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1. Introduction 
In this structured academic report, I will discuss about the learning outcome of this module. I will discuss four topics covered during this term (Paraphrasing, Time Management, Public speaking, online Learning Experiencing) and How to use these to improve efficiency at the workplace.
[bookmark: _Hlk60492525]This report will display understanding of Paraphrasing, time Management, Public speaking and online learning experience using class lectures and practices.
I will also discuss in my own workplace scenario, how Paraphrasing, time Management, Public speaking and online learning experience effect the trade.

 2.Paraphrasing
Paraphrasing is the restating of a sentence such that both sentences would generally be recognised as lexically and syntactically different while remaining semantically equal. (McCarthy, Guess & McNamara, 2009)
Before starting this module, my writing skills were by distant conflicting; I wrote within the passive voice most of the time going from one thought to another. In other words, I did not have a connectivity that took from one thought and transitioned to another.
I continuously had issues creating my topic sentence. A transitional expression I frequently utilise in most of my writing demonstrating time is next. The cause and impact express utilised in most of my writing is hence and subsequently; in addition to or furthermore; and the differentiate expressions are ‘nevertheless’, ‘conversely’ and however. I too utilize “as well as” habitually as to move within the sentence to avoid utilizing ‘and’ all of the time. I do not know if that is correct or there is any other phrase which will flow better.
I exercise few strategies for paraphrasing which are my strengths. I always read again and again data before paraphrasing to understand the main idea and to decide the reason of the Paraphrasing. I make notes on the subject, inquire about the meaning of key words, and start rewriting the sentences into my own words being cautious to preserve the integrity of the initial thought but changing into my own writing.
After Paraphrasing and rewriting, I make sure the original idea of the author reflects in my Paraphrased writing. After Paraphrased writing I use citations to show and give credit to the Author. I am also weak in some areas of paraphrasing I am not good at wordy phrases and also avoid the direct quotations.
I have to improve some areas of paraphrasing I am weak in direct quotations; I have to avoid direct quotations as this is a weak area of my writing. I am trying to learn how to use direct quotations in my writing.
Last term assignment was about paraphrasing the articles, initially it was difficult and my concern was where do I need this skill and later, I realised I need this skill all the time at my work place. I am working in real estate industry where I have to paraphrase information into a simple form to our overseas clients so they can understand better.
 3.Time Management
Time management is the process to oversee time employing a range of tools, skills and strategies to successfully oversee projects, goals, tasks and schedules. 
[bookmark: _Hlk60599052] ‘’Time Management is and should be regarded as, a personal tool, something you use to help you and not a standard approach that you must adopt in order to be sufficient (Forsyth, 2007)
Time management could be an exceptionally significant component in the event that you're willing to have a beneficial way of life. I always had issues with time management. This issue become a big challenge for me once I got into university. Lecture on time management by Shau-Lan Yuen is really helped me to solve this problem, she explains the importance of time management using SMART Goals, Eisenhower Method, Pareto 80-20 rules and Matrix. 
Learning to create a particular plan for my everyday tasks and make a to-do list to form my day as beneficial as conceivable is something exceptionally accommodating which was advised to me by my lecturer Shau-Lan yuen. I have already heard the term SMART but I did not give it my consideration since I thought it would be a bit like numerous other useless strategies of time management. but the way the lecturer explained this method is exceptionally interesting and this helped me to implement this method in my daily life.
For instance, my goal or objective should be time-based, for a long time I used to set tasks or goals and never put a deadline or time period, so I keep delaying until I lose track of time and in the long run, I never be able to complete the task perfectly or not able to complete intime. Now after learning the SMART I always set a time or deadline directly before I set a new goal.
I am also using Eisenhower Metrix at my workplace to get the productive outcome at the end of the day. Dwight D. Eisenhower was the President of the United States Serving the country from 1956 to 1961.  
[bookmark: _Hlk60599229]‘’Eisenhower recognized that great time management means being effective as well as efficient. In other words, we must spend our time on things that are important and not just the ones that are urgent. He devised a system for managing his time and deciding his priorities which has become known as the Eisenhower Method which basically allowed him to distinguish between what was urgent and what were important tasks’’ Time Management – Eisenhower Method (2021)
following is the Eisenhower Matrix where you can see my daily tasks 






















Time Management:  The Eisenhower Method
	
	URGENT
	                                   NOT URGENT
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	These activities usually get done.


