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                           1.  Introduction
This is a discussion of my understand in Academic and Employability Skills and how I am developing in this area. 
I came for this course Skills for the Workplace, because I would like to improve my academic skills and my career. In future I hope to be Hospitality Manager, but in the begin I did not know how can achieve this goal, so now this course help me to organising my study, understand time management, be responsible for my own study, create my personal development plan, understand the skills I have and need, understand what is employability skills, academic writing, in particular how can I paraphrasing and summarising text or paragraph, the importance of referencing in academic writing.
To achieve my goal in  became hospitality management I am conscient that need skills like communication skills, IT skills, presentation skills, team-work skills, time management skills, leadership skills, problem-solving, customer service skills, multitasking skills, cultural awareness skills. The moment I have communications skills, time management skills and IT skills, then I need to develop leadership skills, multitasking skills, problem-solving skills, customer skills and cultural awareness.
This is my first time in one university, but I like challenge and I am ready to do all enforce in via to achieve my goals.


2. Organising Study
In order to successfully achieve an objective that could be study or work, you have to get an initial organization. This organization will help you to outline the necessary steps for this purpose, knowing that you cannot achieve everything at once and that you need to go step by step.
In this course I learned how to organise my study because now I know lot of tools can use, like Time Management, Personal Development Plan, Swot Analysis, etc
· Time Management 
It is the way that help you to organise life or tasks, you have to be clearly in what do you need to do in one day, one week, one month, one year etc, then you have to divide your time for all of them, but do not forget the rest time, try to be honest with yourself and using the time effectively, avoid the time wastage.
Firstly, you have to set smart goals, that is mean specific, measurable, achievable, realistic and time-related, make the to do list, can be daily, weekly, them force your-self to do on time all the tasks.
Time management is the method that put in order and arranging how to isolate your time among particular exercises. Related to the manner that you simply compile and arrange how many times you take on particular exercises. Good time management allow you do the task more intelligent, so that you simply get more drained short time, indeed when time is short and weights are high, to be active is not the same as be effective. If you do not control well your time for different task you can get stress (http://www.mindtools.com).
In my weekly to do list, I have Monday and Thursday go to University, Thursday 4pm go to work in the restaurant, Tuesday and Wednesday, go to work double shift, Friday go to Library, Saturday morning study, afternoon shopping, night go out with my girlfriend, Sunday morning gym, afternoon lunch with my friends, then at least I try to study 30 or 40 hours per week.

· Personal Development Plan
This is the process that help you to be responsible for your study, define aims and objectives. You have to make your-self question like: where I am?  Where do I want to go? What skills do I have? What skills do I need? What skills do I have to develop? Them make your personal Development Plan and follow it; the plan must be in short-term, mid-term and long-term.
Personal development plan may be a procedure you will be able use to gotten to be mindful of skills you have got, distinguish and create skills you wish, work out understand want to attain and how to realize it, center on potential ponder, vocation and individual advancement alternatives and aims. 
 Supports the thought that studying could be a deep rooted and life-wide action. The method of PDP can fortify the capacity of learners to think about on their claim learning and accomplishment and to arrange for theirs possess individual, instructive and vocation improvement. This can be a center studying prepare, required all through the instruction framework and in numerous business and proceeding proficient improvement settings (http://www.help.open.ac.uk).   
My short term PDP is studying to pass this  3 terms in all modules successfully, finish this Skills for the Workplace course, for this I am aware of the skills that I need, that I have and those that I must develop.
In the med-term I want to enrol in a Hospitality Manager course and achieve the role of Head chef in my workplace, for that I will do a course of Head chef online.
In the long term I would like to successfully complete the Hospitality Manager course and work as a General Manager at the restaurant where I am working.
 
· Swot Analysis
This is a technique you can use to understand who are you, your strengths, weaknesses, opportunities and threats, then you have to keep going with your strengths, try to improve your weakness, get ready to catch opportunities and protect against threats.
SWOT analysis is the understand of your circumstance by check your-self at Strengths, Weaknesses, Opportunities and Threats. This is very important vital arranging instrument, since it makes a difference to deliver you an all-round see approximately you. Valuable like manner to distinguish zones for advancement, and as portion of career discourses. Its basic and facile manage structure cruel that it may be utilized exceptionally effortlessly without support. 


