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Introduction.
           The experience I have gained during the lecture of higher education is life-changing, I have been studying interesting subjects, explore new ideas and make new friends. However, it requires to hold or gain certain skills such as independence, self-motivation and ability to organise your time. That means that I was needed not only academic skills but also a broader range of understandings and qualities that enable me to manage my studies as expected. (Cottrell, 2013)

          





















 Time management.

           In modern times, а successful persons is remarkable by the ability to plan hours of activity. They are not in a hurry or late, they are not complete projects at the last moment, and they are not waste precious minutes in vain. This is called effective time management when the period of daily activity is enough for everything - not only for work but also for a busy life. In this report, I will look at some techniques of time management.
During this course, I learned that time management is a technology for organising time, increasing the effectiveness of its use. Time management is the process of training conscious control over the amount of time spent on specific activities, which increases efficiency and productivity. The ability to effectively organise students' time is crucial. In the stream of everyday affairs, one can easily get confused because every day, there are more and more of them. Diverse more and more information. Events are happening faster.
There are many methods and principles of time management using which students can learn how to manage time effectively. 
I learned the next activities in time management, including:
- planning and distribution of time (planning is the process of universal distribution of resources necessary to achieve the goals and objectives, as well as a set of processes that carry with them their formulation and implementation).
- prioritisation (Priority affairs - what we should do in the first turn. Activity planning helps to establish priorities correctly).
- analysis of time consumption, etc. (very important in minimising inefficient spending time has self-discipline. Which means that you can take work when you need it, regardless of the degree of interest tasks).
There is an excellent strategy introduced by Brian Tracy, 'Eat That Frog'. The idea being this strategy is that if every day you wake up and you have to do a task that you least look forward to and most likely procrastinate on, by tackling that task before you do anything else, you don't have anything worse to do for the rest of the day. That is where eating the frog comes in. (Tracy, 2017)
I researched from internet sources that the most important benefit of time management is a better work-life balance. If I achieve a better work-life balance, I can be more productive at work and have more time to spend on my most important relationships. 
Work-life balance makes a good balance between my professional life and personal life. When I spend long hours at work, I risk burnout and feeling tired all the time. (Pettit, M., 2020.)
           I have learned that modern time management is not just a technique from the site of how to meet the deadline. It's a complex system managing myself and my activities. I have realised that the main task of time management is to rid a person of inefficient spending of invaluable resource - time. Successful students differ in that they allocate enough time to invest in those future.




























Organising study
In this course I learned that to organise my study, I need to own a study skills. They are the skills I need to enable me to study and learn efficiently – they are an important set of transferable life skills. Study skills are not just for students. Study skills are transferable - I will take them with me beyond my education into new contexts. For example, organisational skills, time management, prioritising, learning how to analyse, problem-solving, and the self-discipline that is required to remain motivated. Study skills relate closely to the type of skills that employers look for. (skillsyouneed, n.d.)
Having good organisation skills gives me confidence and helps me consider and develop attitudes that make learning more interesting and easy. I will also gain an insight into the many ways I can study more efficiently. Organised students are often more successful than their contemporaries.





















