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Introduction:   This essay will discusse the knowledge I have gained from Academic and employability skills classes. And how will it help me to complete the course successfully. Time management, Academic writing and paraphrasing will also be discussed in this essay.


Mainbody: I was admitted to university of wales Trinty saint David in the academic year 2021/22. Due to the long-term learning gap, it was a hug challenge for me to continue study again. but after starting the class, I realized it is not so difficult if I intent to attend classes regularly. Our honorable lecturer Sylvia Hoffmann always encouraged us and guided us which really helped me to learn more about the module. As a new student the lecturer taught us some important grammatical rules which was really needed for me as English is not my first language. I have gained more knowledge about higher education from this module . Such as, writing essay and report, finding relevant sources, citing and referencing. I also learned about plagiarism which is one of the most important things for a student. 
 I am studying the course Certificate of Higher education skills For the Work Place the course duration is one year. After completing this course, I will be able to go for further study. It is equivalent Level four which means if I can successfully complete this course, I will be able to achieve a degree in another two years . 
The knowledge I gained from the module will enable me to complete the degree as it gives me basic Idea of higher education. 
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Time management:

Everybody has same number of hours in a day, the 24 hours in whole daytime is important form student till the managing director of some company but what makes difference is the efficient use of the time.
Before I started learning this module I could not make a daily routine properly as I did not have a good idea about time management which was badly affected on my daily life , I have gained more knowledge in this module and it is helping me both my study and family life . as I have job and at a time a started studying so it is very important for me to manage both sides . 



People who has no idea about time are facing lots of problem in their life . few years ago I lost a job because of lateness I used to work in the morning shift and sleep late at night because of shopping I could not make a routine for daily life which was reasons for losing job and I was struggling every step of life . after admitting the university when I gained a better knowledge about time management I realized that how important for a person to have knowledge about this . 
Now  I realized it is not a difficult thing for anybody to continue study , doing work and maintain family if they have knowledge about time management .


Time is a precious commodity which cannot be stored or kept in pocket. Every man no matter how rich or poor spends time the same way, it doesn’t speed up for the rich and slow down for the poor. Time management will enable you to do more things in your life. Once you have established a list of tasks and prioritized them, you will find that you can get much more accomplished.When you are prioritizing and getting tasks completed, you have more time for things that you want to do ( Kashyp,2019).


Every work or activity in one’s life needs some time and everything needs time to materialize. With time management, each task is given enough time to be finished. By giving a sliver of time for each of your goals and accounting for it wisely, you will be able to achieve them, plus make time for other activities.
With the help of effective time management, you would be able to finish more jobs with less effort. If you are allotting a certain amount of time for each activity, you don’t have to worry about the next thing that you will do. With time management, you become more organized and the things you do become more habitual than panic-driven. By making it a habit, you can increase your efficiency and productivity.
[bookmark: _Hlk90234496]Thus, time management increases chances of success as it will make you productive using improved time management skills and tools, and can accomplish more with less effort and time. It will help you reduce wasted time and energy
Time management skills and techniques help a person to identify and set one's priorities. Time management makes it easy you make conscious choices, so you can spend more of your time doing things that are important and valuable to you. By managing time you can also can learn to find the time for the things that are important to you. Unexpectedly a small amount of time once a day, or even once month, will take you closer to your goals and objectives. Target objectives ahead, is continuously great to arrange long haul ahead or say earlier to the relegated time in arrange to realize the maximum yield. Objective setting, objective setting is where the planned target is mapped out. It might be preplanned to require up the beat needs and to plan the major pieces of considerations in progress, making a great utilize of time successfully and shrewdly, Appointing or getting freed of the clutter, accomplishing a adjust is similarly important.
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It Reduce stress because by managing time you can do what you want to do. Hence it will make you happier and reduces stress as Stress leads to long-term health problems Make plans everyday by either you are walking, driving, showering, or otherwise “dead” times to plan. Think about what your goals are for that day or the next. Which goals are most important to you?
Concentrate on One thing at a time because the human mind works more efficiently when it is focused.
At any cost and in any situation avoid procrastinate. This will help attain jn life very easily.( Cottrel 2005)


Academic writing: 

