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[bookmark: _Hlk92051356][bookmark: _Hlk92051409]This report will discuss four topics that interest me most during this module. These topics are Time Management/Organizing Study, Paraphrasing, Cover Letter Writing, and the last topic will be Public Speaking and Giving Presentations where I will reflect on a presentation delivered in class on week nine. The whole report will be written using Borton’s reflective module. I used this module as I am new to reflective writing and this module seems to be simple and the easiest to understand.

[bookmark: _Toc92141066]Time Management / Organising Study

Time management and organizing study is my favourite topic we went thru in class. I was surprised when I heard that time management and organizing study is part of this module. I thought that it is not an important topic as we are all already managing our time even if we don’t overthink it. But I became even more surprised when I noticed that this topic caught my attention and other students’ attention. I started to listen very carefully to every word our lecturer said. I realized we are all managing our time, but we can do it even better to ensure we do not waste time on unnecessary tasks. The desired outcome of this topic was to make us aware of changes we need to do if we want to improve our time management and organise our study. That will ensure we got enough time for studying or completing the task important for our development. I believe this topic was key information I needed, not to only complete this course but to become successful in my life. 
Most significant about this topic was the ability to apply time management to any aspect of our lives. I can achieve many things, if I adjust my activities, to ensure I do not waste time on a not important task and focus on the task that will get me where I want to be. According to Widener (2015), all the small things we do multiply by time will lead to our long-term achievements. I learned many good techniques of time management that can help me to accomplish all my dreams if I follow them. I have learned about Pareto’s 80-20 rule, about Eisenhower’s methods of prioritizing tasks and categorizing them into important, not important, urgent, and not urgent. The biggest eye-opener for me was the time inventory. I recognized the need of knowing more about this topic as it is a simple thing that can change the outcome of my life.  
I decided to keep tracking my time spending by filling out time inventory and at least once a week, studying what went well and what could be improved. I also decided I need to minimize tasks that are not a priority as they are not getting me closer to the person I want to become. I created a personal development plan to make it easier for me to see and understand what my short-term and long-term goals are. I realized how much time I spend in front of the TV or PC and if I would invest the same amount of time into studying, exercising, or chasing my personal development, I would become a more successful person. And I believe becoming a successful person whether it is success in personal or professional life is not only my target but also the target of all students in this course.

[bookmark: _Toc92141067]Paraphrasing

Paraphrasing was a topic I never heard about before I joined this course. I remember how our lecturer started asking us in class what is paraphrasing. I did not even have a clue and other students seemed to be confused too. There were a few guesses by some students but not even one was correct.  Then our lecturer explained that paraphrasing is writing ideas of other people in our words. I still did not understand why we should rewrite what is already written. What is the point of it, we can just copy and paste it I thought! It became even more confusing when our lecturer explained that we still need to acknowledge whose original idea it is. Then we were told about plagiarism and that brought little light into it. We started to understand that we need to avoid plagiarism otherwise we may fail when working on our assignments. The lecturer explained steps to paraphrasing and three different techniques of presenting the same meaning differently and the rest of the class was about practicing. It was a lot of practice and most of us start to understand the main principle.
Most significant about this topic was that all students in the class were unaware of plagiarism and of the ways to avoid it. I learned a lot about the five steps of paraphrasing from A Guide to Paraphrasing in Research Papers - Wordvice, (2021). The first step is to read the work of others and think about it until you understand what the main idea is. Another step is to make notes and key terms of original work. Then leave it for a while to let it sit in your head and return later and write the idea in your own words without looking at the original text. After that, you need to check if the idea is the same and to make sure words and sentences are different. The last step is to cite it and to make sure in-text citations and references are included.  Paraphrasing may include some keywords of the text but must be written in a new language and it must keep the main idea of the original work. I also learned that I could use websites like thesaurus to help me find synonyms. This could help me to paraphrase the key terms. I know it will take a lot of practice to become good at paraphrasing, but I believe skills will come with time.
I decided to keep practicing by writing some more reports as this skill will become very useful in my future study. For example, this term I chose four topics and wrote a report about them. But in the future, I plan to write a report about more topics and then choose the best report to represent my work. This way I will improve my skills of writing and paraphrasing and possibly my work could be marked better. 
[bookmark: _Toc92141068]
Cover Letter Writing

