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During this class, I learned about four key subjects that can be used to every kind of academic writing assignment, regardless of the discipline. It is very important for anybody to be able to manage and organize their time between various duties, which is often referred to as the technique of managing and arranging time between different activities. Improved performance, higher-quality work, on-time completion of projects, and reduced stress at the last minute may all be accomplished with good time management techniques. Following the completion of this course, I have realized that time management is critical if I am to finish all of my academic courses on time. The ability to live a productive life means that you are able to do so because you are able to make good use of your available time. To be quite honest, time management has always been a source of contention for me. By the time I started college, this issue had grown to be a substantial concern. Attending a time management lecture was really valuable for me since it gave me with a comprehensive grasp of many different components of time management, such as planning, SMART targets, and the important/urgent matrix.
The professor advised that I develop an overview of my daily activities as well as a to-do list in order to be more efficient and to accomplish more in a shorter period of time, which I did. Special, in my opinion, refers to anything that is both time- and nature-specific, and as a result, I believe it to be one-of-a-kind in both time and nature. Beyond that, I had always heard the term "SMART," but I had never given it much thought since I imagined it would be simply another cliched time management concept like a host of other similar ones (Cottrell, 2018). However, I was proven wrong. In light of the knowledge I acquired from this presentation, I was able to use this technique in my daily life as a result of what I learned. To provide an example, a goal should have a completion date. For years, I've established goals or responsibilities without a deadline or time restriction, which has led me to procrastinate until I've lost track of time, at which point I either finish the project or don't do it at all, depending on the situation. Due to my newfound understanding of the importance of setting SMART goals and activities, I now include an expiration date or time range whenever I set a new goal or finish a task. 
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Afterwards, I learnt about the significance of referencing, which is a critical component of academic writing and research. You must include citations in your academic work. It places research in the perspective of other things, demonstrates how broad and deep it is, and expresses gratitude to others for their assistance. Many new concepts were introduced to me throughout this course, which I had no prior knowledge of. Citing your assignments, papers, and dissertations allows you to track down the sources of the material included inside them. A great deal of material is made up of original concepts and theories. It also includes information, statistics, and pictures and infographics from third-party sources (Don., 2019). Additionally, referencing is a means to demonstrate that you are aware of who authored or thought about the items that you have utilized. By acknowledging and respecting a researcher's work, you demonstrate your understanding of and respect for the researcher's intellectual property rights. As a student or researcher, you have the ability to draw on the ideas, insights, and arguments that have been written about by others. Many of these individuals have devoted years to research and writing. People who put forth a lot of effort for a worthy cause deserve to be recognized. Referencing is a technique for substantiating assertions and statements made in one's own writing. Using the names of individuals who are well-versed in the subject matter is an effective technique to demonstrate your understanding. The use of citations, similar to how sailors chart their course by the stars, may help you understand the limits of a topic and navigate your way around your chosen area of study.
It is usually best practice to make references as explicit as possible so that readers may readily locate the stuff you have referenced. One of the most effective ways to ensure that your citations are accurate is to maintain a record of all the sources you consult when reading and researching for your assignment (Martin, 2017). There are more than 100 distinct citation and reference styles, and many professional and academic sectors use a variety of citation and reference styles as well. The Columbia style is used in the fields of biology and geology. While the MLA style is often used in economics, the American Chemical Society style is commonly used in chemistry, and the Chicago format is commonly used in politics. When it comes to citing and reference styles, the American Psychological Association (APA) style is widely used in the business and management disciplines.
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The third most critical item to provide was a cover letter. A "cover letter" is a one-page letter that you submit with your job application as part of the process. This letter will be included with your application package (alongside CV or Resume). Its purpose is to get to know you and provide a brief outline of your professional background. It provides the hiring manager with further information about your abilities, what you can do to the firm, and why you want to work for them in the first place. Cover letters may assist recruiters and hiring managers in determining whether or not an applicant is a suitable match for a certain position. It was quite beneficial to me since my cover letter was exceptionally well-written. This enabled me to apply for additional jobs and get phone calls as a result.
