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Time Management
Description
Time management can be defined as the process that involves planning and coordinating 
the allocation of time resource among various tasks. The module for time management puts 
much emphasis on my experience and growth, as well as the description of optimum time usage. 
Different factors of time management in the context of completing multiple tasks were taught.
Feelings
I was not familiar with effective time management practices prior to taking this module. 
Nevertheless, after completing this program, it became evident that management of time is an 
essential component for anyone who wishes to be successful. Previously, I struggled with the 
issue since it was becoming tough to adopt time management strategies in practice, but it 
eventually got successful with the passage of time. From the beginning, I have been troubled 
with this topic as it demonstrated the difficulty in the execution of time management 
methodologies, but slowly became efficient the time corridors. 
Evaluation
The topic created a high grade of practical application based on time management, which 
was incredibly beneficial in this learning module. Generally, the learning process was incredibly 
motivating because it helped to gain confidence whilst having a goal of accomplishing several 
tasks. The disadvantage of this learning module is that it did not show to be beneficial for all 
individuals, since everyone has various advantages and disadvantages. Other acutely constructive
things in this module were the issues that generated better standards of practical execution based 
on time management. Generally, the learning was inspirational as it progressed in building 
confidence whereas depicting a target of performing several assignments. Nevertheless, the 
negative element of this learning module presents proof to be efficient and proper for a person 
since everybody possesses their strengths and weaknesses.
Analysis
The strength of this learning module stems from the fact that time management is now an 
essential element of anyone's daily life in the contemporary society. The application of time 
management concept assisted in developing extensive knowledge with the use of time as needed.
The only drawback of this technique is that it does not offer time management based on an 
individual's aptitude. The time management tactics presented in the module proved ineffective 
for certain people who were rather sluggish in their learning experience. 
In other words, the rationale behind the viability of this learning module presents the fact 
that the current state of the world explains time management as a fundamental part of every 
person’s living. The working of time management provided more experience in the use of time as
of the needs. The negativity brought by this element relied on the fact that no time management 
was taught with the dependency on a person's ability. The highlighted methodologies specified in
the time management topic did not justify being efficient for particular persons who were 
relatively gradual in the learning techniques.
Conclusions
 I discovered that not all strategies can be beneficial when it comes to reaching the 
masses. Nonetheless, considering the impact of learning on me, I would choose to apply the 
very same tactics in my office culture as well, something I feel would still be highly 
advantageous in propelling me to a higher level. Overall, I realized that it is sometimes necessary
to question tactics or judgments in order to improve the efficacy of the learning module. Also, I 
learned that not every methodology informs efficiency considering the population. Nevertheless, 
with the proper learning module on myself, I would also need to apply similar methods in my 
corporate development. Comes to the subscription in that it will be highly advantageous for 
moving to higher ranks. Indeed, I learned that on many occasions, it is knowledgeable to 
challenge modalities or deliverance for better performance of the learning module.
Action plan
 When adopting the various strategies used for time management, I would be within my 
interest to enable people to split the time according to their capacities, as the time allotted may 
not be sufficient to accomplish a work. I would ensure that time management is done correctly 
spirit and that all affiliated members' needs are met.

CV writing
Description
CV writing is very crucial in qualifying for job opportunities. Essentially, this learning 
module included some stages to provide a CV that would offer a better shape of the pertinent 
individual striving for the new job opportunity. There exist specific description that comes with 
the importance of presenting experience in the CV. The module outlined CV formatting as the 
most demanding part of CV writing.
Feelings: Relatively, writing a CV is evident compared to what I anticipated, but there are
other challenges surrounding it. Consequently, the difficulty in CV writing is providing fake 
information about the job experience. In this aspect, I picked the opportunity that I would like to 
present and then visit a firm's website and go through their career segment. By attending to about
2-3 CVs, the CV formatting technique proved no challenge compared to earlier engagement.
Evaluation
Positively, the fundamental element of the CV writing learning module is in its 
contribution to educational and work experiences a way that a person may possess an idea 
regarding a pertinent area of qualification as per the hopeful candidate. On the contrary, the 
negative element is that the module fails to stress editing and revision, which are crucial stages 
of CV writing. In essence, it would be challenging for another individual to write a CV in case 
the individual is not conscious of the effective formatting arrangement in addition to revision and
editing elements.
Analysis
The information around the positivity of the CV writing learning module outcomes 
allows learners to avail themselves professionally during an interview. The handbook in this 
module revealed with an openness that CVs bring an orientation in the first instance. Notably, it 
is crucial for professional work ethics. This module's negative presentation relies on the fact that 
learners were not offered the requisite data concerning the formatting of seven CVs, which may 
lead to a negative effect on the times of the interview.
Conclusions
Generally, the learning module of CV writing allowed me to reflect on my writing skills. 
Accordingly, preparation is required since I would not have been capable of writing a CV 
without it. It is also vital to make a draft in CV writing since it may be a requirement.
Action plan
I want to suggest a better direction for editing and revising the area of CV writing to 
make sure that CVs are done appropriately with small earrings without them. Consequently, the 
CV may provide a negative notion during times of interview


