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INTRODUCTION
Regardless of what we do in life, study or work, but every day we face with different situations and communicate with people. In order to effectively solve problems and adapt to different types of situations, we must have a rich arsenal of skills. 
Nowadays it is important to have academic abilities in order to acquire the necessary skills required in a work environment. The purpose of this report is to identify the importance and significance of scholastic requirements and abilities that are compulsory to be successful within a University and how this links with employment abilities. Skills acquired through higher education, namely the Academic and Employability Skills course, will be used in the workplace, such as organizing, meeting deadlines, time management, oral communication, problem solving and writing skills.  These skills are important to develop and improve as they will help students succeed in the future.
1. TIME MANAGEMENT
1.1 Time Management Definition
[bookmark: _Hlk57597583]Time management is the process of efficiently allocating, tracking and organizing time. What is time management for?
· allows to complete a maximum of tasks in a minimum of time;
· helps to concentrate efforts on the most important matters;
· enables to set aside time for rest and live life to the fullest.
This is important for every ambitious person, be it a student, entrepreneur or housewife.
The fast pace of life, especially in a metropolis, complicates the process of achieving goals, no matter if it is a performance in workplace, getting an education, raising a child or starting your own business.
If we have something to strive for, and we are unhappy with our results and want to become more effective or need help to overcome procrastination, then we need to master the skills of time management.
Effective time management is the foundation of greater academic performance and lower levels of anxiety in students’ education. Students need to learn to independently acquire knowledge, skillfully apply them in practice, organize their educational activity and time.
1.2 The Eisenhower Matrix: Time and Task Management Made Simple
The Eisenhower Matrix is ​​one of the most popular time management tools used by many people around the world: from ordinary hired workers and middle managers to executives of large firms and world-famous corporations. The founder of this matrix is ​​34th US President Dwight David Eisenhower. As you might guess, this person was very busy and had to do many different things related to his activities.
Eisenhower identified the following 4 categories of cases in accordance with the criteria - importance and urgency:
I) am urgent and important;
II) is important but not urgent; 
III) urgent, but not important;
IV) is not urgent and not important.
This classification is called the Eisenhower method. 
1.2.1 THE EISENHOWER MATRIX: MAKE URGENT vs. IMPORTANT DECISION WITH 4 QUADRANTS
	
	URGENT
	NOT URGENT

		
	IMPORTANT



	· Health
· Deadline driven projects
· Emergencies, unexpected problems
	· Regular exercise 
· Bills
· Assignments
· Being involved to parenting 

	
NOT IMPORTANT
	
· Some phone calls, emails
· Unimportant request
· Distraction
	
· Checking Facebook
· Watching TV
· Looking at cute pictures




The Eisenhower Matrix has four quadrants and two axes (vertical axis of importance and horizontal axis of urgency).
 The above example shows that I began to allocate time more competently by spending less time on social networks, and more time on important and urgent tasks. According to the presented table, you can see that my priority is health, deadline driven projects, emergencies and unexpected problems.
Thus, in the future, I will be applying the Eisenhower method studied in the module "Academic and Employability Skills" in the workplace and everyday life for the effective and productive use of time.
[bookmark: _Hlk57598146]                                1.3 TIME MANAGEMENT: CONCLUSION
In conclusion, I would like to note that the lack of planning and organizing in life leads to ineffective spending of our energy, money and time, and as a result, it turns out that the day passes in a rush, and nothing is really done, stress and overwork arise, dissatisfaction with ourselves grows. By managing our time efficiently, we will no longer suffer from stress and our works and tasks will be done on time and with great quality. 
[bookmark: _Hlk57598203]The task of time management is to rid our of the ineffective waste of an invaluable resource - time. We can’t learn to manage time and at the same time not value your own and other people's time. We can waste time, but also, we can invest time wisely.  Investing time in time management is not a cost, but an investment.  Successful people are different in that they devote enough time to invest in their future. Only in this way will we be competitive in the modern world.
2. CRITICAL AND ANALYTICAL THINKING
2.1 CRITICAL AND ANALITYCAL THINKING WHAT IS IT?
Most often, critical thinking is understood as the process of assessing the reliability, accuracy or value of something, the ability to look for and find reasons and alternative points of view, perceive the situation as a whole and change one's position based on facts and arguments.
Critical thinking the ability to analyse information from the standpoint of logic, the ability to make informed judgments, decisions and apply the results obtained to both standard and non-standard situations, questions and problems. The formation of critical thinking is one of the most urgent tasks of modern education.
Analytical thinking involves consistently analyzing data and situations in order to see cause and effect and use this to make effective decisions. Analytical thinking also includes the ability to logically analyze and synthesize information.

