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Time management 
Time management is the process of organising and planning how to divide the between the daily staff. Time management is important during daily life and keeps you aware of your daily activities. Good time management helps you to work smarter and to have control of the activities. Having good time management could help you get things quicker and without pressure. This could reduce the stress of you having to worry about things in the last minute. 
Time management helps me a lot in my daily activities. If I do not manage my time before a week or a day, I could get stress or even ended up not doing it and delaying for the next day. For example: In my work place I get the schedule a day before so I can plan the time I will woke up and will leave the house so I can be on time and not keeping the others waiting. This shows that time management keep us track of our daily activates and it also can reduce the stress in our life.    
“Time management is the process of organizing and planning how much time you spend on specific activities. Invest some time in our comprehensive collection of time management articles to learn about managing your own time more efficiently and save yourself time in the future.” ( https://www.mindtools.com/pages/article/newHTE_00.htm  ) in this article tell us what time management is and demonstrate that is important in our life to know how to manage our time with our daily basics. You must spend the time wisely so you can avoid to delaying other stuffs because you did not have enough time. For example: 
· Prorising 
· Delegation
· Decision making
· Multitasking
· Strategic thinking 
· scheduling
Management skills have been useful in my daily life. I have learned how to manage my time in the workplace, university and at home. It has also helped me to have more time release the stress out of getting things done in the last minute. During my lectures I have learn a lot how manage the time. It also helped me a lot because I have been having more time for myself and never realised it before. So having a good time management has helped me a lot in my daily life. 











CV writing 
What is a CV? 
CV is a document which summarise and individual skills, character, experiences, and achievements. CV are usually needed when you are applying for a job. The cv. CV will give them a short resume of yourself and your experience and from there they will know if your skills, experiences match with the role that you are applying for. When you are writing a CV you need to make sure you are writing the truth because if you say you are something that you are not it could be difficult for the employers to know if you are entitle for the job.
Importance of having a good CV because the CV is the first impression of the person, and the first impression is always important. The CV also have some principles:
· Sell yourself 
Writing about your unique qualities, personality, skills, and your experiences and that will make stand out from the crowd. It also gives the employees to give more chances of the getting the job.
· Be clear and concise 
It should not have more than 3 pages and keep it simple as you can and easy to read. Do not add unnecessary content. Being clear and simple while writing a cv could help the employees to chose you.
·  Mistakes
Checking grammar and spelling before sending the CV for an application. It also could improve the change of you getting except for the job because they will know you also have good gramma skills.
“Making a good impression is important in today’s competition job marketing. Your cv will be your first contact with employers so it is essential to get it right” this phrase was taken from ( https://careersinspiration.co.uk/Support-for-Career-Development/Why-is-a-CV-important  ) and it tells that the CV must have the right part of you and do not lie when you are writing the cv because the employers will think you are the person you are writing about and on the day of the interview they will see another person. So, when you are writing the cv you must put the truth aspects of you and must try to be different from the others so you can be chosen.
CV writing lectures had help me a lot because I would think that CV is a simple paper that you must send the employee to accept you to get into the job. During my lectures I have learned that it is not and is a document that you must right about yourself and must be all true.it is a resume of your education and life experience. I have learned that is important to have a CV and keep it up to date. 



