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Abstract
In this report I discuss about some of the skills, experiences and knowledges, which I have already, or I have learned at this University. To write this report I used my own words and of course, i use and different sources like, books, web sites, which are written in the references. I explain as well why those skills are important and how they help me. This report contains 2150 words.
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     Time Management 



1.In that modern world the people are always rushing and busy. For most of the students to study and work at the same time is a lot of stress,same as to work extra. But actually, the people don’t have enough time, just because they are not well organized. Specially when someone live in a big city is a must to know how to manage your time.
 2.Nowadays we spend most of our time in work, study, build a career which is related to travel as well to the Workplace or University. Also is necessary to make sure that we are not late, because if we are late, we must take all of the responsibilities, however, sometimes is not our fault for that. They are couple of situations, which we cannot predict, however if we manage to go earlier from home then is not going to happen! That’s why is very important to know how to manage our time, and in the right way.
  It has many books, materials, magazines and etc. which can help us a lot to improve our time management.They can be very useful, because if we know the right way for it, we can have more time even for our free time.
 They are many time management techniques, which we can use. At the university in my course, I have learned some of those techniques, for example doing a table with the days of the week and the hours, which I am productive. That help me a lot, because it happened to me many times to drink a coffee and to mention that I actually had to be already at the bus station, besides I did a table on my phone and on my desk. However, it has many other techniques for time management.
 3.One of the techniques which impressed me the most is the Pomodoro Technique by    Francesco Cirillo which was progressed in the end of a thousand nine hundred and eighty year. The main idea is that work should be broken and completed in intervals separated by short breaks. The Pomodoro is the period from the twenty-five minutes which u work before the 5 minutes break. The word Pomodoro come from the Italian word for tomato. He named it like that, because he had used a tomato-shaped kitchen timer. After 4 Pomodoro it comes the big break which is around twenty minutes. Of course, nothing has to cut an ongoing Pomodoro. 
 That is the way which I like and use mostly. In my opinion that is the best way to study because on the one hand I don’t feel any pressure, on the other hand I have a free time for myself. However, it has many other techniques like Important-Urgent Matrix, Pareto Analysis etc. Those techniques give actually opportunities for every person to choose a different one which suits best to him.
4. As a conclusion I can say that if some don’t manage his time actually is going to be more difficult to be confident at work or at class. Other disadvantage is not going to have a free time which will add more stress and of course, that person would feel very tired. As well I can say I am quite more organized, since I start this course and help me a lot to have more free time, although I work and study at the same time.
 
Page 4


Online Learning Experience 


  1.Before one year our lives had totally changed. And it is not just something like wearing face covering. It is everything that we get used. From studying and work online to staying at home without any social contact with our family and friends. The reason actually behind everything is the pandemic and we have to keep safe our and other lives because is better to meet our friends even after one more year, instead never to meet them.
 2.Online learning it’s actually not an idea from 2020.But give us a great opportunity to learn, to see our lectures and colleagues and at the same time to be safe. But as I mentioned that’s not new way to learn. This method was very useful in Australia and the students living in the desert. One of the most popular school which use that is Alice Spring School.
This school is in the center of Australia, which was the main reason to face many challenges. In that area was a difficult to find a normal education services and medical assistance. In the beginning of 20th century used radio for medical and other services. That is actually what did and the school. After over 30 years improvement they finally become in 1950 officially first “School of the Air". And after a long way of find a way to teach and learn from distance in 2000 they went online. So this was the best way the students to study from distance without to be necessary to travel every week over 200 miles. 
3. Nowadays we use that method all around the world, which help us instead to lose a year without learning or to be at risk we study online. Sometimes it has some technical issues, and that make a little bit more difficult our study, however, is a very helpful and the only way for the moment.
In my opinion is better to learn face to face. In the one hand is hundred ways much better from psychological point to be at the classroom, because we meet a different people, talk with them which is better for our mental health. On the other hand, is much easier to hear the lecture, to be concentrated compared with the online learning. One of the biggest disadvantages is that sometimes we just can’t be enough concentrate. There are many reasons for that like some noise from our roommates, or our animals, children. Other is in case our internet stop, is not possible to continue with our study. One of other disadvantages is that the new students like me, still even don’t know what the feeling is to study face to face at the university. Always when I overthink about to be in University, I imagine everything, which I saw on the movies. That's one of the reasons I can’t wait to back at the classroom.
Increasingly, organizations are embracing web-based learning as the fundamental conveyance technique to prepare employees (Simmons2002) At a similar time, instructive foundations are pushing toward to utilize the web for conveyance both nearby and distance.They are a few advantages cried. 
Internet Learning don't know time zones, location and distance so there are no issues. The understudies can get to materials any time. Also, the talks can be simple to transfer materials in genuine time, which is again incredible freedom (The theory and practice of online learning)
4. As a conclusion I can say face to face always will be the best way to study and even to work.They are many advantages like better mental health and easier study and work. But because of the difficult and complicated situation right now the best opportunity for us is online learning. Now the most important is to be safe and still to learn new stuffs gain knowledges and improve our self.
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  Academic Writing 

