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In this report I have explained three different types of topics I learnt during the term and how I each of them have been very useful to me.
These are the topics I have chosen, and I will be explaining in as much detail as possible.

Public Speaking and giving presentation

Time Management

Academic Writing


Public speaking and giving presentation

The term Public Speaking is when a presentation is been given live to an audience. Public speaking helps to cover a different variety of topics and mostly the goal and aim is to entertain and influence the listeners.

Public speaking helped me in so many ways, it helped me with my career development by helping me with my creative thinking and critical thinking skills. I find it very difficult to speak at a public event where there are so many people present but giving presentation is a very good way for me to build my credibility which helps me to add speaking in public to my resume.
Public speaking helped me to stand out at work and at school.it helped me to get my ideas out there by promoting my ideas and allowing me to speak freely in a professional way which can also help me excel in a specific interview whether it’s to do with school presentation or when doing an interview for a job. (Career advancement or development.)

Public speaking also helps boost my confidence by helping me to overcome my fears and all the insecurities. Furthermore, it helped me to connect with the audience and it also set as a great reminder that being able to speak to the public can help get my ideas out there which can also help and motivate other people who doesn’t have enough confidence in themselves to learn from me and it can help them to come out of their shells just like I did.

“A study by North Carolina cooperative Extension of people aged 9 to a18 who participated in a public speaking program found that public speaking increased confidence.”

Public speaking and presentation giving helped boost my critical thinking. I use to find it very difficult to write a speech and to be able to write a speech requires a great deal of thinking and thought because I needed to be able to think about how the audience was going to be able to understand my point of views, I had to also think critically about how I will be speaking and also tr to find ways to improve my general communication skills at school and at the work place.

Being able to speak in speak in pubic really helped me when it comes to my personal development. when it comes to personal development communication skills are very important and crucial in other for me to be able to be successful, I had to improve as it is very important when it comes to public speaking as I really had to think about everything I say and also, I had to make sure I am speaking too fast or too slow I had to make sure I am speaking at specific tone in other to allow all the audience to understand me and hear what I have to say.


Public speaking can be very hard and challenging, sometimes I think that I must always come up with a new topic for every presentation and my mindset always tells me to try and change things whiles the presentation was going on. I have never really like speaking in public because I get very anxious, I would normally fell so nervous and instead of me to stay still and talk I will be moving around I normally let fear get the best of me to the extent that I will never voluntary put myself up to answer a question even in class and I would normally come up with excuses even if it results in me failing in class or getting a bad grade.
Being able to now be able to speak in public has helped me in gain confidence, I now have better research skills and stronger deductive skills.

Public speaking has also been useful to me because it has helped me to motivate others to move towards the direction they want and help boost their confidence by allowing them to be themselves.
It also helps to share a specific details and information about something that matters by using a great public skill and this will grab the reader’s attention and they will be more likely to understand the information.







































Time Management

“The term time management is the strategy of planning out your available time and controlling the amount of time you spend on a specific task in order to work more efficiently.” (www.freshbooks.com).

Been able to manage my time is something that I have struggled with for so long that most of the time I always leave things to the end before because I always say to myself that I have enough time to do it. I really like procrastinating because most of the time I say to myself that I have a lot of time so then I say to myself “I will do it later”. However, there are times when I know certain things are supposed to be done but I keep telling myself that I will probably do it an hour or so.

In this module I have learnt how to manage my time properly by coming up with some point which I will be explaining in the points below 


Planning:

Before I started this module, I had no idea about how important it was to have a specific plan to follow to be able to manage your time properly. Good time management skills start will a good planning skill. During this module I learnt that with proper planning skills I will be able to prioritize the most important task and activities and then by doing that I will be able to execute the plan with something called self-monitoring which will help me to evaluate how good my planning skills are.
I have also learnt that the best way to manage my time is to use a calendar which will help me to focus on one thing at a time by allowing me to do my first task when I wake up without having to procrastinate.

Prioritizing:

I feel like prioritizing plays an important role in time management.it also helped me to realise that some things that are not that important can be done later. Most of the time setting priorities for each week, month helps me to accomplish my target and goals.it has also helped me to ensure that different activities that are very important but not too urgent such as exercising can be done later on in the day .
Being able to prioritize is the idea of being able to make hard decisions and how to spend my time during the day and being able to be in control of my time.

To be able to manage my time properly I have learnt to set boundaries and by saying no. I always find it difficult to say no to people when they ask me for favours, but I have been able to set boundaries since I started this module. I have been able to set a very clear boundaries to people who want to engage me in projects and activities that are not part of my priority and saying no is one of the important skills in time management. 


Improves performance/produce better work:

I learnt how to produce better work without constantly racing to meet a specific deadline which gave me more time to do my work and put in more effort which made the quality of my work increases when I am under no pressure or when a specific deadline is not approaching. In this module I have also learnt to block out time during the day to do important tasks which gave me a better idea of everything I needed to accomplish and how long each activities and task will take me ,I learnt to have a specific schedule to follow which gave me the motivation I needed to not even think about procrastinating or even spend less time deciding on what I want to work on .Time management can help you to focus on the important and essential tasks in order to avoid time-consuming and distractions.


Improves Career Opportunities:

Time management can help you to become and responsible and a more reliable employee who delivers or submit high-Quality work before the due dates and by doing this it helps your manager or supervisor to see you as a good asset to the company and as a valuable worker which helps improves your professional reputation and by improving your opportunities to be able to expand your career.










































Referencing

The term referencing can be defined as a method of acknowledging and recognizing someone for his or her innovative work that you used in you research to back and support your idea.
In addition, before learning this module my understanding of what referencing was when someone or a company, school or an organisation needs a background information from you so they ask you to get someone to write something they know about you to give them as much information as they can so whatever they say about you is what they go with However after studying this module I have a completely different ideas of what referencing is and the different types of referencing which I will be explaining in details.

There are different types of referencing these are as follows

Harvard
Vancouver
Chicago/Turabian Referencing style

We mostly focused on Harvard referencing so I will be explaining in as much details as I possibly and I will also talk through what I knew begore I started studying this module.
Harvard referencing emphasises the name of the creator of a piece of data and information and the date of publication with the list of references in alphabetical order at the end of a work.
It is very important to use consistent punctuation throughout a specific assignment and Harvard referencing is important because it helps the writer to avoid plagiarizing other people’s work examples are below 
Harvard referencing Example 1: Theisen argues that... (2013:166)
Example 2: ‘The reader should be able to easily be able to easily trace all cited sources (cf. Kramer 2009:147-48).

I have also learnt some pros and cons of Harvard referencing and these are as follows 

Pros

Harvard referencing Is easy to put into practice.
Harvard referencing, I very easy compared to footnotes.
Harvard referencing prevents you from transferring interesting parts.

Cons
Harvard referencing, short referencing does not talk much about the nature of the source cited.
Harvard referencing, I restricted the use of academic sources as it’s not possible to describe sources in detail.

In conclusion Harvard referencing is very simple and economical because the source citation is placed right after the quote as a short reference and by studying this module I have learnt a lot more than I knew and my understanding of referencing has completely changed.
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