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Introduction


In this assignment I will be analysing and discussing the following topics, Time Management, CV Writing, Public Speaking And giving presentations will also do a conclusion.

How many times have you and I experienced being late to an important event being a health appointment to an academic or job-related appointment? The natural answer is more than once it is not in the human nature to control the unforeseen. 

In this assignment I will be reflecting on what I have learnt in the ACE module regarding reflective writing and how useful it has been since I learnt more about how to manage it thanks to an incredible lecturer. I will also include my own research made on this subject.


























Time Management


Time Management involves dividing your time between different activities such as work and hobbies. Good Time management allows you to work smarter and without it being hard to do so you get more done in little time even in situations where time is tight, and pressures are high. (What Is Time Management? Working Smarter to Enhance Productivity, 2021)






























Cover Letter writing

 
Cover Letter writing is a very important aspect of applying for a job as it is an easy way for employers to see, learn about you before they take time to read your CV which is bout longer than the Cover letter. In class we were asked by our lecturer to write and provide in the class chat our cover which I took part in however I had written awfully too much that when the lecturer asked for me to read aloud, I was out of breath as it was too long to read so imagine for the employer who may not have enough time to ready 200 and more cover letters plus the Curriculum Vitae applications that are sent in daily. I understood straight away that I may have lost a job opportunity there. I did include some brilliant points in there that could go to waste if not written in an appropriate manner.



















CV Writing

How does one get the job without ever meeting the companies Boss, Manager, or the person in charge in 2021? Well in the 20th Century jobs were applied for differently, advertised formally and mot informally as it is today. In today’s century you can apply for a job such as company director just by using your CV of course you will undergo normal procedure also there is a waiting time also the procedure does include a face-to-face interview which you will need to be ready and look presentable for.























Public Speaking and giving presentations

I have been giving Speeches since I was 10 however the nerves still catch me at 25 years old. I get great examples from Ted Talks and YouTube videos in today’s age you can find amazing speeches and talks online thanks to Technology. In class we had the opportunity of looking at some amazing speeches also in my spear time I watch Denzel Washington’s motivational speeches on YouTube, I also listen to Motivational Workout speeches too.


























Conclusion 

In conclusion my Time Management has improved however there are  improvements to be made for example I have been experiencing a lot of the unforeseen lately such as becoming homeless and with my two kids since Monday the 26th of April and being in Hostel my kids are 2 and 3 years old and I have lost all my work and had to do this at a short notice I found someone with internet who let me borrow just to hand something in had I given my work earlier then I wouldn’t of been in this predicament however I didn’t feel my work was good enough now I am giving in work which I think is rubbish could be 100% better. 

So I have learnt the importance of time management a great deal recently and even more so thanks to our Lecturer I was doing a great job then the unforeseen happened.
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