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1.DESCRIPTION

1.1 Time management
In the first lesson at the University of Wales Trinity Saint Davis, Anita the class lecturer started to teach us about Time Management.
She started the topic by asking if someone knew what time management is and what we understand by this term.

1.2 Academic writing
The topic of the second lesson was ACADEMIC WRITING. The lecturer reminds me that is never too late to improve your writing skills and grammar.
The first crossheading the teacher brought in the discussion was what is a clause and how you can analyse it.

1.3 Paraphrasing and Summarising
I started learning about how I can paraphrase and summarise a text.
There are diverse types of texts: descriptive, narrative, expository, and argumentative where you might need to use paraphrasing and summarising methods.

1.4 Public speaking and Giving presentations.
What am I understanding about public speaking is that is the type of speaking when you must speak in front of an audience.
 Usually, it happened for me just to keep presentations in front of a big public for school projects and now for university projects.




2. FEELINGS

2.1 Time management
I found the questions easy, and I even had an answer for them.  For me time management means how I supposed to manage and plan my activities to have enough time to get everything done.

2.2 Academic writing
Everything that I learnt in school, came back. It was like an instant ‘click’ because I knew the term and the whole information that I already studied and used before crossed my head.

2.3 Paraphrasing and Summarising.
I am sure I had to read a text more than one time to understand a text because it was unnecessary long.

2.4 Public speaking and Giving presentations.
At first it seems a little bit scary, and you can get anxious because all the eyes are pointed on you, but after you start to talk about your required topic or about your PowerPoint presentation you start to feel comfortable with the attention the audience is giving to you.



3. EVALUATION

3.1 Time management
I was aware of this skill since I was in high school because I used to have an unorganised schedule, and I still have but I am trying to develop my own time schedule as the result of my incapacity of following useful methods from Internet.
Before I was using planners, I was writing down in my phone’s notes or in a notebook the important dates and things, and all the time I was setting reminders. 
Unfortunately, everything I tried was working only for a few days and after that, back to the undisciplined timetable.

3.2 Academic writing
Remembering, previous in school, my teacher did not explain to me the terms as easy to understand as Anita did, and I kept the information in my head but not fully comprehend it.
Together with the data that I knew, the extra information from my teacher, helped me completely understand how to use academic writing.

3.3 Paraphrasing and Summarising.
The main idea of a paragraph is the one that starts the text, and it should be something to catch your attention afterwards the supporting sentence it is meant to support the main idea that you already wrote, and it must give the reader the capacity of understanding your main purpose after that concluding sentence should offer the whole text summarised in one rememberable clause.
The position of the essential information you want to put in your formal writing should be positioned always at the beginning. This method it is useful because the attention of your reader will be caught at the first sight by your main idea, also that is a technique to keep its focus during the entire reading.
Returning to the topic paraphrasing it is all about compress in paragraphs and texts to make them more understandable for the person who reads it. And this technique of paraphrasing it is used when you must do research about the topic and you want to get inspired by someone else’s work from a book, from Internet and you summarise what the person is saying and change the words to looks like you only got inspired by the original author’s words and you did not commit plagiarism. 

3.4 Public speaking and Giving presentations.
In front of a public, you will need to have a straight posture, smart clothing and you might need to use your hands the point some interesting facts on your PowerPoint presentation. By having a straight posture, you will clearly seem confident in your feet in front of people, and they will focus on you and will start to pay attention at your speech. A smart casual outfit will make your look appealing to your audience and presentable for having a speech in front of them. 
Your tone of voice can be transformed depends on what you are trying to share with others. Usually, it is ideal to keep a calm and a bit loud tone of voice to make sure you can be heard by your audience. 
Make sure you have proper grammar and do not talk to fast because you might lose your public attention.
During a presentation or a public speech, it is unprofessional to read your notes. By keep looking at your notes, your audience might think that you are insecure and unprepared.
To make sure you will have a good presentation it is recommended to practice at home by yourself or in front of a friend. If you are listened by someone, that person can give you feedback and advice you to make some changes.