Could be a way of analyse at your situation by identifying Strengths, or those regions where you have got an advantage over others, or a few special assets to misuse; Weaknesses, or regions where you will be weaker than others, and may find that others can do superior than you; Opportunities, or conceivable outcomes that you just can take advantage of to assist you accomplish your objective and aspirations; and Threats or things that will avoid you from get accomplishing your objectives (http://www.skillsyouneed.com).
I get feedback of my swot analysis and now I know that I am dedicated, like challenge, good time management, have a good writing skills, patient and careful, committed, assertive then I have to improve my verbal communication, presentation skills, creativity, concentration, self-confidence, problem solving. I looking always for academic opportunities, available scholarship, work in team, get academic experience, earn money, work abroad, continue education, growth of knowledge, place to learn thinking; then try to avoid threats like colleges that do better than me, not a good leader, my classmate are highly intelligent and efficient, same of my colleges spread English better than me, funding, covid-19. (appendix1)

3. Employability Skills
Employability Skills are transmissible abilities very important in different work. Include the advancement of a mastery, information foot or mentality that creates you alluring to managers. 

They frequently move forward your execution, belittle slip, allow cooperation between co-workers, empowering you to work viably. Most managers seek for determined abilities and qualities in work interviewee in expansion to scholastic capabilities. 
They have a vital part in moving forward your execution and esteem within the work environment. Can moreover have an effect on your capacity to advance in your vocation.
Vital skills that help you more alluring to imminent managers. The best thing about possess these characteristics is as it may assist get more advantage than other work interviewee in the same role. 
If you are going to apply for a job with another person who has the same qualification, you are more likely to get the job if you have skills compatible with the role. Some employability aptitudes are looked for particular businesses. You will be able plan yourself for a meet or type in yours continue for a specific role by investigating which business aptitudes are fundamental in your industry (http://www.indeed.com).
Managers regularly hunt for people who have a lot of qualities. Workers ought to have the fitting individual transferable abilities, inspiration, particular aptitudes and capacities required for a specific part and identity in arrange to do well. These qualities will be distinctive from association to association, but there are a few characteristics that are seen as important, whatever the association. 


 Graduate Managers as a rule explore for spurred self-starters: certain people who are autonomous, who can lead and work with others, and who can include esteem to their trade (Morgan, P. 2017).
This is the capacity that people have to do something properly; if you looking for the job, you have to know that there are same skills that employer looking for, like communication, time management, planning and organising, self-motivation, technology, team work, etc., so you have to be ready. 
When you go to the interview, have more chance to get the job because the employer recognize capacity in you, that is mean he believes that you can help the company to achieve the goals. This module is very exceptionally supportive for me because I gain more confidence and competence as an effective employee (appendix 2).

4. Paraphrasing
Paraphrasing includes utilizing different words to express which another people has said or wrote. Paraphrasing appears not as it were simply are tuning in, but merely are endeavouring to get it what the other people is saying. 
 It is regularly the case that individuals hear what they anticipate hearing due to presumptions or partialities. When paraphrasing, it is of most extreme significance merely does not present your possess thoughts or address the people considerations, sentiments or activities. Your reactions ought to be non-directive and without judgemental. 
 It is no easy to stand up to the enticement to inquire questions and when this strategy is to begin with utilized, reflecting can appear exceptionally stilted and unnatural, you would like to hone this expertise in arrange to feel easeful (http://www.skillsyouneed.com).
Paraphrasing is very important because it help you to avoid the risk of plagiarism, demonstrate your understand of a text; when I write an academic repot or text, so I make sure that I can change the words, structure, but do not change the meaning (appendix 3).

5. Summarising
Summarising of the substance of a bit of writing, may be a brief memory or account of the most focuses of a bit of composing, activity or occasion. It regularly avoids unnecessary subtle elements, remaining brief and to the point. Having this ability is perfect for task or examination preparation. The reason of summarising permits the peruse to process little pieces of data in a straightforward structure so that they are able to get it the essentials of the content without requiring to perused it all. Summarising makes a difference understudies to sort the vital data from the unimportant. As a result, it can progress their memory for the subject and implement positive propensities amid reading. There are numerous method varieties for summarising information, such as intellect maps, bullet focuses, story retelling and composing outlines. These are utilized to observe the who, what, where and when from a chunk of text (http://www.twinkl.co.uk). 
When I make summarising, take care because I have to become the text short and clear, then keep the main facts or ideas of a text, passage, lecture, etc., try to be very clear to let people that never know about original text understand, and I never give my opinion (appendix 4).

