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Introduction

In this report I will be evaluating my experience in the programme Certhid Skills for the Workplace, and how this experience has impacted my personal and professional development. 
My name is Jesica Mora, for the past years I have been working towards the improvement of my academic development. I have complete English Level 1 and Mathematic Level 2 at Croydon College. I decided to complete those courses with the intention to improve my written and spoken English.
My intention is to be able to qualify the requirements needed to be able to progress my studies to university level.
 I decided to enrolment in the University San David, in the programme Certhid Skills for the Workplace because the program is composed of modules that are related to the career I want to persuade in Management and Human Resources.

At the beginning of the course I was a bit nervous as I did not know how we were about to attend lectures, submit assignments or access to the module’s material. Receive lectures and anything related to online learning was something I have never experience. However, due to the current circumstances that has affected all of us, I am very confident and please with the dynamic of the online learning that I have been receiving from the university. 
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Time Management
week 1 
[bookmark: _Hlk58864041]On the first week of the module we learnt and explore subjects such as time management, organising space and organising resources.
 I personally enjoyed this module because it gave me the opportunity to analize and improve different aspects of my day to day life. 
Learn and explore these subjects has helped me to gain more control on how to set priorities and manage my time. It has improved my time management skills which has impacted positively in my ability to plan and execute daily tasks.

I been using time Management: The Eisenhower Method and the week calendar with hours Template.
I encouraged to develop short, medium- and long-term goals so you can organize your time and tasks well. 
I realise is very important for me to classify my tasks in to urgent such as emails, phone calls, meetings, work-related tasks etc and the ones that are more time‑permissive or with a lengthy deadline.
I have realized that task classification should not only be regulated to deadlines but also in contribution to my final goal. 
For instance, those tasks that contribute to the achievement to a final goal should also have priority.  An example of this are how I managed my working and study time. When I plan my day, I need to consider tasks that involved work and my studies, so I ensure I have plan plenty of time on my day to work and study without fail at any. 
Most of the times my work task has a shorter deadline than my studies or assignments, however both are equally important. For instance, when I plan my day, I include task of both subjects despite deadlines, as all of them twill contribute to my final goal and what I want to achieve. 
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On the other hand, not urgent activities, like socialising are not as important. When creating and planning my day, I do include them in the planner. However, they priority comes after the urgent tasks. 
I consider myself to be very organised and one of my routines is to plan the day the night before or before leave work for the day, I spend the last 15-minutes organizing the office and composing a list of the most important tasks for the next day.
During my morning routine, I write down the 3 or 4 most urgent and important matters that need to be addressed that day and work on those. I tend to use online calendar for organisation. Calendars are a fundamental tool for time management.
With the new technology, I have found interactive calendars which allows you to access it from multiple devices, easily schedule meetings and appointments, set up reminders, create time blocks, and schedule recurring events. 
I think it extremely important do not waste time waiting. I will be honest. I cannot stand waiting. It is not that I am impatient. It is just that I know that this is time that could be better spent elsewhere.
However, instead of wasting this time, I have found ways to make the best of it. 
The benefits of personal planning can give you a clearer sense of who you are in the world and what you want from your life.
Although we all take different study types, I decide bought The Study Skills Handbook and a good strategy is revising the information you been receiving from Moodle. 
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CV Writing 
week 7
In week 7 we learnt about CV writing. A CV is a document that provides information about an individual with the aim to persuade an employer to consider who you are, your qualifications, work experience and your skills for the job they are promoting or to progress in the selection process of the company. 
The personal information that are found in CV’s are candidate full name, email address and phone number. To provide a correct structure in the formatting of the CV, this information should always be at the top of your CV. Including your full address if needed. 
Consequentially, the professional profile or personal statement will follow. 
The personal statement is the space where the candidate introduces themselves to the HR manager. It is a short, punchy paragraph that tells who you are, your relevant skills and a key point in relation with the job and company. 
Additionally, personal statement should be clear and concise with not more than 3 lines. 
The following paragraph will state the education, qualification and work experience. 
The right structure of this section is to write, Title of qualification, CertHE / GCSE, etc, final result and it is important to remember to always lists most recent qualification first.
Same with the job experience. In this section is recommendable to mention just the jobs that can be related to the offered job. The correct way to format this section on the CV is to write the Job title and a briefly description of what you were responsible for and key achievements. I believe this section is the most important one, so I always try to be as detailed and possible. Employers always look for similarities in the previous job experiences as I way to ensure the candidate will have previous experience in the desired and expected duties.  
I did not know, and I was very surprise when I were told that we need to add responsibilities in the job experience description.
To finalize the CV, there is a section called hobbies. This is an opportunity to provide a bit of information about personal preferences. This can be also a opportunity to show the employer what are your interests and what you do with your free time. Usually it is also an opportunity to talk about an extra skill that might be interesting for the employer to know. 
 On the last section of the CV, I attached my references. This is a very important information as usually employers relies on the references from previous managers. This the best way to know how other perceived your performance and how your performed in previous jobs. I have attaches two references from tutor and a previous manager. I always had a problems when making my CV but with the information I receive in class I am clearer about the relevant information that I must need to include. I made some 
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notes in the class and the most important for me was check the spelling to avoid mistakes, make sure it is no longer that two pages, the use of different fonts such as bold, Italics and underlining and the use bullet points. It is recommendable not to use colours and make sure you CV it is easy to read.
The document must look clean, polished and void of any flourishes that could distract from the important things. Avoid fancy graphics or images.
An advantage that I got from this module is the extra help and information the university provides on Moodle. They have a have a PowerPoint presentation showing the structure and how to make a CV, Office Manager CV, CV skills based, examples, CV template and videos. 
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Name: Miss Jesica Mora
Mobile: 07455557660
Email: jessy11211@hotmail.com
Flat, 122 192whytecliffe City Road CE5 29Z  
>	I am a highly motivated individual
>	I assume leadership roles when faced with unexpected challenges
>	Strong self-organization, time management and prioritization skills 
>	I could operate under pressure and deliver to demanding deadlines
>	I actively find solutions for upcoming difficulties and always maintain high level of customer service
LANGUAGES
English and Spanish
TECHNICAL SKILLS
Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Microsoft Outlook
	


