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INTRODUCTION


For a person to be successful in his career he needs academic and employability skills, this has a very important role and demonstrates how capable the person is. Throughout life, person X can change several jobs, but no matter in what sphere or as who he wants this person to hire some general skills. What we learn at university is the first and one of the most important steps that guarantee our success, we learn how to apply it correctly, how to analyze the market, and understand where we want to go. The university teaches us how to use a computer, programs such as excel, word, the ability to access and find the information we need. Of course, much of what we learn in college can be learned in high school or college, or even at home individually. An important factor that you receive from the university is teamwork, which can be used every day. Seeding or volunteering is another strength that teaches us and shows us our strengths and weaknesses, and we need to do it to have better skills. Also, a very important thing is how involved we are in all these projects (university, teamwork, volunteering) the desire to learn new things and to develop the skills we have is the key to our success. Time management in my opinion is one of the most important things we learn, to set priorities correctly and to understand what we have to work on and how much time we can devote to this, this makes us more organized and able to solve any problem in his time, so as not to have failures in the duties we have, to do the task correctly and on time. Reading moodle and analyzing them more deeply, writing notes, is the thing that will play a big role in hiring you in the future for the desired job. Of course, we can't say that the person who doesn't study at university doesn't have the skills for a good job, but if you as a man with goals, come to university to learn and evolve, it's logical that you have more strong points.


CV


The CV is a history book with all your strengths and weaknesses, your experience in other jobs, where and what you studied and why you want to apply for job X.Before having an interview with the employer, he reads the CV sent by you. To have more chances to be received while working, it is necessary to have a correctly written CV, to have more chances compared to other applicants. A good resume should be brief, clear, and concise. (1-2 pages). A correct CV must also contain several parts:
First of all, this is our data: Name, telephone contact, email address. (+ optional address, Linkedln), a plus would be if the name and contact phone number will be on both pages. After personal data must be listed skills and abilities, achievements. (CertHE / GCSE etc). The next point is, work experience, we have to write what job we had (job title), how long we worked on this job (month and year) of each period of work. The next point should contain additional responsibilities, hobbies, interests. This is an important thing for the employer to know what motivates us, it is an opportunity to show that we do more than study or work. A good resume should be easy to read, as well as aesthetically appealing, not contain grammatical errors. The Academic and Employability Skills course helped me how to write a CV in the most professional, to have a higher chance of being accepted for the job for which I applied. This course helped me a lot to understand what mistakes I made now in my previous CV, which means that now I am one step closer to the job I want to get.








COVER LETTER


A covering letter is a more detailed knowledge of you. Here we have to write why I am the best candidate for the position I applied for. Many employers do not require it, but this can play a very important role when applying for a good job. Here we need to give a more detailed description so that the employer understands that you are the person who will benefit his company. Also here I have to write about what job I applied for and how I found out about this job. Also here must be our data (name, contact number, email), area of ​​study/expertise, our career goals. Also here we can write what job I have had so far and why I am the most suitable candidate. (skills, abilities). The cover letter must be designed as a simple sheet of paper, no more than a4 pages. An important thing is to know what this company is doing and to believe why we can bring the company to a new level. We can write what reviews we have from the last job, for example: I worked at company X, and I was rewarded by the company because I had strong feedback from customers ( 4.9 stars), plus my sales were 20% higher than other colleagues). The last moment is to thank them for spending time reading my email and for wanting to come to an interview with them, be polite.













TIME-MANAGEMENT


Limited deadlines and a list of tasks that seems to get longer every day, we have these moments every day both in personal life and at work. The main purpose of time management is to be able to manage our time correctly for the activities we have, or the goals, to be more efficient and more productive at what really matters.
Time management is defined as the decision-making process that structures, adjusts a person's time to change conditions. we have some skills that help us to successfully do everything we have planned and these are: awareness, adaptation, and arrangement (organization) (in my opinion this is the most important). An equally important thing is to set priorities. An make a list of the things you should do on a daily, weekly, and monthly basis. We need to know how to correctly divide university tasks, jobs ,and household chores. Effectiveness and efficiency are two different things that must be used at the right time and place. A problem can be solved efficiently but not effectively. A big plus in time management is when we find our peak performance time, then we can do the most important things. Take a future time perspective, or try timing-up. we must correctly understand the urgency and importance of the things, an urgent thing must be done now at the moment but an important thing deserves more time and deeper analysis. Using a calendar app is also a very important thing, we always make notes with ideas or what we need to do, we do this right away and we don't leave it for later, because after we can forget them we don't write a word or two, because fail to describe the task's importance, expected quality. Time management is a critical aspect in the life of everyone who has a career or leads an active lifestyle with many tasks, meetings, goals. It is also logical that there may be days when something is not received or we do not succeed, we must not be discouraged, we take a break after which we must understand why one thing or another has not been received. Time management is a very, very important thing to achieve our goals and understand our mistakes.





























Public Speaking and Presentation Skills


If you are a student or work in a company or an office, no matter what job you have, you need to have presentation skills. a person with skills is much more likely to advance and promote himself in the company he works for. It is very important when we have a presentation to speak with a clear voice, not to speak quickly so that the people who listen to us understand all our speech. An equally important thing is that we can repeat critical information, we must not talk incessantly, we take a short break so that people not only hear but also understand what we are talking about. The next important thing is our gaze, we have to look at the public and uses natural gestures if we gesture in any case not to turn our backs on the public. In strong companies, word presentations are practically not accepted, a powerpoint presentation with notes and the enthusiasm and confidence in what you are talking about your presentation is the key to success. There are several types of presentations: in person, in a group, at the university via webcam, and presentations in front of the leader or boss at work. The message we bring to the public must be clear and easy to understand. A perfect presentation is also when the information you have gathered from books or the internet is valid and correct. Before any presentation, you have to rehearse, even if during the presentation you lost your mind try to ask the audience if it is still clear, in no case do not try to create something or change the theme from which you have the presentation, be confident in what you say. Honestly, not until I learned this subject at university, I didn't think it was so important to be able to make a presentation and it's harder to present it in front of a group of people. The presentation skills as public speaking is an extremely important thing nowadays because many good positions require a presentation from us to colleagues, leaders or bosses. We do not forget at the end of the presentation to ask people if it is still clear and if anyone has questions to ask us.
Conclusion


In conclusion, the Academic and Employability Skills course had a strong impact on me, I understood how to act correctly and my eyes were opened to many things that we do not consider important. Due to what I worked on in the team, that I worked on the project alone and analyzed my weaknesses, now I am well prepared and I know what and how to do correctly. I want to start from what I first understood how to correctly make a CV, what date to contain that resume, and what are points must be applied immediately to create a correct resume. A correctly CV resume is a little story representing us and what skills we have, where we started, and where we want to go. A cover letter is also something new for me, here we need to understand how to correctly position our skills and successes in front of the employer. For example, to how many things I applied I never sent a cover letter. Time management is a topic very much appreciated by me, which made me change my life completely, until now I have never used the calendar application to write my ideas or plans or things I have to do. I understood that everything must have its time, a well-calculated and well-thought-out thing is a step closer to what I want. Public discussion is also a very important topic that having these skills you can correctly, explicitly and without emotions to discuss, present or clarify any projects or topics. All these topics that I studied at university will be evolved daily, I will work on every moment to become a stronger person in myself and to know how to position myself correctly about other people.
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