Introduction.
 Hello my name is Thomas Frank’s my student number is 2027356 and my lecturer for this assignment is Shao-lan Yuen. I would like to talk to you about four topics, that I have come to understand since being apart of her classes, before I had no prior knowledge so I wasn’t able to apply it to my own life but since becoming a student and having a better insight to the academic side I am able to have a deeper understanding so I will apply what I have learnt and include it into my daily life.
Time management 
When I stop and think about “TIME “and how it’s been constructed into our modern lives I realised it’s not something that I can manipulate or control, however it is something that I can manage and with that being said, there is a number of ways this can be achieved. So, there are different methods that can be applied to our lives that allow us to manage are time more efficiently, such as “The Eisenhower Method “the “Promodoro technique” & the “pareto principle “which is my preferred method.
The pareto principle is a 1,2,3 system, and it’s my favourite and most useful method and with that your able to prioritise your day in a numeric fashion set out to maximise your time.  I find this method best for me as I’m able to fit what’s important plus all my general to-do's and not have to stress that I might have missed something and with having a 6-year-old daughter it’s hard to prioritise my time when it’s needed the most. 
Time management is one of many important factors you look to find in a person. Having this type of quality will help you in both aspects of your life firstly there’s your personal life so having time for your loved ones and friends, then next is your professional life. 
So with anything there’s always your pros and your cons and if your not able to have order or prioritise your life then you can find yourself affected in many ways such as poor judgement lack of professionalism and many more. I have stated below a few key points on time management.

Time management means rightly managing the time available to one. Time is significant, and it must not be wasted. One can always do much in a little time; hence so much to accomplish.

Time management is especially essential for students, as they have to study various subjects in a limited period. Time management is a skill that could do life beautiful work wonders if practised daily.Time wasting 
Wasting time can result in poor time management. We do things every day without realising we lose seconds, Minutes sometimes even hours on things we do not need to do that’s why prioritising what’s Important and being able to use the amount of time We do have without realising how much we lose. So, chatting with “ friends “ or sitting on “ social media for hours “ just isn’t a productive way to spend your time.
Fix a deadline to finish a task
Set time constraints to complete tasks. This will make you a lot efficient and focused. Make that extra effort in deciding how much time is needed to assign for each of the tasks. It can assist you in recognizing potential issues before they crop up. In this way, fixing a deadline helps you in forming better plans to deal with them.
Take breaks between tasks
Working continuously without taking any break in between the tasks makes it quite difficult for a person to stay motivated and focused. You need to perform some different tasks in that period that can refresh you. It can be a short walk, meditation or a brief nap.
Academic writing 
So, each and every day we receive letters emails text faxes, and before I become a student, I found out that there are two methods of communication number 1 is just general conversation with no real regards to spelling or punctuation etc. Then they have the second method which is more formal so things like spelling punctuation grammar all play a factor when your trying, to be sound professional when you are making communications with some one else.
What Is Academic Writing?
Academic writing is the formal writing style used in colleges and universities. It’s what students are expected to produce for classes and what professors and academic researchers use to write scholarly materials. High schools sometimes require academic writing style in certain classes.
Writing for Higher Education
A simple academic writing definition is hard to come by because there are many types and forms of academic writing, produced for a variety of reasons.

Different types of academic writing include:

abstract
annotated bibliography
academic journal article
book report
conference paper
dissertation
essay
explication
literary criticism
research paper
research proposal
textbook
thesis
While this is not an exhaustive list of every possible form academic writing can take, it does contain the most common types.
Key Characteristics of Academic Writing
While specific requirements may vary based on the particular form of academic writing or the class or publication for which a work is produced, some characteristics are common to all academic writing.

formal tone - A formal tone is always used in academic writing. It is not light-hearted or conversational in tone. Slang and clichés do not belong in this type of writing.
precise language - In keeping with the formal tone, it’s important to choose precise language that very clearly conveys the author’s meaning.
point-of-view (POV) - Academic writing is usually written in third person POV because its focus is to educate on the facts rather than to support an opinion or give advice.
research focus - Because most academic writing involves reporting research results, it tends to focus on the specific research question(s) being studied.
organization - Academic writing should be organized logically in a linear, matter-of-fact fashion. Use headings to delineate each major section.
source citations - Most academic writing includes at least some secondary research sources. Be sure to properly cite all sources and include a bibliography.
Of course, individual assignments may sometimes have different requirements. Always review submission guidelines carefully to verify you are following the proper format and style.