Our lecturer talks to us about the topic cover letter on week eight. This class remains deep in my memory as sending a cover letter with my CV is essential if I want to impress a potential employer. I also remember this class as this was the first time when I heard about a cover letter. I was asking myself how is it possible? It also reminded me of my last interview when the interviewer looked at my CV keep turning all pages and seems to be looking for something. At that time, I did not know what he is looking for but now I know he was after a cover letter. Even more surprising was the fact that I was not the only one in class that never heard about this topic before. Our lecturer explained that a cover letter should be an introduction to our CV, and it should always be sent alongside a CV unless instructed otherwise. Then the lecturer explained what structure should be used and what information need to be included. She also told us what we should avoid on the cover letter as it should not repeat our CV. This topic was focusing on our employability skills as we will be more likely to get interviews and potentially, we could get better jobs in the future thanks to the knowledge we gained. 
The most significant about this topic was the knowledge we gain and can reuse every time we apply for a new job. I used the information provided and wrote a cover letter when applying for another position within the company. I have learned the importance of researching the company before writing a cover letter. Few information you need to find out by your research is who will be reading the cover letter, in what industry the organization operates, what is competition and market position, and plans and goals of the company for at least five years. The cover letter should not be longer than one-page A4 and it should be broken down into a few paragraphs. The first paragraph should say why I’m writing a cover letter, what position I’m applying for, where was it advertised, and when I can start. The second paragraph should talk about my experience and skills that match the job description. The third paragraph should explain why I want to work for the company, and why I’m the best candidate for the job. I can also show in this paragraph what I know about the company. The last paragraph should show my interest and availability for the interview. I also learned that signing off depends on the greeting at the start of the letter. I could use Yours sincerely if I addressed the letter to someone I know, or Yours faithfully if I addressed to someone I don’t know. (Smith, 2021) I still need to hone the skill of writing and keep improving cover letters every time I apply for a job.  
I will make sure the cover letter is the first thing interviewers see and will avoid awkward situations when they need to look for it. I’m sure I will be called for more interviews If I keep researching organizations I apply to, and tailor cover letters to job descriptions.

[bookmark: _Toc92141069]Public Speaking and Giving Presentations

I was giving an online presentation on week nine, had everything prepared, set up a presentation on half of the screen, and speaker notes on the other half, taking full advantage of my large monitor. Put some smart clothes on and even prepared a glass of water just in case my throat becomes dry. The lecturer asked me if I could go first, and I agreed. I started to share my presentation but for some reason, the sharing did not work. I was trying to sort it out, but I could not so I was given time to fix the issue and we let other students present in the meantime. I restarted the platform we used for presentation and even the whole PC but it did not help. At that moment I knew I will have to share the whole screen not just the presentation if I want to present on that day. It would not matter if I would have printed speakers note, but I did not. While was others presenting, I also realized I forget to include the lecturer’s name on the first slide. I got another try and shared the whole screen obviously without speakers notes. I welcome all to my presentation and introduced myself, I also mentioned the lecturers’ name even if it was missing on slides. I wanted to sound professional, but I got nervous, talked too fast, did not articulate enough, and missed a few points because of missing speakers notes. I should have engaged more with the audience, keep eye contact and use more pauses.
I know everything did not go according to the plan, but this was one of my first presentations and I can learn from my mistakes. I was still able to give the main idea to the audience even it was not perfect. I learned that I cannot fully rely on computers, and I should always print speakers notes to make sure I got the main points in front of me in case computers fail. I need to learn more about public speaking and giving presentations. There are a few things presenter can do before giving a presentation to make speaking smooth. The main is to prepare, find out the location, time, dress code, find out who is going to be an audience, structure the speech, keep slides simple, ask someone for feedback. During presentation presenter should not read the notes, notes should be just bullet points to keep him on track. The presenter should engage with the audience, keep eye contact, use pauses especially after an important point, he can also repeat important points. Even if the presenter gets lost and forgets the speech he should keep talking and not just stay quiet. The audience is the presenters’ friend, not the enemy and that is something the presenter needs to keep in mind. If there are some difficult questions that the presenter doesn’t know answers to, he can always say that he is not sure, but he will find out the answer and get back to the person that asked later. (Ziv, 2021). 
So, there is a lot I could do next time to make my presentation smooth and look not stressed. I will print the speaker’s note just in case of technical issues. I will structure my presentation better, speak slowly and clearly, will also try to engage more with the audience. If I work on these issues, I will be able to give presentations on the professional level and present my work better. There is no point in a good presentation if the presenter cannot pass the message to an audience.  

[bookmark: _Toc92141070]Conclusion 

We learned from my reports today that education is very important. Some people may think they know all they need but without this course, I would never have personally known about the importance of time management. What is even more alarming I would not know what is paraphrasing and potentially become a plagiarist without realizing it. In the future, I would keep applying for jobs without a cover letter and look unprofessionally. I’m also sure I would not be called for interviews very often as employers would see me as a person that doesn’t care about the job he is applying for. This module also made me more confident when speaking in public as I was always the guy that prefer to keep quiet because of being afraid to talk. My ability to deliver a presentation improved dramatically too even if there is still a lot to work on. Next time I deliver a presentation I will surely amaze my boss and colleagues as now I know how the proper presentation should look like and how to prepare for it. 
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