Public speaking and Presentation skills 
When I first started looking into this subject, I lacked the self-assurance necessary to converse well with other people, let alone give presentations in front of a crowd. After accumulating enough expertise, I was eventually able to build up my self-assurance and started taking part in activities such as public speaking and group presentations. My active involvement in the group presentations as well as my experience speaking in front of an audience helped me gain a firm knowledge of the necessity of building mutual respect and teamwork among members of the team. During my presentations, I was able to capture and keep the attention of my audiences because to my ability to deliver in a way that was crystal clear, concise, and engaging (Marinho et al., 2017). It also helped me see things more clearly and appreciate the value of recognising the various expectations of the audience and presenting the issues in a manner that is appropriate to those demands. I was able to figure out how to use the PowerPoint software thanks to the assistance of presenting skills. My ability to convey information more effectively was facilitated by my better understanding of the significance of integrating slides in a smooth manner. I was able to produce sentences with accurate grammar and transmit them in a logical, coherent manner to the audiences thanks to the information that I learned via public speaking and presentational abilities. Speaking in front of an audience has helped me enhance not only my speaking abilities but also my writing ability. I now believe that I am able to communicate in front of my audiences while making direct eye contact with them in order to keep their attention and interest for the entirety of my presentation (Carnegie, 2017). In addition, it instilled in me the necessity of learning the material by heart and the skill of varying my tone in accordance with the requirements of the subject matter so that it does not become monotonous. 
My thoughts and opinions on how I have improved my presentation and public speaking skills have been communicated by utilising the Gibbs model of reflection as a means to do so. This framework is composed of six levels, which are as follows: experience, feelings, assessment, description, analysis, action plan, and conclusion (Ardian et al ., 2019). Because it encourages sequential reasoning in relation to the learning experiences I've had, this paradigm was selected as the one to apply. Despite the fact that I was met with a number of challenges early on in the process of learning, I was able to have a generally positive experience at those stages. On the other hand, I started looking for help from the guide and the more experienced seniors, and it was through them that I learnt how to improve my presentation and public speaking skills. I have made an effort to get over the stage fright that I get whenever I have to talk in front of other people. I've always had a shy disposition, even from a young age, and I've never been comfortable speaking in front of huge groups of people. But I have always held a firm opinion over the subjects that I wished to speak confidently about in front of a huge audience (Raja , 2017). As I've progressed through the process of acquiring new knowledge, I've also become aware of the value of appropriately and efficiently communicating in front of a huge audience. It is a representation of the individual's self-confidence as well as their conviction. My elders have been a tremendous source of encouragement for me to articulate my thoughts, feelings, and beliefs. I have come to the conclusion that these skills have been beneficial to me in my academic endeavours, as a result of which I have not only gained the ability to speak in front of others while exuding self-assurance, but also gained an understanding of how to make effective use of Microsoft PowerPoint (Schneider et al., 2017). During the course of my education, I came to the realisation that it is vitally important to have a solid understanding of PowerPoint's capabilities as well as the skills necessary to put those capabilities to good use. Students will benefit tremendously from this opportunity because being able to create PowerPoint presentations is important not only for their academic careers but also for their professional development in the years to come. It has been a beneficial experience for me since I have picked up skills that are crucial for obtaining success in life, such as being able to speak confidently in front of an audience and being proficient in the usage of Microsoft PowerPoint. 

Academic Writing 
I have come to terms with what it is that I have learned. Writing at educational institutions typically takes on a more formal and structured form known as academic writing. This is the kind of work that students are encouraged to do for their classes, as well as the kind of work that academics and researchers use when they write articles for academic journals (Majid et al. 2019). 
Writing of a more academic kind may be required for some college courses. My experience with academic writing has equipped me with knowledge regarding research projects and creative writing. When a thought or a claim needs to be supported or established, a research piece will use material from other sources. Both the medical field and the legal field produce scholarly writings that may be descriptive, philosophical, or analytical in nature. An essay on literature analysis investigates, dissects, and assesses a piece of written literature (Wain, 2017). 
According to the author of the essay, the discussion of reading literature extends beyond a straightforward summary. It calls for an exhaustive and in-depth analysis of various texts, with a focus on particular qualities, subjects, or ideas, specifically. The topic sentence identifies the most significant components of scholarly writing, such as the topic of the educational paper's assertion or the factual interest, and serves as an introduction to the body of the text. Each section and sentence of the paper addresses the primary argument that is presented (Suleman, 2018). 
Even if there is information that is tangential or circumstantial, the primary objective of the body of the piece is to support the point that was presented in the introduction. Every piece of scientific writing features a coherent and unmistakable organisational framework. An academic paper, even in its most basic form, is expected to include an introduction, a primary topic, and a conclusion (Chang, 2019). 
The objective of writing for academic purposes is to communicate an argument that is logical and comes from an intellectual point of view. When writing an academic paper, you are not allowed to use any terminology that is emotional, insulting, or neutral. The one thing that worries me about academic writing is that it almost always ends with an excessive amount of verbosity. This is something that needs to be fixed in order to prevent the subject from being prolonged in the writings (Manevska et al. 2018). 


Conclusion 
It is possible to draw the conclusion that I have been successful in acquiring and improving various abilities during the process of learning, such as the ability to effectively manage my time and to write academically. This can be inferred from the preceding perspective. The ability to make compelling presentations and to communicate effectively in front of an audience are among the most important skills I've acquired or developed throughout the course of my life. These abilities are necessary for the kids' continued growth and development in the years to come. It is beneficial to one's personal development as well as their professional development. For me, it was a wonderful experience, and I was able to effectively learn these abilities, which will be of incredible value to me in the future. Learning via the internet is also advantageous during a pandemic since information can be successfully disseminated through various online channels.
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