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Public speaking and giving presentation.
Public speaking:
Public speaking, or called oration or oratory, is the process of communicating. information to a live audience.   
What everyone is scared about are essential  and successful in most workplaces.
So what exactly is public speaking? Merriam-Webster says : “the act or process of making speeches in public; the act of effective oral communication with an audience”.
While both of these sentences are accurate, the second half of the definition “mean” a more general perspective. Public speaking does not necessarily mean you are giving an actual speech.
Public speaking can also include activities like leading a meeting, giving a sales pitch, or telling a story in front of a small group. Any situation in which you are the primary communicator in front of a group of two or more people can be considered “public speaking”.
So thinking about my job, I’m often in the situation that require effective public speaking.
In order to share my ideas and show off my  abilities, i must communicate them effectively in meetings and presentations. Speaking in front of others is the best way to get noticed, and those who get noticed are usually the ones who get promoted or considered for other positions. And is want to be shop manager,   I will most likely be leading meetings and presenting to upper management a regular basis.  
Some Exercises that we did in class. 
· We had the chance to watch some video about public speakers and presenter, in particular the speech of Mr Obama, was really impressive, where he introduce himself and he become part of the “American story”, he talked about his family, about his parents, he found a common ground. He impressed the audience, Obama was unique, he way of talking telling stories, and that helped him to be the first black president of USA.
After watching this video we had a discussion about it in class, when everyone was saying his opinion about that “famous” video clip, personally, was the first time watching it and I'm glad that our lecturer made us watching it, as I learned a lot, as that if you talk to an audience with confidence, makes a really big different, and if you give a speech bringing out to who is listening personal things, would help to impress them, and will make them focus on you more, I had the opportunity to try this “method” in daily life, when I asked for a promotion in my workplace, and they had to give me an interview, where they were asking me why I deserve that promotion, there I had to talk in front of important people inside the company that I work for, I took out my confidence, I prepared a speech where I explain to them that I deserve to be promoted because of my love, and hard work for the company, and as Mr Obama did, in that video that we watched, I talked about something personal and had their attention telling a big story. This lesson was really useful and opened ,my eyes on how to be more confident talking in front of 2 people and more, without being shy as I was, and I can see that because of this big improvement I'm reaching more goals, and I'm having more opportunies in the life to success.

· Another exercise that we did was when we had to make a presentation in power point, we had to pic a personal topic about our professional career, our education, or whatever is personal and we were confident enough  to talk about it, as we were a big group of students the presentation was shorter,  of 1-2 min, we had to turn the camera and the microphone on, when was our tourn ,and when we had to talk to present with what we come up to, with our class mates and lecturer , I found this exercise really useful, as our teacher gave us advise on how we could do better, and impress the audience, even we presented something online.


Giving presentation 

What to do when presenting 
· Use a dark background on your slides, as it is easier to read for the audience and much better for the video cameras.  Black text on white is considered easier to read, Also, a large projection of a white slide next to yourself in a dimly lit room will make you look darker and remove the focus from you.
· Avoid monotony by using variation and surprises in your slide styles during your presentation.
· Engage the audience. Ask questions and have them put their hands up, in order to raise the energy level in the room.
· Focus on 2 or maybe 3 things that you want to talk about, never more than 3 things.  Explain the challenge you are working with and then tell the story and visualize the solution.
· Build your presentation based on the classic drama formula: Start with a Set-up, then Present the problem(s), then proceed to the Confrontation and finally the Resolution. 

What to don’t do when presenting :
· Don’t read word by word from your slide. You will sound like a robot and miss the all-important eye contact with the audience. 
· Don’t read out loud from bullets points in your slides. If you have to use text bullets, keep them very short and very few per slide, then first let the audience read it and then expand on the subject using your own words.
· Don’t use complete sentences in your slides. Your voice shall tell the story, and the slides shall only support it.
· Don’t speak with a too low or monotonous voice. If people can’t hear you well at the back of the room, or if you don’t have any energy in your voice.
· Don’t talk too fast and try to cram a 45-minute presentation into a 30-minute time slot by speaking at a machine-gun pace.
· Don’t start talking immediately on top of your slides. Let the audience interpret the slide for a while, then add your insights.