Karen Millen 
House of Fraser Croydon 
Retail 
2017-2019 
	-Welcome and greet customers
- Be ensure high levels of customer satisfaction through excellent sales service
-Maintaining outstanding store condition and visual merchandising standards
-Maintaining a fully stocked store
-Recommend and display items that match customer needs
- Manage point-of-sale processes
-Actively involved in the receiving of new shipments
-Keep up to date with product information
-Accurately describe product features and benefits
-Follow all companies policies and procedures
- Dealing with complaints in a patient and helpful manner
-Take and record orders through a computer system in person or over the phone/e-mail





			
	


Coast
ales Assistant
Debenhams Croydon
Retail
2017
	

- Providing information to customers to help then select the best products.
- Making sure the store is clean, tidy and safe always.
- Working as part of a team and assisting colleagues when necessary.
- Taking delivery of stock from suppliers or warehouse and storing appropriate.
- Keeping up to date with all current promotions within the store.
-A proactive and passionate attitude towards sales.
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Dune London
Shop Assistant
House of Fraser Croydon
Retail
2013-2015
	

- Greeting customers who enter the shop
- Be involved in stock control and management
- Assisting shoppers to find the goods and products they are looking for
- Being responsible for processing cash and card payments
- Stocking shelves with merchandise
- Answering queries from customers
- Reporting discrepancies and problems to the supervisor
- Giving advice and guidance on product selection to customers
- Dealing with customer refunds
- Keeping the store tidy and clean.



EDUCATION
2014 – Croydon College
Course: Business Administration Level 1

2004 – University of Central Ecuador
Course: Finance 
Units studied: Finance, Financial Decision Making, International Business, Project Management, Managing Business Operations, Managing Information, Business Environment, E-Business, Business Research, Human Resource Management and Marketing.
INTERESTS
I love fashion and always try to keep up to date with current trends, as well as designing and customizing my own clothes. I enjoy browsing through vintage shops to find classic clothes that I combine with current ones. I am a fan of films and reading as well as travelling. I enjoy tasting foods from the different places I have visited.
8

Cover letter week 8 
During this week, we leant about Cover letter. This document help candidates to gives an employer an introduction of themselves and a fist impression as a complement with the CV 
In the Cover Letter I needed to introduce myself, the position I applied for and a brief persuasive message in which I include the reason why I was interest in the position and some relevant experience that the employer might find interesting. 
Additionally, I made this very important note at the last paragraph called “Call to action”. This inform the employer that you would love to get interviewed and thank them for they time.
If you write in a Business Style, is important to keep your sentences short and focused. Be unemotional, specific and most importantly, be polite. You need to write about the job you will apply, Read the job description careful and write a covering letter accordingly to the job you are applying for. 
This module has helped me to gain confidence when elaborating cover letters. 
 If I need more information about how to write a Cover Letter, I can find in Moodle Cover Letter traditional example, templates and educational videos. 
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Jesica Mora Mera
Flat, 122 192whytecliffe City Road CE5 29Z  
Jessy112111@hotmail.com



It was with much interest that I read your advertisement for a Retail Sales Associate at Mango.
As an experienced associate with two years’ experience creating pleasant shopping experiences for the customers of “Karen Millen ,” an upscale shoes boutique, I can bring to you rich product knowledge, merchandising talents, and an enthusiasm for fashion that will ensure my success in becoming a productive advocate for your wonderful brand.

As a sales associate for a highly successful shoes brand, I understand the importance of reliability, flexibility, and a strong work ethic, and am available to work overtime and on weekends to help ensure the success Mango at House of Fraser Croydon .
Might we please set up an appointment for a personal interview? I would love to learn more about your store operations and am eager to explore how I could best contribute to your strategic sales initiatives. Thank you for your time and consideration.
Sincerely,
Jesica Mora Mera 
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Conclusion 

To conclude, the overall length of the module was of 10 weeks. 
I am very pleased with the teaching I received as the information provided has helped me to improve many aspects of my employability skills, such as time management, CV writing and my cover letter. I have seen the mistakes I made with the way I used to make cover letters and CV’s and I have had the chance to improve them. 
In addition, the completion of this module has push me to improve my written and spoken English. I have gained more vocabulary for the work environment and I have notably improved my writing. 
This term has inspired me to continue my studies and complete the course. I believe all the skills I have gain and improve from this module will impact positively in my future studies and professional career. 
I will continue my studies and improve my social skills and communication day by day.
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