Completing the contract 

confirming the viewing 

getting the offers by calling the clients 


	These activities are high impact. Make them a priority. 

meeting with new developers
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	These activities are deceptive – don’t confuse urgent & important. Minimize these. 



Lunch with colleagues 








	These activities are usually a waste of time. Avoid them. 


Free seminar on property investments







 
4.Public Speaking 

Public speaking is very important skill that you need in a career of business field. You may need to prepare presentation for your manger in a short period of time for some topic they are investigating, or they are looking for some alternatives. You must be a good speaker so that your audience believes your credibility and pays attention.
I accept that I am quite week in Public speaking skill. To improve this, I must practice more and learn more about the processes involve improving my paraphrasing skills. I knew more e I practiced my speech; I would feel more prepared.
By practising again and again I feel very comfortable and confident in front of the public. I also use visible gestures during my speech so that the whole audience understand. 
I was very nervous during my speech in class because it was spontaneous. I was confused and unable to use proper words I have no idea what I said during my speech. 
I realised whenever I get nervous during my public speech I talk fast and make mistakes I need to work on this area. I talked very calm and slow during the group discussion, but if I stayed longer, I start getting nervous and lost my words. I believe I can improve myself by practicing more and getting more opportunities of public speaking. I always need to keep this in my mind to take tie and keep calm during all public speaking.
the most important thing I learnt during my class lessons was how to make eye contact I always look at the notes during my presentations and never made any eye contact to audience now I practised to look less at the notes and improve my eye contact skill. I also improved my gestures, try to use meaningful and appropriate gestures. I used to have nervousness during my speeches which I controlled by focusing on avoiding these distracting kinds of tendencies.
I am happy to see public speaking improvements I have made during this semester which also benefits me in my life. As a leader of the sales team, I have had a chance to speak at daily meetings, I am very confident and have controlled on myself than before. at the beginning of this semester. It was always shaky and feel nervous before I spoke. 
I believe the techniques and strategies I have learned and the practised I have made to improve my public speaking will help in my job. These techniques will also help me during video conferencing as the world is changing due to covid-19 situation, most of our clients use video-based platforms where I use presentations and virtual property tours and deliver speech keeping in mind all the techniques I learned during the semester.



 5.Online Learning Experiencing

Livingston (2018), said societal and governmental expectations have placed substantial challenges on educators to adapt their teaching outside of their personal teaching philosophy
Due to Covid-19 These challenges need teachers to quickly change their teaching style, educational techniques and lesson delivery with a significant, upcoming effect on the learning experience of the students.
last 7 months have been challenging and not easy for many students all over the world, but these months have shown us new ways of getting together and sharing same values, remain positive and stand strong in front of all the obstacles that may hold us back temporarily but at the end we will reach our goals 
I was excited when I received my offer letter from UWTSD and ready to experience the university life but then due to covid-19 university decided to take classes online which was very scary for me, I was confused because I never had an experience of online learning. University staff sending emails and explaining step by step all the initial information we needed to use online platform.
It was interesting experience as we were learning a lot at this early stage, setting up university login and using moodle was the first step. We used Microsoft teams for online classes It was the best experience in my life I was learning while sitting in my home. I quickly adopt the online learning culture and realise that this is the best way of learning for people like me who have other things to do.
If for some reasons I missed my class I can access to moodle at anytime from anywhere to see all the lectures, I can access to online library where I can find free materials related to my subject for better understanding. The most important thing I learned is sharing presentation using Microsoft teams this really helps me in my job where due to covid-19 we also work online using Microsoft meeting, I have to make presentations for senior management to explain about our new projects.   
Students have what’s app groups where everybody is helping each other, sharing ideas and discuss about other stuff make this online learning interesting for me.
Now I would prefer to learn online as I am so good at it and also believe this is the best way to learn more effectively and efficiently.
 


 6.Conclusion
These four elements change my life, I am very confident and strongly believe that after completing this course I will be a perfect candidate for many organisations as I am not just learning but implementing this in my life as well.
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