Online learning: 
Definition:
The education that takes place online or over the internet is called online learning. Another name for online learning is e-learning.
Pros and cons:
Pros:
· Flexibility: You can study when you want to, how you want to, where you want to. This does not mean that the workload is less for a student studying online.
· Easy access: All you need to study online is a computer with internet access. All of your study materials, lectures and assignments are sent to you via email.
· Affordable: transports costs can be up to hundred  per week, the prices at the cafeteria can be, at times. The student who studies online has to pay a set annual fee, and that’s it.

Cons:
· Low motivation: students are left to themselves during their learning activities, without anyone constantly urging them on towards their learning goals. Studying at  home  without any of the added pressure normally associated with traditional colleges. Will let them relax and not focus how they should.
· Missing face to face communication: A lack of  face-to-face communication with the Lecture , causes social isolation, and insecurities.

Online learning during covid:
During the COVID-19 pandemic, because of  social isolation and the general lockdown for all educational institution they had to switch from class to  other forms of learning  as the E-learning methods have been applied  to  all the ages and over the world.

The impact on my self:
When all the covid situation started no one was ready for it, me eighter, but during the lockdown I decided to start a new experience, I started a course in university , that would have helped me in my future, but because we were in lockdown, I had to study online, because was not possible to be physically in the university at the beginning was good because I was the comfort of my house, and I didn’t need to move, but after  few months started to get hard because I could feel that I might prefer the face to face lessons, the fact as well to be able to interact with the lecture and my class mates, but I had to for it and work  hard, what helped me, is the constant communication with my lecture and class mates even though we were far from each other, but everyone was always very interactive. In that bad situation even though sometimes was hard, helped me appreciate the small things as being part of a big class of students, and be able to interact face to face.

Time management:
Meaning: Is the process of organizing and planning how to divide the time between different activities

Some of the time management tools are calendar, note‑taking software, time tracker.
I found those tools very useful as could help you to organize better yourself and would motivate you to get as much things as possible in a certain period of time .

Organizing spaces: 
· Create a List of Daily Tasks:
Formulate a picture of the goals before the end of the day, and then break that down into realistic milestones.
· Prioritize: Priority tasks are those that are more difficult to complete or come with a time limit. 
· Avoid distraction: use the "do not disturb" function on the phone or computer, turn off the TV or whatever could be a distraction.
· Change up your schedule: if still struggling the solution might be to wake up earlier or focus on certain tasks in the morning and others in the afternoon.

Pareto principle

Roughly 80% of consequences come from 20% of causes. In other words, a small percentage of causes have an outsized effect, this “rule” could help metrics increase in less time, simply by prioritizing initiatives in the right order.
This lessons was really useful for my daily life, I learned to list what I should get done in a certain time, how to prioritise the activities, specially for my workplace, I now make a list every morning, where I write down all the goals that I should archive during the day, I would put them in order of importance, and I try to complete it. Next to each goal I write by which hour I should  archived, during my day I try not to use my phone or whatever could be a distraction and a time wasting. Every end of the week I review the use of my time, and I check with myself, how many and Wich thing I archived and what and where I could improve I write them down and I make sure that the day after I start applying them. I'm a very instinctive person and this can be really useful in the time management as I listen to my body, and I don’t force myself to do what in that moment I don’t feel like doing. There are activities that takes time, as study, work , eating, studying , I take note of all the activities, putting them in order of priority, this help me to get everything done. As the new year just started , I found online a “year goal template”, in this paper are written all the months, with a blank space where you should write all the goals that you would like to archive, and should put them in order of priority, I think this will be really useful and very motivating to push me to get everything done by the end of the year. With the lecturer we discuss, about this topic and each of the student had to mention the method that he usually use to keep track and focus  on the thing that he should get done. Was a really nice interaction because I felt that we learned from each other, and what the lecture explained to us was a big plus,  and would be really useful in your life. Specially in our work and scholastic career.
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