Online learning Experience 
Online learning could be helpful and easy for some people and difficult for others. Some people cannot concentrate online while having lessons and cannot express themselves. It makes difficult for them to learn and understand the lesson and to do the work. There is a study of the year 2020 that 52% of the people who were registered for a course never look at the courseware. Moreover, the dropout rate reaches a whopping 96%ona average over five years.  Some people struggle a lot to have lessons online and they end up falling the course. 
Some reasons why people fail having online learning:
· Adaptation difficult 
Some people struggle with those changes.  Some  cannot adapt to the online environment because they find it difficult d to communicate with the teachers ds and the colleagues also to take notes.
· Wrong expectations 
The wrong expectation of having online learning is that thinking is going to be easy, and it is not. Online learning can be difficult sometimes especially for older people.
· Technical issues 
Having technical issues as Wi-Fi could destroy the interred lesson because without the internet people cannot have their lesson and if they do not the lesson, they will miss important counted and will be marked upsent and the attendance will drop down.  
· Poor time management
Poor time management could be one of the biggest issues during online learning. Having too many distractions and multitasking could lead to a poor time management. To have a good time management during the online learning you could prepare yourself a day before.
· Lack of motivation 
Lack of the motivation could be because of a lack of in peers, difficulty learning online in a virtual format or even distracting home environment. That’s one of the main reasons why a lot of the students struggle to learn online.
· Poor student support 
Poor student support is normally when they do not have a good way of having the lessons and cannot attend the lessons because they do not have a good device. It also could be when they do not have enough income to support their expenses and must work more and put the lessons a part.
“Some students indicated the bad grades they have received thus far were an accurate reflection of their performance in the given classes.” my brain works differently “.  The phrase was taken from (https://eu.usatoday.com/story/news/education/2020/12/23/students-failing-grades-online-class-coronavirus/3967886001/ ) In this article it show us that some students grades were going down and they ended up to fail the year because of the online learning. The comment “my brain works differently” gives an idea how the person struggle during the online learning.  It also shows that lessons online could be difficult and hard to understand and teach.
Online learning can be very difficult for some people to concentrate and have the work done. Online learning has been a struggle for. Lot of people during covid pandemic, because some people did not know how to use technology, to do their work online, internet issues etc. During covid 19 people had to start learning online so they could be safer at home and stop spreading the virus faster. People were forced to work from home and have lessons from home. Some people failed for lack of communication and lack adaptation. They could not concentrate and end up failing. 
Since I started learning online, I have learned a lot and had lots of challenges during the online lessons. I could never concentrate myself and ask questions. I was always trying to ask my colleagues and they were never able to help me for lack of attention during the lessons. So, I tried to start searching before the lessons and started understating more about the subject. 

 
Public speaking and giving presentation
Public speaking and giving presentation are like a way of sharing your individual ideas, questions, and thoughts. It could be as a group or individuals. Presentations is a way of interaction in the workplace, school, and other places. Sharing your ideas is a way of telling people the way you think, and they she also shares the way they think too. Some people have that natural speaking, and some get so nervous, anxious, about having to speak to a group. It is complexly normal because we all have been different and some of them struggle to share their ideas and thoughts in a group with people that they never met or even had meet before. Some strategies for overcoming anxiety when speaking in public are:
· Put in head that the audience wants you to be successful 
The listeners and the instructor are not there to look for faults or hopping you will fail. The point of having the presentation is to know how you will share your ideas and thoughts with others. So, you can make them see it the same way you see it.
· Learning to understand your anxiety
Some people get over nervous when it comes to give a public a presentation and you must be able to accept it and try to control it. A little anxiety can help motivate you to prepare and do your best. you also must accept this aspect of the process and work to overcome it. 
· Practicing and preparing could reduce anxiety
Preparing for a public speaking would help you a lot. The more you prepare yourself and the more often you have practiced the more your anxiety will go away, and you will have more courage to do the public speaking without thinking twice.
· Focus what you are saying and not how you will say it
You must put in mind that you are there to share your ideas and it is the only thing that people will expect to hear from the presentation. You do not have to obsess about speaking but focus on the content of your public speaking.  For example: the way you share your ideas with a friend or a family member they way you naturally speak to them when you are sharing an idea. The same can work with public speaking if you focus on the ideas themselves.
· Try to develop self confidence 
 While you are preparing for the public speaking you will make notes you can refer during the presentation. You are not going to forget what you want to say and the more practice, the more confident you will become. 
Public speaking is a very struggle in my life because I have shy around people. I do not like talking to much around people and I feel very nervous. I usually start singing and some movements with my hands to try and keep calm and other times I must just smile. During mu lectures I have learned that there is no point of being nervous with presentation because no one will have judge your opinion and will always understand the way you think. 
Public skills and presentation are very good skills for a workplace.  Public skills are one of the most skills needed in the workplace and around the world. Making presenting around people who you do not know is also very important so you can improve your knowledge and your confidence around others. so that is why people must share their ideas with others 
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