Academic writing
	
           In my academic career, I will need to write an academic paper at some point, whether it's a report, an essay, a dissertation or a thesis. I need to own academic writing skills to focus on building my strengths in those areas, which will help reduce my stress the next time I need to write a paper. 
There are a few points I learned during this research to keep in mind when writing a paper:
All points that I make should be supported by evidence, and this means either something from my own research or a reference to previous research, preferably published in a high-quality peer-reviewed journal. It is not acceptable to say "Sources maintain…" or "Previous authors have asserted…" without providing at least one reference.
For some types of academic writing, such as academic reports, dissertations and theses, it's impossible to write the final product without doing research first. Unless my task is, for example, to write a personal reflection on something from my childhood or a sample business email, learning to research will be critical when looking to improve my academic writing skills. That means I will need to know what sources are trustworthy, how to access those sources and what kinds of information to save from them so I can cite them correctly. To know what kind of information I need to cite from my sources, I will need to talk to my instructor and determine which style guide is preferred, then search online for information about that guide. 
When I write an academic paper, I will need to have a clear idea of my thesis statement, which is the main idea or argument I am trying to convey. To write a compelling paper, it's important that I spend some time thinking about the points I want to make and how I will go about convincing my audience that my argument is valid. Usually, I can rely on the research I have conducted to back up my statements and make sure you can form a rebuttal to any counterarguments.
Organising the information in my paper is vital to crafting a compelling, well-written document. Most types of academic papers follow similar formats (e.g. dissertations and papers describing studies include an introduction, background information, materials and methods, results, a discussion and a conclusion). Keeping my paper well-organised in sections while I write will help me ensure that I am making my argument and avoid repeating information.
In addition, keeping my notes organised while conducting my research will help me enormously when it's time to start writing and compiling my reference list. By taking the time to make sure I stay organised throughout the writing process, I can significantly reduce the amount of stress I feel.
Even if I have conducted my research, developed a winning argument, organised my time well and determined who my audience is, I must make sure I write clearly and directly, looking to improve my academic writing skills. Academic writing requires a formal tone and proper grammar, but that doesn't mean I should use five words when one will do. I must keep my writing straightforward and clear and don't include any information that isn't absolutely necessary to support my argument.
Finally, the importance of using correct punctuation, grammar and spelling can't be overstated. Although I might have a perfectly good, scientifically sound argument, if my audience can't read my paper because the grammar is atrocious, they won't pay any attention to it.  (wordy, n.d.)
























CV writing

In this research, I learned how to write a CV, which stands for curriculum vitae, which is a document used when applying for jobs. It allows me to summarise my education, skills and experience, enabling you to sell my abilities to potential employers successfully.
What to include in a CV
Contact details - Include my full name, home address, mobile number and email address. My date of birth is irrelevant, and unless I apply for an acting or modelling job, I don't need to include a photograph.
Profile - A CV profile is a concise statement that highlights my key attributes and helps me stand out from the crowd. Usually placed at the beginning of a CV, it picks out a few relevant achievements and skills while expressing your career aims. A good CV profile focuses on the sector I am applying to, as my cover letter will be job-specific. I need to keep CV personal statements short and snappy - 100 words is the perfect length.
Education - I need to list and date all previous education, including professional qualifications. Will need to place the most recent first. Include qualification type or grades and the dates. Mention specific modules only where relevant.
Work experience - I will need to list my work experience in reverse date order, ensuring that anything I mention is relevant to the job I am applying for. Include my job title, the name of the company, how long I was with the organisation and key responsibilities. If I have plenty of relevant work experience, this section should come before education.
Skills and achievements - This is where I can talk about the foreign languages I speak and the IT packages I can competently use. The key skills that I list should be relevant to the job. I have to not exaggerate my abilities, as I will need to back up my claims at the interview.
Interests - If I don't have any relevant hobbies or interests, I can leave this section out.
References.
How to write a good CV
I will need to use active verbs when possible. For example, I will need to include words like 'created', 'analysed' and 'devised' to present myself as a person who shows initiative.
A good CV doesn't have any spelling or grammar mistakes. I will have to use a spell checker and enlist a second pair of eyes to check over the document.
Have to avoid generic, over-used phrases such as 'team player', 'hardworking' and 'multitasker'. Instead, I will need to provide real-life examples that demonstrate all of these skills.
I will need to create the right type of CV for my circumstances and decide whether the chronological, skills-based or academic CV is right for me.
I will have to put all the true information on my CV or job application. It will demonstrate my honesty to a potential employer. 
If I am do posting my CV online I don’t need to include my home address, as I could be targeted by fraudsters. (Smith, April 2021)
























Conclusion
In conclusion I would like to highlight the importance of the main skill of our life, it is a time management. Everything we are doing in our life, everything we planning to do is depends on time management. How we manage our time will be reflected in how successful we will be in our achievements.
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