Cv writing 
I always had a rough idea about CV’s and what they mean and represent, I’ve had to create one growing up so I was able to apply for jobs and give people (employers) a better insight into the person I am. I have highlight s few factors involved in a CV stated below.
A CV stands as your own personal ‘brochure’ when introducing yourself to a prospective employer. It needs to highlight your unique selling points in such a way that a prospective employer cannot wait to meet you. It should be concise, accurate, and truthful and tailored to the position you are applying for and importantly should be free from spelling and grammatical errors.

Layout And Format
Make sure that you try to stick to a maximum of two sides of A4 paper. Sometimes this can be difficult, think about the work experience that you have already, and relate it to the role that you are applying for. The key is making sure that the content is informative. Keep it simple and uncluttered. Use headings and bullet points to assist the reader. Do not add a photo or a border. Stick to one font that is easy for you to read.
Get someone else to proof read, perhaps a lecturer; and that are no spelling mistakes or grammatical errors. If the industry you wish to enter is artistic, you may want to be more creative but make sure that it still serves as the ultimate document to market your skills, experience, and overall suitability to a role.
Personal Details
This should be your name, address, email, telephone, mobile number, and nationality. There is no need to add your date of birth and a photograph. This may sound like common sense but ensure that all of your details are up-to-date and correct. Your email address should be appropriate and your application could be ignored if it is not.
You may wish to include information for your website or blog or even LinkedIn profile and this is not a bad idea. Employers will be able to access your work, see what you are capable of, and get a sense of your ideas and creativity. This may not relate to every role that you are applying for; a data entry role does not necessarily need you to demonstrate your writing skills but more your eye for detail.
Personal Statement
A personal statement can encourage an employer to read the rest of your CV. It is a summary of who you are. It should include:
· The industry you are interested in,
· What your unique skills and experiences are,
· Your areas of expertise
· What experience you have to offer 
· Why you would best be suited for the job 


Public Speaking
What is public speaking?
Public speaking is the process of communicating information to an audience. It is usually done before a large audience, like in school, the workplace and even in our personal lives. The benefits of knowing how to communicate to an audience include sharpening critical thinking and verbal/non-verbal communication skills. Because speaking in public is done before a live audience, you need to consider some special factors. We'll touch on those shortly. Now you've got an understanding of the meaning of public speaking so let's take a quick look at the history of (and the importance of) public speaking.
The fear of public speaking is something that a lot of people share. It’s usually named as one of the most common fears that people have. Believe it or not, the best way to conquer a fear of public speaking is to just do it—a lot. Because the more you do it, the easier it gets. Eventually, you’ll start to get a little more comfortable and it’s not a problem anymore. Believe it or not, you might actually start to enjoy it. This is one reason why it’s important for children and adolescents to give speeches in school.

Definition of public speaking
1: the act or process of making speeches in public
2: the art of effective oral communication with an audience
The Importance of Public Speaking
If you ask most people, they'll probably say they don't like public speech. They may even admit to being afraid of it since fear of public speaking is a very common fear. Or they may just be shy or introverted. For those reasons, many people avoid speaking in public if they can. If you're one of those people who avoid speaking in public, you're missing out.
Over the years, public speaking in communication has played a major role in education, government, and business. Words have the power to inform, persuade, educate, and even entertain. And the spoken word can be even more powerful than the written word in the hands of the right speaker.
Whether you're a small business owner, or a student, you'll benefit from improving your public speaking skills. Some benefits to speaking in public include:

improves confidence 
better research skills
stronger deductive skills
ability to advocate for causes
and more

Conclusion 

Since joining university in June that’s just gone my thirst for knowledge seemed dull, but since I started becoming involved it was easy for me to understand what is needed to be done. I have already started to apply These methods to improve my own life, I am specially fond of the pareto principle which I follow  It has improved my life iv even introduced my daughter to it as well I had very little knowledge at the beginning of my term but as an individual iv been able to achieve so much. I have now decided to apply all of this knowledge into my daily life.
Thomas Frank’s 
Student I’d 2027356
Lecturer - Shao-lan Yuen
Many thanks 
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