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Report


Introduction:

In this report we are going to talk about four different subjects which are:
· Time management 
· Paraphrasing
· CV writing
· Public speaking and giving presentations.


What is time management and why it is important?

Time management helps you to prioritize your tasks so that you ensure you have enough time available to complete every project.

In your busy and ultra-connected lives, every hour, every minute is now counted, peeled and billed.
Is good to use and manage our time properly so then it is going to be easier for you to do the things you need to do. For example, in one day you may have more than 7 things to do.
To do all the things you have to do, you have to be organized for the day.
You will have to be able to split your time I to parts and try not to use your time badly.
You have to be able to use your time for important and really urgent things. You don’t have to spend a lot of time on non-important things but only one after one.
Time management is important especially when you have a lot of duties and responsibilities. It is also permitting yourself to be focus on specific activities. Using our time effectively gives you the opportunity to “choose” or spending or managing activities on our own time and expediency. Managing time effectively can help us to feel more in control and less stressed when we do our work. Lead the way to do this work more efficiently, allowing time for extracurricular activities and recreation.
Here are some examples to manage your time well:
· Lists must be made.
· Establish daily objectives and priorities.
· Sat NO more often.
· Avoid doing several spots at the same time.
· Do not underestimate the time required for a task.
· Work when you are at your most productive.
· Avoid distractions.
· Taking breaks.
· Become the master of your time.

“Time management is the coordination of tasks and activities to maximize the effectiveness of an individual’s effort.” (What is time management? - Definition from WhatIs.com, 2022)
Time management is there to especially gives the person “choice” on spending or managing activities at their own time and expediency. Managing your time when you’re in high school or university can be very helpful. Indeed, it allows you to manage in your duties to return and penalize yourself by not being organized.

To conclude, these four subjects that have seen dealt with in this report are four subjects that are very useful for us in the life of all the days and also helps us to better organized and to manage his time or be at ease orally. It is important to take these four topics seriously as it may be useful for your future or employment. 





Paraphrasing:

What is paraphrase?

The paraphrase is the repetition of a text in another form (generally more developed and more explanatory). Paraphrasing means reformulating someone else’s ideas with your own word. To paraphrase a source, the passage must be rewritten without changing the meaning of the original text. Paraphrase is an alternative to quotation (where you copy and paste someone’s exact words and put them in quotation marks).
Paraphrase is also called indirect quotation or idea quotation, allowing to quote an idea borrowed from an author by reformulation is in its own words. 
How can I paraphrase without plagiarism?
To avoid being accused of plagiarism, even if the author wishes to remain anonymous,
You must find the passage from which you were inspired and write “anonymous author” or “unknown author”.
How to enter a paraphrase in a text?
For example: According to Marc Chénetier, “many French people think Hemingway or Steinbeck when it comes to American literature.” Marc Chénetier, au-delà du soupçon : la fonction américaine : de 1960 à nos jours, Paris : Edition Du Seuil, 1989, p10.
Development, para and frasein is a figure of style that consists in developing a major theme, an essential argument, a general information, by declining all the qualities of quality that have to evoke, by describing it as exhaustively as possible. It is also the different wording of a statement without altering its content. 
Paraphrase= explanations.
You should read the original text until you explain the meaning; then set it aside. Use your memory, you should also write down your main points or concepts. You don’t have to copy the text verbatim. You will need to change the structure of the text by varying the opening, changing the sentences, the lengthening or shortening the sentences, etc… Why is paraphrase important? It lets you know if you understand the next enough to be able to rewrite it in your own words. It is important because it shows you and your reader (i.e your lecturer) that you have understood the text sufficiently enough to write it in your own words.

CV Writing:
 
What is a CV? 

“A CV, which stands for curriculum vitae, is a document used when applying for jobs. It allows you to summarise your education, skills and experience enabling you to successfully sell your abilities to potential employers. These documents tend to be more concise and follow no particular formatting rules.” (How to write a CV | Prospects.ac.uk, 2022)

Why is it important to have a good CV?
It is important to have a good CV because the CV reflects our personality and our seriousness we have for the jobs or the things you want to undertake. Here are the ten commandments for a good CV:
· You have to be concise.
· You must keep it simple.
· Choose a clear title.
· Elude information that is a bit too personal.
· Enumerate your experiences in an anti-chronological order.
· Avoid writing in the first person.
· You must be honest.
· Do not provide references.
And finally get your work read by someone.
A good CV must be clear, well presented, airy and structured. It must facilitate the work of the employer and give to read from the outset and be able to read the most significant information of your course. This is the only picture the employer has of you, take care of it.
A CV is your image, if it is not cared for, companies will have a hard time taking you seriously even though you have a solid record with very good scores.  


Public speaking and group presentation:

Your presentation should be clear: you will choose a good speaking rhythm by varying the intonations to keep the audience alert and highlight the important points of the presentation. Watch out for ticks that get the attention of the pubic to forget the presentation.
During your presentation, try to remain yourself: do not try to play another role (unless you are a good actor). You have to be able to keep in touch (about 5 to 7 seconds with each of the participant): the idea is that at the end, everyone felt that you were speaking only to him.
What is the purpose of public speaking?
Public speaking is the process of speaking to a group of people in a structured and deliberate manner to inform or influence listeners. It means transmitting messages using verbal language but also using body language to be able to communicate well. 
How to make a good personal presentation?
Just talk about the essentials. Which will make you look good. The first mistake would be to give too much detail to your interlocutor, so stay on the surface, and do not talk about your personality. As long as you don’t have any questions focused on your qualities or shortcomings, stay in the facts! 
What are the objectives of the “Public speaking” training?
Master your emotionality during a speech. Present your ideas in a clear and organized way. Grab and win the audience. Design and present impactful visual aids.  
How to succeed in public speaking?
1) Get to know your audience in advance.
2) Prepare your speech to be fluid and attractive.
3) Capture de audience’s attention from the start and maintain it.
4) Get your message across in the most direct manner.
5) Relax and keep in touch with your listeners.
6) Training to improve oral fluency.
When making a presentation, do not read your notes because the people listening to your presentation do not understand your presentation and you will not be able to captive them. It is also important to have a good behavior during your presentation. Position yourself, really look at the other people, really be with others, do not judge or feel judged. But just be there with the eye to look at it. Don’t focus on a point or a person and always look at the same place.
Being comfortable speaking will allow you in your daily life to express yourself very clearly and to be able to make others understand you.
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