6. Referencing
Citing and referencing data can be overwhelming for understudies who do not get it the standards.  Diverse teach, offices or speakers may require distinctive styles – check along with your teacher on the off chance that you are uncertain.
 Poor referencing may be a frequent procedure for understudies stop having quotation in task, therefore is very important get time to understand correctly. When composing academic task,  investigate, you wish to focus in other people is thoughts and words so simply ; donate the initial creator respect for their claim thoughts and job; validate your contentions; empower the peruse to take after up on the first work; empower the peruse to see how dated the data might be; prove that you merely have perused around the subject; dodge unfair practice.
There are numerous styles of referencing, one of the foremost well known (in UK teach) is the Harvard framework, the leftover portion of this article bargains with the Harvard referencing framework (http://www.skillsyouneed.com).
In academic writing I always  make reference when I use someone idea, that is to protect me, let the reader know that this is not my original idea, this is normal to follow books or people idea, but never forget to do the reference. 

7. Conclusion 
In conclusion I understood that Academic and Employability Skills, is very important Moodle to help university student to improve study and career. Possibility to learn how to organise your study. 
Manage your time and get time por study, work, family, hobbies, etc; make your personal development plan, to know where you are and where you want to go, making plan for your study and career.
Identify your skills, what you have, what you do not have and what you have to develop; importance of the skills and the skills that employers looking for, then student learn how to paraphrasing, summarising text or paragraph and referencing their report, essay etc.
There are more things that you can learn in this Module, so I am very happy with this Moodle, because I learn a lot of things, now I know how to organise my study and improve my career.
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1. Introduction
In this report I will make self-reflection how this module taught me to get it part of academic knowledge and how useful they are in my life and in my workplace.
I consider the module very interesting because it helped me to understand a lot of important things, like how to make Curriculum Vitae, prepare for the interview, how to make reflection, make analytical and critical thinking, talk in public, etc.
All these knowledges have helped me a lot in making progress in my career. When you correctly send your CV, prepare properly for the interview, you have chance to get the job more than other candidates.
Make a reflection is very important in academic, professional and in our life, because it help you understand things, to clarify idea. I follow Kolb and Gibbs because they have an interesting idea about how to make a good reflection.
I work as a chef in restaurant, and like talk in public, one of my role is create menu, often I need to explain new menu for my colleagues, so now I can do presentation better and help my colleagues and company properly. 







2. Reflective Writing
Reflective writing by and large contains components of depiction, examination and results or activity. 
In the event that you incorporate each of these components in your intelligent composing, you may further clearly see associations among your encounters, teaching, and theories. 
Reflective writing empowers you to make consciousness almost your rencontre and certainty – for facts, yours endue past rencontre, and link these with the suppositional education in your subject. It empowers you to imagine about what you have got know and the way have got teaching it. 
Reflective writing demand you to demonstrate that you can simply estimate what you look, brain, and create, by identify an expectation and probability.
 Whenever you do a reflective writing errand, you hope to design combination among what you have got been queried to meditate what happening in a schoolroom involvement and distinguished theory (http://www.monas.edu).
However, there are more reflection models, I will talk about Kolb’s Experimental Learning Cycle.





•Kolb’s Experiential Learning Cycle
David Kolb's experiential model of learning (Kolb, 1984) has been cited regularly within the writing on learning and advancement and has been utilized as the premise for creating preparing and advancement programs for a few times. 
It is come from people getting and considering around their encounters, or maybe them simple interesting and attempting to apply hypothesis. The essential guideline of the show is that, in learning a modern expertise, we go through four exercises in a cycle. 
The learning comes from the experiences, so the four stages are: Concrete Experience, Reflective Observation, Abstract Conceptualisation, Active Experimentation (Morgan, 2017).
When I started this course in July/19, in the first week of class, got problem because I missed the bus and arrived late to class, became sad and make reflection about this situation, tried to understand why, then I concluded that I needed to get up early in bed, have time to  take a shower, have a breakfast and go to the bus stop five minutes before, this is now my new idea, to make sure I wake up on time, started to set alarm and go early to the bed, from this day on, I never came late to class, this is my learning experience (appendix 1).