[bookmark: _Hlk57598359]2.2 THE ROLE CRITICAL THINKING IN LEARNING PROCESS
Critical thinking and analysis are vital aspects of academic life when reading, writing, and working with other students and lecturers. Learning Critical Thinking skills can also enhance our academic performance. Students who can analyse and think critically can understand how disciplines interact with each other. They can also understand the content in-depth and see knowledge as a useful resource that can be applied in everyday life.
Critical thinking is valued both in the university setting and in professional situations that will arise during the educational process or after graduation. Critical Thinking is important in life because it helps us to think ‘outside the box’. 
We should improve Critical Thinking while studying at the university, which will lead to further development of our judgments, evaluation and problem solving.
[bookmark: _Hlk57154980]2.3 CRITICAL AND ANALYTICAL TINKING: CONCLUSION
For the reasons given above, we can conclude that:
• Critical thinking is aimed at achieving high results in any situations that occur. In order to achieve it must involve gathering and evaluating information from as many different sources possible.
• Critical thinking often requires us to assess our personal strengths, weaknesses and preferences as well as their possible impact on decisions we may make.
• Critical thinking requires the development of your foresight competency and using it as far as this is possible. 
• The execution of strategic thinking decisions must take into account an evaluation of future consequences and ways of preventing or at least reducing the effects of potentially negative outcomes.
• Critical thinking involves analysing the outcomes of the application of decisions made and if necessary, implementing change
It may be assumed that our demands on critical thinking are overextended in the hope that it will help to create oriented meaning rather than analyse the information provided and the experience we have learned to see whether we can construct a meaning that would be appropriate and useful if necessary.
[bookmark: _Hlk57598456]
3. CV & COVER LETTER WRITING
3.1 CV AND COVER LETTER FIRST STEP TO FIND A JOB
A good resume sets a candidate apart from the crowd and gives him a better chance of getting an interview. The resume should be two pages long, and the information in it should be short but comprehensive. Include in it only the information that you think will be useful to the potential employer in order to evaluate you as a potential candidate and decide whether to invite for an interview or not.
The CV should be simple and easy to read. The job seeker must interest the employer and match the vacancy. Having a good resume is a necessity in the employment process, as it is a tool in the selection of candidates and their further invitation for an interview. Successful candidates are the people who have undeniably provided the employer with the best CVs and cover letters. An interview or group selection goes is certainly important, but only with a better resume can we get to that level.
3.2 WHAT IS CV?
A resume is a summary of your professional experience, skills and knowledge that is relevant to the job you are applying for. The main purpose of a resume is to help the applicant and employer find each other and determine whether they are suitable for each other for further cooperation.
 3.3 WHAT DO WE NEED TO WRITE IN CV?
     STRUCTURE OF CV:
· Start with name, address and contact details
· Introduce yourself 
· Summarize your skills
· Highlight relevant experience
· Shout about your achievements
· List any training, education and courses
· Mention any interests/hobbies (optional)
· References are available on request
3.4 WHAT WE DON’T NEED TO WRITE IN CV?
· Age
· Date of birth
· Gender 
· Religion
· Relationship status 
· Nationality 
· Weird colours, designs and fonts
· A non-professional email address 
· Lies (never lie on your CV. You can emphasize your good points, but never lie – you will just get caught out.)
· References (if employers want references from people, they’ll ask you.  
· Remember CV space for your skills, experience and achievements
[bookmark: _Hlk57598921]
3.5 WHAT IS A COVER LETTER?
A cover letter is a letter that can be attached to a resume to explain why we are applying for a vacant position, how we can benefit the company, and why we should be chosen. We can say that this is the candidate's story about himself as a specialist, but with an eye to the future.