4. ANALYSIS

4.1 Time management
Meanwhile, Anita was talking about new ways to manage your time. She showed the Eisenhower method and Pareto principle. I was thinking; I never heard of those before, and I started to listen carefully.
As she said and as the videos that she showed to the class those techniques look promising. Eisenhower method is the technique that prioritises your ‘to do list’. It has an IMPORTANT-URGENT system, this way helps the people to decide what are the most important but less urgent (MI/LU), most important and most urgent (MI/MU), less important and less urgent (LI/LU) or less important and most urgent (LI/MU) things on the list.
Another technique Anita brought into discussion was Pareto analysis. Pareto principle is about causes and effects, also called 80/20 Rule. The rule is definite by the principle of 20% of your actions will result 80% of the final aim. [Iyer,2021]

4.2 Academic writing
Anita explains what a clause is; it is a part of a sentence, and to identify a clause you should look for the grammatical organisation that has a subject, an object, a verb, and an adverbial construction in it. There are easily identifiable if you know the fix structure.
She finished talking about the clause and introduced the term ‘sentence’, she started to talk about the several types of sentences. There are four types, before Anita said this, I knew there are only three types: simple, compound, and complex; but she added the compound-complex sentence.
The first type is easily recognisable because is it must contain the person who is doing an action and sometimes another grammatical part.
The second type of sentence is the compound sentence that has extra the using of cognitive adverbs, commas, semi-colons and coordinating conjunctions. After the first two types, things are getting complicated; The third type of sentences is called Complex, and it is a bit complicated than the other two. The third type is split into two parts.
The Complex sentence can be either Independent Clause or Dependent Clause. The Independent Clause is formed of more than one sentences which can be separated and still makes sense (‘I was tired from working all day; I decided to go to sleep early’), but the Dependent Clause is form by two or more than two sentences which does not make sense if you separate them. (‘The car which your wife sold me last week has broken down’)
The last type is called Compound-Complex, and it must have two independent clauses and more dependent clauses. 
Those in relationships with the other types of sentences are establishing a text.

4.3 Paraphrasing and Summarising
In a formal circumstance if you commit plagiarism for example in universities assignments you can fail your exam or your entire academic year. Anita our teacher told us there are numerous programmes that are used in universities to find the writings that are suspected of plagiarism, and if you did it you will be accused of committing fraud. 
An academic way to paraphrase is to change the order of the sentences or the order of the words in a sentence; also, you can use synonyms and by changing the structure of the paragraph.

4.4 Public speaking and giving presentations
My sure way to deliver presentation it was to analyse my behaviour in front of the audience in detail from previous speeches and to improve the mistakes for the future.

5. CONCLUSION

5.1 Time management
If I am being honest, as an undecided person this method may put me in more difficulty than I am.
 I was finding hard to make a top of my activities delimited by these two words. Important and Urgent are words with a similar meaning for me, and it will be challenging to clearly define it.
Also, after sawing the Pareto analysis, it linked me to the fact that every minor change matters to my schedule.

5.2 Academic writing
Overall, to be able to use academic writing you it is necessary to know the rules of it.

5.3 Paraphrasing and summarising
I like using the technique of paraphrasing and summarising a text that I usually saw online or in a book because you can introduce into your academic writing valid and scientific facts but using your own words and order.

5.4 Public speaking and giving presentations
Afterwords, when you deliver a public presentation, you need to approach a confident spirit and attitude. Your appearance should be excellent and sending professionalism to the audience. As I said, I am going helping myself reading tips about how to gain more confidence and adjust your speech.




6. ACTION PLAN

6.1 Time management
By having a disciplined timetable and an effective mindset your life will be undoubtedly improved.
Analysing the new methods the teacher delivered to the class, I realised it will be in my own benefit to try to implement them in my future time management.

6.2 Academic writing
In the future, I am going to use more Compound-Complex sentences to improve my writings and for my reports or emails to be more academical.

6.3 Paraphrasing and summarising
For my future assignments I will not use someone else's work and commit plagiarism even though its work might be better than mine. Now that I know how to paraphrase and summarise correctly, I will always use these techniques.

6.4 Public speaking and giving presentations
Before delivering a presentation, I might watch some videos or read articles that will encourage me to speak publicly.
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