•	Gibb’s Reflective Cycle
Gibbs Reflective Cycle allows personal to imagine effectually approximately the appointed they had indicated an occasional instance, moment or action. 
By looking for the good and bad impulse of the situation, personal may learn from it. 
Reflection almost one is claim involvement can help to accomplish good manner or make things in an unhoped way within the future, these rencontres are too valuable (http://www.toolshero.com).
In my workplace, each day one chef is appointed to make lunch for the staff, I had just arrived and did not know, and they had asked me to make lunch, but it did not go well.
I was very nervous because it was my first time cooking in a big restaurant and I did not even know my colleagues well, and I had liked to ask them something, although I felt that something was not right.
My colleagues ate happily and tried to create a good environment, but I knew my food was not as good as theirs. Our chef ate and did not like it, because the legumes were overcooked, and the potato did not cook properly.



I made a reflection of the impacts positive and negatives, I realized that I should put the vegetables sometime after the potato and not all together as I did and control the cooking time and the chef also spoke to me and urged me to continue that I will make it, in life we also learned from mistakes.

3. Curriculum Vitae – CV
A Curriculum Vitae could be a composed outline of your aptitudes, instruction, and work involvement. They can be useful for an assortment of reasons, in any case, the foremost usual of these is to send to imminent managers when searching for an unused job. 
Some key data should always be add like your personal details e.g. title, address, phone number, a brief individual outline of who you are and what you are searching for; your significant key skills; work experience; education and capabilities leisure activities and interests; references in case vital.
 If you are, you will ordinarily be welcomed to meet, whether it is on the phone, face-to-face, or through a video organize. In case that goes well, you may at that point be advertised the work (http://www.reed.co.uk).


A CV may be an archive indicated at persuading an boss that who you are, your capabilities, work encounter and your aptitudes makes it beneficial for them to give you either work encounter or a chance to move forward in a formal determination prepare, necessary for  who needs to work for somebody else will ought to do at a few point in their life. 
Any CV is expected to be went with by a cover letter, that shows the manager a formal presentation of what you have within the CV. The key to composing fruitful cover letter is your capacity to type in concisely and clearly in a way that creates the boss fascinated by you (Morgan, 2017).
Usually the CV is accompanied by a short, professionally written introduction, with more details to clarify the employer, which is called Cover Letter (appendix 2).
CV is very important because it is the first step towards gaining employment, before this course I did not have a CV, but now I have my CV ready to send to the employer if necessary, this CV will be updated according to academic progress and professionals that I am reaching out to. Nowadays it is almost impossible for an academic to get a job if he does not have a good CV, the job search is done selectively, and the CV is the important step (appendix 3).

4. Interview
Interview could be a discussion with the reason of choosing whether a candidate has the capacity and adequate involvement to do well in a work role. 
We can compare interview within an academic examination, we never know what the address are reaching to be, just how long it will finish, and we ought to know where and when it will take put. 
We might too have a sensible thought of what the employer seeking out for but capriciousness in both circumstances comes from instability with respect to the question. 
Thus, the arrangement for both circumstances is exceptionally comparative, for an exam, we do amendment, ordinarily over a long time. 
We may imagine of an interview as an exam where the subject is yourself, so the modification you would like to do is to go back  and remember yourself of what you have depict in your application and the encounters you have got had (Morgan, 2017).
If the employer likes your CV he invites you to the next step which is Interview, that can be by phone or face to face, as it was in my case, then I had to take some care in how to prepare, as for example I reviewed the application, job specification, dressed appropriately, I did an analysis of the company, I will prepare for the questions that the employer could ask me.
 I also prepared some questions to ask him and I was punctual, when the interviewer arrived, I gave a firm handshake, I smiled at him, I walked confidently to the respective room, during the interview I always kept eye contact, it was a lively conversation and in the end of the interview he invited me to work at the company, left satisfied and went to dinner with my friends.

