qualifications, accomplishments and experiences. . CVs are used when applying for employment for the first time, employers frequently request a cv rather than application this will allow them to see how your past qualifications or experiences and if it’s relevant  for the job role you want to apply for. This is the first opportunity to sell yourself to a potential employer. A strong cv is most likely to get you an interview. For example a cv consist of your name address date of birth phone number and your email address. This is usually at the beginning of your cv this is the first thing your future employer will look at .This  information is important because because this will let your future employer, agencies, companies etc to contact you then after your personal information you then have an introductory paragraph. The introductory paragraph is short and powerful this will be the selling point of your cv . It’s important that it’s not too long as it can bored the reader.  The middle part of your cv should consist of your past Experiences It gives your employer A good idea of how your past experiences are relevant to the job you want to apply for.
The first part of your CV should consist of your qualifications for example GCSE ,  a-levels or equivalent etc . The last part of your CV should consist of your hobbies and generally what you like doing in your spare time For example this could be baking spending time with family rock climbing and etc.

When screening candidates for job interviews scholarship programmes grant applications or bursaries In many countries, a CV is frequently the first document that’s a perspective employer looks at. Depending on what the perspective employer mentioned on the job advertisement, some applicants may choose to send physical copies of the CV And other application materials to an  employer through a registered mail or electronically via email. It’s important that acv should not be too long no to show the length of your CV is determined by your educational background and professional experience for entry level positions a CV can be one or two pages long. A cv that is excessively long can discourage the reader from having a look at it. 

Almost every time you apply for a job you will be required to submit a cv  and a personalised cover letter. But why is a cv necessary? A CV helps you to highlight all your relevant professional and academic enterprise while also demonstrating to an employer that you’re a good fit for the position. 

Cover letter writing 
A cover letter is a one page document you send with your job application alongside with your CV it’s a brief introduction And an overview of your professional background, a cover letter should be between 250 to  400 words long on average. A cover letter is Written to persuade your future employer that you’re the right person for the job in this letter you must state why you think you should be chosen for the job role and what you also contribute to the company/work place. Writing a cover letter to support your CV for a job application gives you a higher chance of getting an interview because a cover letter gives an employer a first impression about you this will also give you an opportunity to explain why you are different from the thousands and hundreds of applicants that may apply for a job role. A poor cover letter can result to your application being tossed in the trash to avoid this is very important that’s your cover letter is unique persuasive and direct to convince your  future employer. A cover letter shouldn’t be mistaken for personal remarks for your cv it should compliment not duplicate your cv. Keeping your cover letter short and sweet while emphasising why your fit for the position. 

The first paragraph should have an opening statement that explains why your writing the letter. Begin by stating the position your looking for and where you saw it listed and when you can start.
The second paragraph is where you emphasise your relevant experience and show your talents that align with the jobs description. This is where you can state any new strengths this will give you the opportunity to summarise and explain them and how they can contribute to the organisation/ company. The third paragraph is where you explain why you think your qualified for the job and what skills you bring to the table. The last paragraph should be used to wrap up your letter this gives you the opportunity to emphasise on your interest and also to express your willingness to a face To face into now is the moment for you to mention your availability. After you have finished writing your cover letter make sure you have read through it to check for any spelling errors it’s important not to waste space when Writing your cover letter as it can look long to read and it may discourage your future employer who will read your cover letter.



Time management and organising study
Time management is the act of managing your time in a day or in the workplace or in a place of education this includes the act of prioritising your time to different tasks or events. It’s important to manage time because it also keeps you organised. For example in the workplace you may be given many tasks to do the important thing is that you prioritise your tasks from which one is more important to the one that is least important until the one that consumes the most time and  the one that doesn’t. Time management is very important because it gives yourself a time limit for example I have a staff briefing in my workplace and my staff briefing should only last 10 minutes with this I should manage my time properly so that I can finish my stuff briefing on time so that I will also have time to do other tasks that are left for me to do in my workplace. It’s very important not to waste so much time on a particular task especially if you find it difficult in this case it’s always good to always come back to that task if you’re having troubles doing it. Organising study is important because it gives you a routine to follow. This is vital for students because this will allow them to acquire as much knowledge as they possibly can.  Time management is a very important process because it gives you the ability to consciously plan something and it gives you the opportunity to control the amount of time spent on specific activity to improve effectiveness efficiency and production.

When it comes to time management is equally important to pay attention to your emotional health dealing with stress in a positive manner might help you to stay motivated and perform well during your day. This  can be accomplished by taking short breaks throughout the day or rewarding yourself in little ways once you have completed tasks / chores. Being a competent time manager entails Just completing tasks goals and objectives that’s me contribute to our jobs education or our day to day lives. It’s important When it comes to time management to set goals this will allow you to achieve both long term and short term goals. Planning is an important aspect of time management sticking to your schedule will be easier if you plan out your day meetings assignments and how you get things done efficiently.

Time management skills are vital because they allow you to plan your work in such a way you can achieve your objectives. If you want to acquire a job for example you need time to update your resume to  look for job opportunities, Setting aside particular period of time each day will assist you in completing task essential to obtain your set goals and objectives.Managing your time well also allows you to be more creative and proactive in achieving your objectives. You may set aside time to think about the larger picture for yourself when you have a particular. Set up to perform your duties
Prioritisation is difficult to master But with experience, it’s becomes simpler. Making A to do list is a good way to prioritise your time. Time management has helped me because it’s helped me to prioritise my assignments and tasks that I need to do. Being a mother it’s important to manage your time because you don’t want to prioritise things more than the other this also allows me to create time for my daughter for example having time to do sensory play with her and attending to her daily needs.

 Making a study schedule can help you stretch out your revision across the weeks leading up to your exams and divide your time between subjects more efficiently. , Most  importantly, outlining your strategy ahead of time will provide your study session some much needed structure by giving you a sense of direction on how best to use your time. Organising your study sessions properly also entails timing them amid your days highest energy hours. Allow approximately 8-10 hours everyday for working, learning, socialising and every other practical tasks. 




Conclusions 
CV writing, cover letter writing , time management and organisation skills all work together because without managing your time you won’t be able to do a cv or a cover letter they all work hand in hand to accomplish different goals and objectives we may have set our selves. When it comes to managing stress when on a mission to accomplish goals it’s always important to take a few minutes to reflect on what you have done so far instead of worrying of what’s left to do. I found by doing this it’s makes tasks and the work load a lot more easier to handle/manage . 
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