3.6 STRUCTURE OF COVER LETTER
· Date and contact information
· Salutation/greeting
· Opening paragraph (chance to catch the hiring manager’s attention)
· Middle paragraphs (about experience and talk about the specific qualifications and skills that make you the perfect candidate)
· Closing paragraph (the main goal of closing paragraph is to thank the employer for their time and consideration)
· [bookmark: _Hlk57599401]Complimentary close and signature
CONCLUSION
Academic and Employability Skills help me as a student and also in the future workplace setting. I have become time-efficient, attentive to detail, and result-oriented since I have learned not to procrastinate activities. I can use the academic skills developed during my studies in real situations, not only during my studies, but also in my future career. With the help of the acquired skills of reflective, critical and analytical thinking, the process of solving problems, adapting to these problems and communicating becomes more effective. I believe I have gained adequate skills in academic writing after this course. With improved grammar, vocabulary, sentence structure, development of clauses, body paragraphs, and references, I can write an academic report or CV This module has helped me to improve my academic and job skills.
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APPENDIX                                                 
                                                                       MARYNA KRAINIUK
                                                                                  SE5 0NJ
                                                                         +44 7846587310
                                                                 marikoshalife@gmail.com
Personal profile:

I am flexible, reliable and possess excellent time keeping skills. I am an enthusiastic, self-motivated, responsible and hardworking person. I am a mature team worker and adaptable to all challenging situations. I am able to work well in a team environment as well as using own initiative.
Education:
05.10.2020-current                                                 Student                                  London
University of Wales “Trinity Saint David”
 Skills for the Workplace “Health and Social Care”
01.09.2009- 27.12.2012                                        Student                                 Ukraine 
Junior Specialist Diploma in Nursing Care “NURSE”

Training:
· HIGH SPEED TRAINING Level 2 “Food Hygiene and Safety for Catering
· Food Allergy Online Training
· [bookmark: _Hlk57328150]Fire Safety Awareness Training

Work experience:
March 2020- August 2020                  Butler/Waitress              London
Company of Cooks, Royal Opera House Hospitality
· Providing hight level customer service accordingly to the ROH rules in the restaurant, private dinners and massive events 
· Set up, decorate and prepare serving and dining areas according to specific directions established by manager, clean up after guests have left
· Seating customers to their tables, taking orders, serving food and drinks
· Effectively communicated with kitchen staff regarding customer allergies, dietaries or other special requests

September 2018- January 2020                Waitress                                  London
Mayfair Catering service LTD 
· Provided exceptional, friendly and fast service 
· Serving hot and cold dishes, hot and cold drinks
· Preparation of cutlery’s and tableware for serving 
· Prepare drink reception 
· Cleanliness and workplace cleaning
· Communicate with kitchen staff, help in preparing fruits, snacks, cheese plates

July 2013-June 2018                                        Nurse                                     Ukraine
Zaporizhzhya City Clinical Hospital № 6 (A&E Department)
· Assisting doctors with examinations patients 
· Measurement and recording patient vital signs and symptoms (blood pressure, electrocardiogram, saturation, temperature, anthropometry, collection of biological materials for laboratory tests)
· Carrying out manipulations prescribed by a doctor (including intravenous, intramuscular, subcutaneous injections and infusions)
· Control, receipt and storage of medicines and potent drugs 
· Interaction with doctors, patients, other departments and co-workers about treatment and organizing of patient care.
· Filling up medical documentation 
· Providing support and information to patients and relatives

October 2008 – June 2013                  Health Care Assistant                      Ukraine 
Zaporizhzhya City Territorial Center of Social Services 
(Department of social assistance at home)
· The provision of social assistance to pensioners and disabled citizens
· Purchase of food, medicine, consumer goods
· Assistance in paying for housing and utilities (filling out receipts, paying for services)
· Help with cooking or delivering hot meals
· Assistance in attending cinema, theaters, exhibitions and other cultural events
· [bookmark: _Hlk57332511]Accompaniment to medical organizations, interaction with the attending physician, test delivery
· [bookmark: _Hlk57327751]Assisting in the preparation of documents for hospitalization, escort to inpatient medical facilities for hospitalization and visiting the ward in these institutions. 

Skills:
· Interpersonal skills
· Empathy 
· Strong attention to detail
· Problem solving 
· Critical and analytical thinking skills                                                                                                                  
· Time management skills
· IT skills
· Languages:  English – Intermediate; Russian, Ukrainian – Native.
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