5. Analytical Thinking
Analytical skills allude to the capacity to gather and analyse data, problem-solve, and make decisions. Workers who have these qualities can offer assistance illuminate an enterprise issues and move forward it is in general efficiency and victory, might sound specialized, but we utilize these aptitudes in regular work. 
Employers seek for workers with the capacity to explore an issue and discover the perfect arrangement in an opportune, productive way. The skills needed to fathom issues are known as analytical skills. Hiring supervisors hunt for candidates who are able of utilizing clear, coherent steps and great judgment to get it an issue from all points some time recently executing an action.
Arrangements can be come to by clear-cut, deliberate approaches or through more imaginative methods, depending on the objective, both of them fathoming an issue require expository skills. 
These explanatory aptitudes are basic for numerous distinctive sorts of occupations in an assortment of areas (http:www.thebalancecareers.com).
In the kitchen despite having a good atmosphere, we have problems to solve every day, either with customers or colleagues because different culture, stress, racism etc. and the best way to solve them using analytical thinking. I often help my colleagues solve problems, more important than seeing the problem as a whole and seeing the problem in parts.

6. Critical Thinking
Critical Thinking is the improvement and utilise of data past memory and redundancy, it could be a shape of considering which is basic, where critical is more often than not taken to mean something that is negative and painful to get, instead of something that is supportive which numerous individuals would not have spotted or considered . 
Somebody is illustrating basic considering when they can recognise holes, mistakes, suspicion and shortcomings in others work; give a solid contention for a specific see and taking a specific course of activity, and give a clear and in some cases point by point elucidation of circumstances and occasions (Morgan, 2017).
Critical thinking is not just for criticise an idea, text or person behaviour, help also to solve problems in your life or company.
In my workplace when I face a problem, I looking immediately for the solution, but try first to analyse the problem, research a lot of information about, talk with my colleagues to understand the impact of this problem in their life and company life, I analyse different solution and get the better. 
This is a very important skills and employers always looking for.

7. Presentation Skills
Presentation is the verbal conveyance of data to attain a specific objective, for someone giving a presentation before others can be frightening, for any reasons, some of the time since it is fear of the obscure. 
The fact is that there are exceptionally few events when we likely have much authentic avocation for being apprehensive almost an introduction.
 In trade, the capacity to deliver a great presentation is understand as a principal skill, it is outlandish to manage in the absence of communicating, and presentations are a fundamental portion of commerce and work life (Morgan, 2017).
I work in the restaurant as a chef, the knowledge about presentation skills, came to help me a lot, because one of my roles is to create and explain new menu to my colleagues.
So I have used this skills a lot in my work more easily and with results quite positive, bearing in mind that in the restaurant there are people from different countries and different cultures, I use different ways so that everyone can understand. 
I no longer feel nervous because I am confident, when I have to explain a neu menu, come early to the meeting room, prepare the equipment and my power  point slide,  dress properly, start strong,  speak clear, keep it simple possible, focus in my audience, smile and eye contact and keep time for the question (appendix 4).









8. Conclusion
Finally, study this module was very important for me, because it became me better person in my professional career and in my life. I improve my way to think about something, I make reflection and do not repeat the same mistake.  I wrote my own CV and know how to prepare for the interview, then help my colleagues and friends when they need to apply or looking for the job. 
I used to deliver presentation, so now can do it better, so happy because now I help more my company to achieve the goals because I am more confident with myself.
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Graduate employers place a lot of emphasis on finding candidates with the right skills and
competencies for their organisations. Depending on the career sector and profession you
choose to work in, there could be very specific skills, abilities and knowledge needed to do the
job.

Complementing these are general competencies and behaviours that are essential for
successful working. These are the key employability skills - the core skills that will make you
effective at work, whatever job you do. They are sometimes known as transferable skills
because you develop them over time and take them with you as your career develops; think of
them as your passport to career success. You'll need to draw on your work experience to give
evidence of these skills.
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The UK is facing a significant skills gap as the public fail to demonstrate core employability skills, such
as leadership and creativity, a major new study from Barclays LifeSkills can reveal

The report, “How employable is the UK?”, which surveyed and tested over 10,000 16-65-year-olds,
600 employers and 500 educators from across the UK, found that more than half (57%) of over 16s
are failing to demonstrate all the employability skills needed to succeed in the future workplace.

These skills are crucial in preparing the UK for a world of work where, due to the speed of change,

we are unable to accurately predict what the jobs of the future will look like and what technical skills
will be needed. The seven employability skills are what humans are best at —they cannot be
replicated by robots and will become even more valuable in the future, as global patterns of work
change and automation, freelance working patterns and the average working age all increase.

