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Introduction
The report is written as part of project of academic report. For the report three topics have been selected time management, academic writing and public speaking. In these topics all the stages and parts and benefits are explained. For further understanding of the report, there are many research articles and website were referred for developing the report all these are mentioned at the end in references.

[bookmark: _Toc70206576]Time management
Time management is a process of planning and utilizing control of the time, which is spent on the activities. Good time management helps one to work smart not hard. Effective time management helps in greater academic performance and low anxiety in students (Richelle Adams, 2019). Time management is defined as behavioural skills cluster, which is important in any organization (Lay, 1993). Good time management skills are identified to stall effects of stress on workers and are also a key to high performance and lower anxiety. Time management increases productivity, efficiency and effectiveness.
[bookmark: _Toc70206577]Productivity
Productivity is a state to create a high-quality work in time. High quality work can be done in limited time by applying time management(Cengiz Duran, 2015). For that purpose, one has to follow five steps to increase productivity. The first step is to make a proper time schedule and stick to time schedule. The second step is to set clear deadlines and expectations for better results. The third step is to break the large task into small tasks. Fourth step is to take breaks, breaks are necessary to relax body and brain for high quality work. The final step is to make list of tasks and prioritize tasks for better results. 
[bookmark: _Toc70206578]Efficiency
Efficiency is the ability to avoid wasting things. Efficiency in time management is about saving time. Efficiencyin time management has three stages. First stage is awareness of time. The second stage is awareness of elements that fill timeand the third stage is positive working habits (Kelly, 2002). The first stage awareness of time is about focus of attention on the future. In the awareness time is marked one observe each second, minute and clock. Second stage is awareness elements that fill time, individuals approaching the work must be able to understand the task. The understanding maybe from the experience. Individuals understands the activity by connecting it to similar activity. The third stage is working habits, if individuals use time efficiently, they must acquirepositive working habits. 
[bookmark: _Toc70206579]Effectiveness
Effectiveness is getting desired results(Mugenyi justice kintu, 2017). Time management increases effectiveness in three stages. First stage is about starting the task. The second stage is about stay focused and the third stage is about balancing tasks. In first stage starting a task, time management helps through making schedules and timelines. In second stage is to increase effectiveness one has to stay focused, in staying focused time management helps by clearing disturbances related to work. In third stage is to balance tasks, in balancing task time management help by timelining tasks.

[bookmark: _Toc70206580]Academic Writing
Academic writing is the expression that writers use to define rational boundaries of their respective discipline and areas of their expertise (Feak, 2007). The aim of the academic writing is to describe the ideas of the writer. There are four types of academic writing analytical, critical, descriptive, and persuasive. 
[bookmark: _Toc70206581]Analytical writing
Analytical writing is frequently written at university level. The analytical writing measure critical thinking of the person it also review what is one has read in light of the evidence(Myra J. Linden, 1990). Academic writing evaluates one’s ability of articulating and supporting complex ideas, constructing and evaluating arguments, and sustain a coherent and focused discussion. In analytical writing the writer has to focus on seven stages. The first stage is choosing a point of view. The second stage is writing an introductory paragraph. The third stage is carefully organizing the body. The fourth stage is crafting the clear topic sentence. The fifth stage is to give proper evidence. The sixth stage is providing contrasting opinions. The seventh stage is giving proper conclusion.
[bookmark: _Toc70206582]Critical writing
Critical writing evaluates and analysis information from many sources for the development of an argument(Mike Wallace, 2016). A mistake that many writers make in the beginning is the assumption that whatever they read is right and that everyone should agree, since it was a published in a journal. There are six steps in critical writing. The first step is examining the source, read it with caution. The second step is organizing thoughts figuring out the claim and evidence. The third step is stating a thesis making sure that it has both details and claim. The fourth step is writing an outline of topics. The fifth step writing a first draft of the critical writing. The sixth step is editing and improving the first draft to make a final draft.