 1.Nowadays people say first impression is the most important. That's why is very important to make sure we write academic. Because if we write with faults and go at some interview for job or write to some official institution, it will make bad impression. It will help as well to write a report, documents and Etc. In many important jobs is necessary to have that knowledge for example Author, Scientists, Politics and Etc.
 2.In life we need to have many skills. One of those is Academic Writing. Every day we write emails, letters, to institutions, at workplace like colleagues, managers and Etc. Is always required to write academic without mistakes and to look professional. If for example we make a report for our supervisor and is not good written, this person will definitely start to think, what that person does in my team when, doesn’t have a normal skill to write.
At my course in the University, we also study Academic Writing. Since I start to study, i improve much more mine Academic Writing. Thanks that I have the knowledge how to write properly report or letters. Before that still I had some skills, but I didn’t know a lot of stuffs like how to write official letter or email, why is important to write academic, where and when will help me, what structure is necessary for writing report etc. I learned and very important grammar rules. After that I feel much more confident and even now while I am writing this report.
 3.To write academically there are ten  principles.They are clear purpose, audience engagement, clear point of view, single focus, logical organisation, strong support, clear and complete explanations, effective use of research, correct apa styles, writing style. All of them are very important, but in this report, I want to highlight the clear purpose, clear point of view and logical organisation, as those are the principles which took my attention.
Clear propose the objective of your paper is to address the inquiry you acted like your theme. Your inquiry gives you a reason. The most well-known purposes in scholastic composing are to convince, dissect/blend, and educate.
Clear point of view. The objective of your paper is to address the inquiry you acted like your theme. Your inquiry gives you a reason. The most well-known purposes in scholastic composing are to convince, dissect/blend, and educate.
Logical organisational. Academic writing follows a standard organisational pattern. For academic essays and papers, there is an introduction, body, and conclusion. Each paragraph logically leads to the next one.
The principles help me a lot to write this report as well. Of course I will use them and for any other report or essay as the knowledge I have from the university. Everything what I learned will help me in my future career and my own business.
 4.As a conclusion I can say the Academic Writing is one of the most important skills. The first impression is the most important. That's why, help us in the University and at the Workplace. And help us to look more professional.
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CV Writing

 1.One of the most important things when we are looking for job is actually to have impressive and good looking. That is how we present our self and make the first impression to our eventual future manager. Without a good CV, nobody will invite us for interview. One workplace usually receives over a thousand CV for one available job position and invite around 50 up to 100 from the candidates. Sometimes is possible to be the best person for some job position but is the CV don’t take the attention of the manager, then even we don’t receive a call.
 2.There are some very important steps for creating the best CV which will give us at least a invitation for interview. First to write the recent experience. This will help to the manager of the company to decide to do you fit in this job position. Is very important also, what kind of qualifications you have. Second important things is to give correct and good written information like names, email, home or telephone number. Your address as well is very important,
because sometime the person who live more closer to the workplace will be more suitable for the position, because will be easier to reach the place, however, is very important what kind of transport you use. Is possible to give and a social media like information, but is better if is Liken-din or something more related with work. Is good if we mention our hobbies is always a good if the manager knows something more about you.For example, i love to travel and definitely when I am looking for job in the tourism industry, I will mention that. That stuffs I had learned with my experience like a job seeker and from my course which I am sure will help me a lot in my future.
 3.There are three golden rules which can help us to have the perfect CV.First to write a profile of four paragraphs and they should contain a very short resume of what is my CV about.
The second golden rule is never to leave an empty page, because the cv never have to be too long, the employers don’t have a time to read every single page.
And the last one is to make sure that the education is written in the middle of the first page. It will make it stick out. These 3 rules will give a bigger chance to be hired.
There are and some mistakes as well that we often make like use a wrong word which the employers don’t like or write the names of companies and colleagues in lowercase.
4.As a conclusion I can say that a writing CV is one of the most important things inour lives. To be possible to go in interview and being hired we need to have the perfect CV. I had learned a lot from books, personal experience how to write a CV but my course at the University helps me a lot to find my mistakes in that skill and to improve it.As the CV is the first impression is necessary for every person to have that skill.
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Appendix 


Appendix 1-Time Planner 


	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8am
	Breakfast
	Breakfast
	Breakfast
	Coffee
	Breakfast

	9am
	Coffee
	Coffee
	Coffee
	Uni
	Coffee

	10am
	Walking
	Walking
	Walking
	Uni
	Walking

	11am
	Walking
	Walking
	Walking
	Uni
	Read Books

	12am
	Lunch
	Lunch
	Lunch
	Uni
	Lunch

	1pm
	Read
	Work
	Work
	Uni
	Study

	2pm
	Uni
	Work
	Work
	Late Snack
	Study

	3pm
	Uni
	Work
	Work
	Study
	Work

	4pm
	Uni
	Work
	Work
	Work
	Work

	5pm
	Uni
	Work
	Study
	Work
	Work

	6pm
	Uni
	Study
	Study
	Work
	Work

	7pm
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner

	8pm
	Study
	Study
	Study
	Study
	Study
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Personal Details

First name:

Last name:

Gender:
Birth date:

Citizenship:
Ilive in:

Work Experience

Martin Dimitrov
Naydenov

Post address:

Martin

Naydenov

Male
23.06.2000

Bulgaria

London /United Kingdom

Email:

Phone:

martinnaidenov@abv.bg
+44 7842 511017
South Lane 105 KT3 5HL

Period:

Job Title:
Company/Organization:
Business sector:
Location:

Company size:

Salary:

Period:

Job Title:
Company/Organization:
Business sector:
Location:

Company size:

Salary:

Main activities and
responsibilities:

Period:

Job Title:
Company/Organization:

Business sector:

January 2020 - November 2020
Store Saler

Sakare

Healthcare

London

above 300

1500 EUR

April 2019 - October 2019
Receptionist

HVD Club Bor

Tourism, hotels and restaurants
Sunny Beach Bulgaria

above 300

400 EUR

4 star hotel in Sunny Beach a chain also in Germany

April 2018 - November 2018
Tour Guide
Emerald Travel

Tourism, hotels and restaurants

Location:  Bulgaria-Turkey
Company size: 100 - 300
Languages
Mother tongue: Bulgarian
Comprehension Speaking Writing
English  Fluent Fluent Fluent
Spanish Intermediate Intermediate Beginner