The study showed that traditional sources of these skills, like in-work training and formal education,
are not currently set-up to tackle the employability skills gap. Despite the majority (79%) of UK
employers rating the skills as important to their industry in the next ten years, a third (34%) do not
plan to offer any training in the near future. Research among teachers revealed that 22% do not
think their institution is effective in developing employability skills for pupils, with just 6% feeling
that their students are fully prepared with these skills when leaving the school gates.

The report highlights that, if we are to be successful in addressing this employability skills gap,
educators, businesses and the Government must work more closely together. There is a clear need
to raise awareness of the importance of these skills and increase the support available to people of
all ages — ultimately helping the UK to thrive in the working world of tomorrow.

http://www.openaccessgovernment.org/uk-faces-employability-skills-gap/53192/
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

student Name: [ AU10 NOAZE £. SANTD studentio: {31671 F

Ex.1
Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavogrsA Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and epergy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
the quality of the products it has on offer.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1
Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.
[Your Name] A‘m o Sani2

1 Any Street, Anytown

,
[Hiring manager's name] _Lp A1t 12/l g b
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ADDRESS

350A Barking Road
E13 8HL

London

CONTACT

Mobile:
07482945845

EMAILL
laviosant@hotmail.com

HOBBIES

Volunteer Work
Sport (Exercise)
Traveling
Reading, Writing

LAVIO
SANT

C h e f

PROFESSIONAL SUMMARY

Friendly and enthusiastic chef, with fwo years experiences in kitchen,
able to learn new tasks quickly and working under pressure,
profession-il demeanor always. Builds and leads friendly. efficient
service teams. Hard woiking, who manage kitchen in slow and busy

shifts.

EDUCATION e o

e Ociober/2019 - march/2020

University of Wales

Ceriificate in Higher Education: Skills for the Workplace
e January/2018 - march/2019

fForest Gate Leaming Zone

Esui - Level 1
s 07/2016-11/2016

Busaba Company

vic't Acadermy

WORK EXPERIENCE _ . o

Busaba Eathal Chef

10/2015-04/11/2019 - curently working

Instrumental in orgonizing successful restaurant, repectedly introducing
processes and guidelines used to operate kitchen with under 20% food
costs. Conducted weekly cycle counts according to store policy and
FIFO proceiures. Make staff rota; contro! the quaiity of the food,
control fridge temperature; control the quality of the food, teach new
menu to olher colleagues Check the food quality of raw or cooked
food products to ensure that standard is met and order or requisition
food or other supplies needed to ensure efficient operation.

SKILLS R

Tirne Management Skills
Fcod Preparation
Catering
Ccmmunication Skills
Problem Solving Skills

IT skills

Decision Making Skills
Interpersonal Skills
Pre.centation Skills

R

REFERENCE

Chef Jude Sangsida

Teacher Jo Shattacheriee

General Manager Ahmet Halit Demir

Professor Sylvia Hoffmann




image11.png
Mini-presentation Feedback Form

Student presenting: N\.}SO

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= VeryPoor
9

Topic: N&

!

DELIVERY R

The presenter delivered the materialin a clear and structured manner
The presenter was knowledgeable about the toy any rela
‘The presenter maintained my interest during the entire presentation
The presenter was enthusiastic about the topic -
The presenter was well organised and prepared

Eye contact was maintained

Body language was appropriate

Time for presentation used effectively

The volume was appropri
The presenter spoke clearly
‘The pace of speech was natural

There was a clear introduction
There was a clear conclusion

CE T

¥ L L L

S

N

nd any related issues

EECEEEEREER

ho xcesive dependencs wnmotes

.D.KD D‘D EI‘RKRD

Ooooooooooo

1=}

D-S o
st

oooooooooooooo

DoooooooO0o0O0oo0o0

1 _:sé;r,»\:cr naed o

The topic was interesting

The presentation was concise and informative

s

oo

el Women T

Date: m 2.201P

7«39\0

gt R e

'OVERALL PREPARATION

o q\
0| ooooo
0| ooooo

=] BLPQD of

o

POINTS AVAILABLE 100

POINTS EARNED /f

GraE /% %

LECTURER: PLEASE SIGN AND
DATE IN THIS BOX TO CONFIRM

nagvsaba THE §m§

eenTATon

N—

this poge os an appendix.

\‘nu.ﬁ:a_aSmagﬁc‘nmm.w\o«qn:ﬂiign»g‘nﬂug?nﬁgu:aisgg-&a!ﬁo:a:give:sgam:a% ‘and attach the scan of