[bookmark: _Toc70206583]Descriptive writing
Descriptive writing is a type of writing it gives a concise and clear description of everything. Descriptive writing includes people, places, events and objects. The main aim of the descriptive writing is to provide a clear picture of people, place or thing in the minds of reader(Styati, 2010). There are seven steps of descriptive writing. The first step is choosing a specific topic. The second step isinformation compilation. The third step is making an outline. The fourth step is writing an introductory paragraph. The fifth step is writing body paragraphs. The sixth step is summarizing in conclusion. The seventh step is look for lively language.
[bookmark: _Toc70206584]Persuasive writing
Persuasive writing is to intend to convince the readers in believing the opinion or an idea(Latif Beyreli, 2018). The persuasive writing is a non-fiction writing. It aims for convincing the audience to believe a view. There are eight steps in writing persuasive. The first step is using the active voice. The second step is focusing on the audience. The third step is to describe the objective of writing. The fourth step is confronting the objections. The fifth step is to make the writing easy to read. The sixth step is to establish the authority of the writer. The seventh step is to include statistics and facts. The eight step is making a catchy headline to attract readers.
[bookmark: _Toc70206585]Public Speaking
Public speaking is a talent of addressing effectively to an audience(Jan Schneider, 2018). The audience can be a group of friends you know, or it can be a crowd of strangers. The ability to communicate with them is known as public speaking. Great public speaker is not born they acquire the talent of public speaking. Natural talent plays a large part in confidence building. There are seven major benefits of public speaking.
[bookmark: _Toc70206586]Career development
The first major benefit of public speaking is career development. Public speaking helps in career development(Rineer, 2017). the person who is good speaker can communicate well with his team and employees. Public speaking will help him becoming a good leader for the organization,
[bookmark: _Toc70206587]Confidence boosting
The second major benefit of public speaking is confidence boosting. Public speaking helps in confidence boosting(kampe, 2014). The person with public speaking talent can communicate with much easiness with people. Good communication skills will help him in boosting his confidence.
[bookmark: _Toc70206588]Critical thinking
The third major benefit of public speaking is critical thinking. Public speaking helps in critical thinking. The public speaker has to analyse every word they talk(O'Brian, 2013).The analysis helps him in thinking critically of everything. It can be a daily task or work of the organization.
[bookmark: _Toc70206589]Personal development
The fourth major benefit of public speaking is personal development. Public speaking helps the speaker to develop his personality(Geise, 2008). The public speaker has to speak with people from different races, tribes, cultures and religions. While preparing for public speaking with them the speaker has to go for a personal development, so that he can speak well in front the audience.
[bookmark: _Toc70206590]Improve communication skills
The fifth major benefit of public speaking is improvement in communication skills. The public speaking helps speaker in improving his communication skills(Rana, 2015). The public speaker has to speak on multiple forums for his speeches, while communicating people from different areas help the speaker in improving his communication skills.
[bookmark: _Toc70206591]Make new social connections
The sixth major benefit of public speaking is to make new social connections. The public speaker will make new social connections. The public speakers are rare, so public speakers are considered as celebrities(Amanda Wilkinson, 2019). The status of being a celebrity helps them in developing social connections with people from different backgrounds.
[bookmark: _Toc70206592]Personal satisfaction
The seventh major benefit of public speaking is personal satisfaction. The art of public speaking creates a personal satisfaction in the speaker(Dalia Streimikiene, 2008). The speaker who develops the skills of public speaking will develop a personal satisfaction when the audience applaud for him. He will feel fully satisfied that the time he spent on developing his skills is not wasted.
[bookmark: _Toc70206593]Expand professional network
The eighth major benefit of public speaking is expansion of professional network. The public speaking helps public speaker to connect with other public speakers(J. Chen, 2008). The connectivity helps them to create a professional network of public speakers. In the professional network they can help each other while facing problems.
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