Learning to write good papers is very important, not only for getting good grades or getting into a good university to get a good job or anything else. This is important because, in the most fundamental sense, it is to consider our own ideas and then organize them to make them logical and meaningful, first for ourselves  and then for readers. Mind and materialize it on paper or screen. They are in one place, and we must not only see their identity.
I have learned in this module about academic writing which helping me write a proper report and will help me in the future .
I learned  in this module what should I follow for academic writing 
Such as, it is really need to be clear and readable for others .
Should not be used personal pronaouns such as, I, we , he, she .
Should be express not impress 
I believe the knowledge I gained from this module about academic writing is helping me to write essay, report which will help me to get a better result on every examination . before I learned this module I was not able to write a proper report for my assignment which was affected on my result as I had no idea about academic writing .
Nowadays I can write essay/report I am confident that I will get a better grade .  academic writing will also help me in the future study and my career .   if I get a job in any company as a manager it is important for me to write a formal letter to employees and others . before learning this module I was not right fit for this position to apply . this module increased my writing skills and I believe now I can apply for this and will be able write official letter .
about academic writing is that, of course, students really need to go to college! This is a very practical and basic educational skill. If someone wants to become a competent student, they must be at least a decent writer and communicator (Canagrajah,2013).
Practicing academic writing improve thought process.The purpose of academic writing, as with most other kinds of writing, is to communicate.For  a student writing is the markers window to thoughts. Therefore, it is important to learn how best in a way which will convince the marker that the student understand what they are talking about.



A clearly written assignment lets the thought show trough. A muddy one obscures the thinking. And give the impression the thought processes are muddy too.it should be used quotations and paraphrase sparingly because the marker cannot tell from others people words what a student thinking. get into the habit of using own words. Like physical exercise, it may be hard work at first but will get better and better at until have a good strong intellectual physique. To take the short cut of relying on other people's words bypasses thought processes and will make the material very hard to remember as it has not been   assimilated into own mind – it is not own possession.  A student not primarily a collector of information, a recorder of the wisdom of others-that would be very boring .as an active learner and a unique interpreter of the information which comes own word. 

(7)
The act of writing often clarifies own thoughts and writing own words is an act of creation. Originality in psychology is normally thought of as designing new empirical studies or devising new theories ( Oshima and Haque,2007).


Paraphrasing:
Paraphrasing means expressing someone else idea in own words the text needs to be rewritten without changing the original meaning.
 According to Gahan (2021), Paraphrasing important because it shows that a student has a good understanding of the source and then can write in own words .to paraphrase a source, it is really need to rewrite a passage without changing the meaning of the original text . 
Paraphrasing helps a student enhance the language stills , avoiding plagiarism and be creative . it also help to increase vocabulary . when we paraphrase some thing it means we are learning alternative words ,
Nowadays it si rather difficult to achieve  a better result without paraphrasing as the technology developed and it does need  to check by person if any writing is copy past , Turnity gives the result in few minute . 
Paraphrasing is an alternative to quoting, where copy someone's exact words and pot them in quotation marks. 
The following five steps can help a student to paraphrase a text without changing the meaning
(1) Read the passage several times and fully understand the meaning
(2) Note down key concepts 

(3) write own version of text without looking at the original
(4) compare paraphrased text with the original passage and make minor adjustment to phrases that remain too similar 
(5) cite the source where found the idea
 In summary, paraphrasing is not simply swapping a few words; it is taking ideas and explaining them using different words and a totally different sentence structure. It has a greater purpose; it shows that we've understood the literature on our subject and are able to express it clearly to our reader. In other words, proper paraphrasing not only shows that we're literate but also that we are familiar with the ideas in our field, and it enables you to support your own research with in-text citations.
If we need writing help, we might consider an editing and proofreading service, such as Scribendi. 
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While our essay poeaders cannot paraphrase your sources for you, they can check whether you've cited your sources correctly according to your target style guide. 
Paraphrasing is a method of referring to a source without straightforwardly citing it or of further clarifying a chose quote. Right summarizing is significant in that poor rewording can bring about allegations of counterfeiting, or replicating from a source without effectively referring to it. Rewording permits journalists to inspect the significance of others' work, imaginatively reword their assertions, and art data to suit a paper or piece's objective or core interest. 
 






Conclusion:  The information I have acquired from the module is an incredible accomplishment for me. It will assist me with finishing my further modules effectively. Academic writing, paraphrasing,and time management the board what I examined about in this article is generally significant for an understudy. this module will likewise help in working spot.
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