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Time management and organising studies
My previous understanding of time management before I started the session was considerably basic, I just thought it meant being on time. After we started to look at different ways to keep time management, I realised how much more it actually was. Time management is a lot more complex I personally think anyway, for example it means allocation enough time to study, using the time I have effectively and efficiently and actually be able to balance the time requirements of different aspects of your life. I would have never really given it much thought. Before I started the lesson, I never really managed my time good, I was always usually late or forgetting things that needed to be done, but after this lesson and seeing how other people mange their time I was able to do some changes myself. After this lesson I went and wrote down the important things that needed to be done in a normal week to week, such as attending lessons, studying, time to do other things I may need to do in my everyday normal life. I would always find myself thinking about how much time I wasted or things I never manged to get done because I never manged my life properly and efficiently. Just by have a simple plan or to do list is a way I can enable I have the best time management skill I can possibly have. One of the tasks the helped me to be able to come up with the best way to mange my time was an activity we had done in the session, having to think and write down on the spot about if we use time efficiently, do we waste time getting started on things and if we found time passed and we did not know what happened. This is a task that made me realise I had actually got extraordinarily little time management skills, but I was wanting to be able to change this. By writing everything I wanted to do and achieve and the things I actually needed to get done, I personally feel I have stated to make a big improvement on this. So over all I feel that the session was a good session for me to be able to learn something I will definitely use and need through out my life. I can see why it is an especially important and useful skill to have. The second part of the session was about organising studies, when I first heard this was something, we were going to be learning in a lesson I was a bit confused as to why we were going to cover this. But after we had started the topic, I soon realised that it was going to be something useful to me personally. I never had much knowledge or paid any real thought or attention towards organising my studies, I just thought extraordinarily little of it. I personally thought it was basic just knowing how to be organised and prepared for studies and things. But its more than that, its being prepared so that you do not miss anything that could or may affect your studies, its being able to know what work is due and being done for certain sessions and lecturers. Its so much more complex than you would first think and not as basic, I definitely can now see why it important and will help me personally in the future and currently with my studies. From the start of the lesson until now my views on this topic has changed completely, I have a clear view and understanding of how both time management and organising studies. ““Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight, and pressures are high.” (1)




 
Online learning experience 
Before I started this course, I never had much online learning, apart from when I started my first job at The Royal Hop Pole. Before I was able to start working, I had to do 12 hours of online learning. This include things related to the pub and what I would be covering in my own job role. But as far as learning via things such as teams and so on I have had no previous experience. When I first found out we would be taking our studies online via a platform such as teams I personally was a bit unsure how this was going to play out. It was the unknowing of how it was all going to work and if I were still going to get the same learning, that I would have gotten if we were doing are studies and lessons on campus. Since we started in October, I have to say I think the learning we are getting from the lectures has been amazing. As hard as it can be, they always make sure we understand fully what we need to do for each task, it feels like we are still in a classroom setting but just not altogether. There can be times that things will and do go wrong for example internet connect problems or slides.
not always presenting etc.. But these are things that do get sorted and cause the least disruption to the learning they provide to us all. So, my own overall view of online learning is particularly good, I have now had a few months to experience it and I feel a lot more confident about using online learning in the future. I also believe that online learning will be used a lot more now that everything is now becoming more advanced. I can see where online learning will be able to help learn even when not in a classroom and still receive the same if not better teaching. Another point I would like to add is that before I started to do my course online, I never really had much experience with computer so I was worried that I would not be able to keep up, but now having to do our learning on teams it made me more able and confident to use such platforms again in the future. Finally, after I completed this year, I plan on going to uni again to do business and events management and with the uncertainty now with this pandemic I have no idea if I will have to do my learning online again. So, to conclude all my points overall I am a lot more confident with the whole online learning in general.

Cv writing. 

Cv writing was a topic we covered that I felt I strongly needed. My previous experiences with cv writing are very minimal to say the least, I have only had 2 CVS’s one of which was made for me when I was in school. My cv that I made myself now looking back was not particularly good, in this lesson we got to watch a few short clips which explained and gave us tips on how to make our cv more attractable to employers. Whilst watching the clips and listening to the discussions I was able to see what my own cv was lacking. Seeing where I was going wrong and the good things, I had included which then abled me to remake a whole new cv with the help and knowledge I had gained from this session. Being able to structure a cv is a basic skill I will need in the future all through out my life. For me personally one of the key things that stood out to me, on the clips and mentioned in the group discussions was about not making my cv to long. After the lesson I went back and read both of my old CVS’s to see where I was going wrong and this was a big thing for me. I found that on the cv I had made on my own I tried to put as much information on there about myself thinking this was going to make my cv stand out more and get seen. But now I do realise that in actual fact by 


including everything about me, will then mean if I got an interview, I would not have anything else to talk about or to say that would impress them or make my chances higher at getting the position I had applied for. “The key? Use examples to back up your claims, but do not overdo it. Sum up the specific skills and experience that make you perfect for the position but keep it as short and succinct as possible. Aim for around 150 words (or four or five lines), and you’ll be on the right track.” (2)
Public speaking and giving presentations.

One lesson that we had that made me anxious was public speaking and presenting presentations. This is because I personally do not feel comfortable speaking in front of an audience, of people that I either do not know or have not got a good relationship with. Before this session I had extraordinarily little practise at actually presenting things or public speaking but after we watched some clips of people like, Barack Obama, Greta Thunberg, and a few others. I was able to see the different kinds of public speaking and the different ways people either got there point a cross or connected with the audience. This helped me to see how they handled being in front of a big audience and having to speak, some were more emotional when speaking than others. But what I mainly took from watching each of these clips from different types of public speakers was that they all were confident when speaking and getting their words and ideas across. It was also a good opportunity to see how public speaking can actually be especially useful and important in many ways. I never personally knew the importance or impact that public speaking could have, and even if its just in a small group. The next part of this is giving presentations, back a few years ago when I was in school, we would do a few group presentations but none just by ourselves. So, presenting a presentation in front of people was always going to be scary, its more the idea of speaking in front of a group of people than the actual presentation but definitely watching others in our group helped me to be able to do a group presentation for one of my other Uni classes. I do not think I would have been able to take part in a group presentation if I did not get the help and skills from this lesson, I wouldn’t have been able to do the presentation. So, I can definitely see why and how public speaking and giving presentation or group presentation can and will be something to help me in the future. My overall opinion from the start of the lesson up until now has completely changed, I was at first a bit unsure about how it was going to help me or what use it may have to me. I now can see how use full it actually is and that I will have to be doing more presentations and public speak even more so if I do go and do the course, I would like to do next year. “Public speaking doesn't come naturally to most people, but if it's something you struggle with, start small. First, gain speaking experience in low-pressure situations in front of small groups and work your way up from there.”’ (3)
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