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[bookmark: _Int_uVT3t1vg]Since I have joined university of Wales trinity saint David.
I have learnt about time management so that we can make sure we have enough time to complete our task or, projects. Making sure that it is done before the end of the deadlines.
I have gained more confidence in my computing skills, speaking skills, and I am more self-motivative. Which make me eager to learn.   
Planning your time is the first step to being effective.
[bookmark: _Int_3PgNWtxD]Getting organised making sure that your schedules. This can be done by using several tools. I use a diary for my daily tasks, a yearly planner for deadline assignment appointments. And I have used a time circle to analyse how I currently use my time. 
[bookmark: _Int_BJ7yOj4G]Employers value people with suitable time Management skills. As they are more productive and affections. 
Some organisation want employee to have great presentation skills. Also, knowledge of Microsoft power point for board meeting and public speaking to draw more clients. 
A great number of company or, businesses require their employee to have great knowledge. Most companies require employees with more experience in computing.   so that they could send out emails do administration work and can learn new skills if required. Some originations require their employees to have great communication skills. For example, writing skill, speaking skills, and listening skills.
At university we are learning how to work as a team. Which require working as a group leader. Motivating the team and setting out task for each team member. 


