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Introduction
In this report I will be writing about academic and employability skills and reflect on some of the topics that I have learned about. In this academic report I will be covering the following topics Time Management, Referencing, Public Speaking and Presenting. I will be writing about how I improved my knowledge about these topics and how there are all transferable skills. I will be talking about the research I have done about these topics and about the skills and strategies that I have learned.








Time Management
With this topic I will start by saying that I have always had problems with managing my time mostly because I would get carried away doing one task and not having enough time for the next. Learning about Time Management has turned out to be an extremely helpful skill to have and is a transferable skill that can be used at any point in life, that can be at work, at school, at home or even when going out with friends. When approaching Time Management, I have learned about Eat That Frog a book written my Brian Tracey. In his book he talks about time management methods and how you should prioritize doing the hardest task first when starting off your day. I also read an article on Time Management written by Michael Tomaszewski on www.zety.com. In this article the writer talks about how important the skill is and how Time management skill is a transferable skill. The writer also talked about and gave examples of the most important Time Management skills. 

· Prioritizing tasks
· Decision making 
· Goal Setting
· Multitasking
· Strategic Thinking 
These are examples the writer used to show the skills needed for good time management. 
So what exactly is Time Management? To my understanding Time Management is skills we use everyday and may not even realise it, it is having to prioritize certain tasks such as doing the harder ones first and leaving the easier ones for later, having to set a plan out for the day as certain tasks may require more time and attention.




Referencing
Why is referencing important and why is it used. Referencing your work is showing and explaining your research, but also admitting to the fact that it is someone else's work, and you are not making it your own. From what I have learned referencing is also there to help avoid plagiarism making the reader aware that what you have written and the ideas you are writing about are not your own and do not belong to you. At the same time, it helps the reader acknowledge your understanding of the article, book etc that you are writing about. 2021 University of Leeds www.library.leeds.ac.uk 
Reflecting on what I have learned about this topic and understanding the importance of this skill I was not aware of before learning about it. I did not have much knowledge about this, I know understand the importance of this skill and how it is also a transferable skill. 
Referencing mostly consists of two parts,
In text citation- is when you are referencing your work in the middle or during your writing and this method is used to help understand what the writer is talking about
Having a Referencing List – Have a list of references in alphabetical order supporting all your work and showing where you got your information. HKUST Library www.libguides.ust.hk 



Public Speaking and Presenting 
Public speaking is a useful skill to have, we may not realize this but we use this skill nearly all the time in different situations. Whether to a group of friends, making a speech at a family event or to a work colleague. Improving on this skill can improve your confidence and help overcome nerves and anxiety when speaking in public. Learning to have control over your breathing and controlling your voice is key. This will help control the Tone, Pitch and Volume of your voice and get a better and clearer message across to your audience. Body Language is also very important, this helps to better communicate with your audience. Having control over your voice and body language will help the audience understand you more and be more engaging in your presentation. 2021 ABOUT 
www.verywellmind.com 
 Public speaking can also help get a job, raise awareness for your team and educate others. Some strategies to becoming a better public speaker are,
· Planning Appropriately – Have a plan of your speech prepared and prepare well on the beginning of your speech well so that when your audience start to listen to you speaking, they will get very interested and will want to hear more. 
· Practice your Speech- Prepare for your speech and practice it in front of an audience that you won't feel too anxious in front of such as friend or family and look out for helpful tip and advice on improvements. 
· Engage with your Audience- Engaging with your audience is both good for you and your audience. It helps you feel more confident about your message being clear and acknowledged by your audience. At the same time your audience will feel that they are an important part of your presentation and that they are important to you.
· Pay Attention to Body Language- Body language is very important when giving a public speech or presentation. Your Body Language will help get your message across to the audience better and clearer. It will also help in convincing your audience that you strongly believe in what you are talking about. Also pay attention to the body language of your audience you will be able to see if they are convinced by what you are talking about and whether they are interested in your speech.
2021 Emerald Works Limited www.mindtools.com 



Public Speaking and Presenting (continued) 
 
I personally have been afraid of Public Speaking and Presenting, I was worried that I will not be able to explain myself well and my audience will not understand me., but I learned that practice is very important when having to prepare. I look forward to better myself and gain more confidence when public speaking.





Conclusion
In conclusion I have chosen to write about these three topics, Time Management, Referencing, Public Speaking and Presenting. My reason for choosing to write my report specifically about these three topics is because they are the ones, I wish to mostly better myself on. After starting and finishing this report I believe I have gained more knowledge about each topic that I touched on and have wrote about important tips and points about them. Time Management has seemed to always have been an issue for me, but I have learned new methods and techniques to better myself on this. I have realised we use this skill all the time sometimes not even realizing it but having to improve om this for me would mean having to plan and prioritizing certain tasks. I have touched on the topic of Referencing this is also an important topic for me as I have gained more knowledge about this. I have learned about the importance of Referencing and whey and when to use this it. I have also written about Public Speaking and presenting which was also a major topic for me. As I have never had to publicly speak to an audience I barely knew, and this made me feel anxious and nervous. I did know how to begin speaking and how to prepare and plan my presentation. Now writing this report has given me a chance to learn about tips and knowledge on this topic and I wish to better myself on this topic. So, to end my conclusion to my report I have learned a lot of new and helpful skills and picked up lots of knew tips on each topic.
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