When you apply for a job, your curriculum vitae (CV) serves as a tool for employers to learn more about you and your qualifications. Employers like applicants who present themselves in a straightforward and attractive manner in their curriculum vitae, resumes, and cover letters (Thawani, 2018). The importance of knowing how to create a CV, resume, and cover letter should be understood by everyone seeking employment. When putting up a CV, there are a few factors that every candidate should take into consideration. When applying for a decent job, you'll need to compose a cover letter and submit your résumé along with it. Mentoring and coaching are two methods of preparing individuals for certain occupations. Successful businesses recognize the importance of mentorship and coaching in the development of their employees. The whole review was excellent, and it will be very beneficial to future students. It is necessary to improve the content, which contains professional letter samples and writing styles, as well as how to reply to advertisements and interview criteria, however. As a general rule, it contains excellent advice as well as a complete guide on producing a CV, resume, and cover letter, which you may use to create your own versions of each. Mentoring and coaching provide a wide range of advantages for both individuals and businesses. In spite of this, there is still a great deal that can be done to ensure that the program is a success. Remember that each candidate is representing a product to the organization and that they must market themselves as effectively as they can throughout the interview process. Before you begin writing your CV or cover letter, be certain that you are familiar with all of the techniques and strategies for creating an attractive and successful CV. In addition to providing a focal point for everyone who attends school, ideas, presentations, and proposals serve to assist a large number of university students as well.
During the interview, there may be a section on fulfilling the demands of the employer and establishing a strong first impression in a short period of time that you must complete. Teachers and other professionals are simply asked to provide a few personal examples from their own experiences in order to be considered. Overall, the content was excellent and well-supported, which really aided the process of learning and analyzing the subject. It has been reported that many international students have had difficulty crafting their resumes and cover letters. The presentation and supporting materials were excellent. Students should be given an additional task at the conclusion of the session to demonstrate their understanding in a practical setting. It is important that towards the conclusion of the session, there be some audience participation and debate so that everyone feels like they are a part of the group. Students may learn more effectively via active learning, according to the authors, which stresses theory and ideas while also allowing them to engage in the learning process through small group discussions, simulations, case studies, and role play (Thawani, 2018). 
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At first, I was apprehensive about enrolling in a communication program that placed a strong emphasis on public speaking. My expectations and expectations of myself were unclear at first, and I didn't know what was expected of me. Whenever I have to speak in front of a group of people, particularly a group of people I don't know, I become really nervous. We did something similar in other courses on a regular basis, but it was just a minor portion of the course and certainly not the major focus. Because I'm not very good at public speaking, I considered all of the factors that contributed to my lack of confidence. There were a few areas I needed to focus on, including my posture, tone of voice, speaking tempo, and ability to communicate coherently. For a long time, I was unable to get an interview because I lacked sufficient or sufficient cover. Lastly, I'd want to remark about the public speaking and presenting curriculum, which has assisted me in improving my communication abilities as well as increasing my confidence while speaking in front of an audience. It aided in the development of connections, the formulation of choices, and the motivation of individuals to change. If you don't know how to communicate with others, you won't be able to advance in your career or in life.
Relaxing before delivering a speech can assist to calm your nerves and reduce the likelihood of making a mistake during the speech. Having stated that, I believe it is critical for me to decompress before delivering a public speech. If I don't relax and calm myself down before making a speech, I will overthink it and spoil the entire thing. For example, I will take a few deep breaths before giving the speech. If I ever have to deliver a presentation in the future, for whatever reason, I'll make every effort to remain calm and collected. Putting in the time to practice my speech will help me produce an excellent presentation. If I do my homework, I won't need to bring a notepad with me to take notes during the speech (Tunroe, 2011). This is a concept that is relevant in any scenario. In the long term, it is always beneficial to put in consistent practice time.
As a general rule of thumb in public speaking, when you meet someone in a regular setting, you will get a great deal of attention and reaction. When you meet a large number of individuals, you get little, if any, in return. If you are having a typical dispute between two individuals or a small group of people that have the same interests, it is quite simple to avoid this situation. Also worth noticing is that when individuals aren't conversing, they're more likely to be staring at an electronic item that is intended to keep them occupied, rather than at each other. Consider the scenario in which everyone in the room would be asked to sit down and listen to a speech. You must exercise extreme caution and make efficient use of your time. A dispute is typically not the best course of action at this point in the conversation. Its purpose is to make the audience feel as if they understand and desire to learn more about the subject matter (Tunroe, 2011).

References
Cottrell, S. (2018). The Study Skills Handbook. Palgrave Macmillan. pp. 123+. ISBN 978-1-137-28926-1.
Don., B. (2019). Presentation Skills: A Necessity for Perioperative Nurses. OCLC 1051842838.
Martin, P. (2017). "Introduction to Basic Legal Citation (LII 2007 ed.)". Cornell.edu. Archived from the original on 2018-10-04. .
Pant, B. (2016). "Different Cultures See Deadlines Differently". Harvard Business Review. .
Thawani, R. (2018). "Prepare and deliver an effective presentation". BMJ: f7372. doi:10.1136/sbmj.f7372. ISSN 1756-1833. S2CID 164324474.
Tunroe, R. (2011). "Wikipedian Protester". xkcd. .


