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Introduction.
           The experience I have gained during the lecture of higher education is life-changing, I have been studying interesting subjects, explore new ideas and make new friends. However, it requires to hold or gain certain skills such as independence, self-motivation and ability to organise your time. That means that I was needed not only academic skills but also a broader range of understandings and qualities that enable me to manage my studies as expected. (Cottrell, 2013)
 Time management.
           In modern times, а successful persons is remarkable by the ability to plan hours of activity. They are not in a hurry or late, they are not complete projects at the last moment, and they are not waste precious minutes in vain. This is called effective time management when the period of daily activity is enough for everything - not only for work but also for a busy life. In this report, I will look at some techniques of time management.
During this course, I learned that time management is a technology for organizing time, increasing the effectiveness of its use. Time management is the process of training conscious control over the amount of time spent on specific activities, which increases efficiency and productivity. Diverse more and more information. Getting Things Done (GTD) was developed and described in the book Getting Things Done by David Allen. The main idea of the approach is this: when a person has too many things to do, he irrationally plans his time, constantly transfers tasks “for tomorrow” and, as a result, spends time not on actions, but on thinking about plans. The technique is suitable for those who are literally buried under an avalanche of tasks. Time management requires unloading the brain from having to remember a huge list of tasks. To do this, you need a conditional “basket” - a place where you can put absolutely all the things without dividing them into work and personal.
Example
You can use a real basket: you write each case on a separate sheet of paper and throw it into the container. You can create a special folder on your computer or just record the cases on paper. There is an excellent strategy introduced by Brian Tracy, 'Eat That Frog'. The idea being this strategy is that if every day you wake up and you have to do a task that you least look forward to and most likely procrastinate on, by tackling that task before you do anything else, you don't have anything worse to do for the rest of the day. That is where eating the frog comes in. (Tracy, 2017)
I researched from internet sources that the most important benefit of time management is a better work-life balance. If I achieve a better work-life balance, I can be more productive at work and have more time to spend on my most important relationships. 
Work-life balance makes a good balance between my professional life and personal life. When I spend long hours at work, I risk burnout and feeling tired all the time. (Pettit, M., 2020.)
           I have learned that modern time management is not just a technique from the site of how to meet the deadline. It's a complex system managing myself and my activities. I have realised that the main task of time management is to rid a person of inefficient spending of invaluable resource - time. Successful students differ in that they allocate enough time to invest in those future.
Organising study
In this course I learned that to organise my study, I need to own a study skills. They are the skills I need to enable me to study and learn efficiently – they are an important set of transferable life skills. Study skills are not just for students. Study skills are transferable - I will take them with me beyond my education into new contexts. For example, organisational skills, time management, prioritising, learning how to analyse, problem-solving, and the self-discipline that is required to remain motivated. Study skills relate closely to the type of skills that employers look for. (skillsyouneed, n.d.)
In general, the main and leading form of organization of the educational process is a lecture (lesson). This form allows you to present the main material, the backbone of knowledge, to cover the main points. This is the most voluminous and at the same time the most optimal form of organization of training. In general, a lot of forms of teaching are used during the lessons. They allow you to convey the essence of the educational material to the audience as accurately as possible. Universities also use similar forms of organization of the educational process. Having good organisation skills gives me confidence and helps me consider and develop attitudes that make learning more interesting and easy. I will also gain an insight into the many ways I can study more efficiently. Organised students are often more successful than their contemporaries.
Academic writing
In my academic career, I will need to write an academic paper at some point, whether it’s a report, an essay, a dissertation or a thesis. I need to own academic writing skills to focus on building my strengths in those areas that will help reduce my stress the next time I need to write a paper. There are a few points I have learned during this research to keep in mind when writing a paper:
Academic writing is the ability to express and substantiate one's thoughts through a short, yet reasonably convincing scientific text. This is one of the important aspects of successful education at the university and further research activities, including at the international level. With the help of academic writing, scientific and educational communication between various countries has been carried out over the past few decades. Its principles are guided by the leading editors of the most competent scientific publications around the world, so everyone should master them, if only to facilitate their way up the career ladder in any science. When writing any text within the framework of academic writing, its characteristics should be taken into account. Therefore, a scientific text as a basic model of academic writing should have a simple structure consisting of an introduction, main body and a traditional conclusion. When constructing sentences, using special terminology and professional abbreviations, the author should understand for which audience he is writing. When reading, there should not be any issues, the topic should be fully disclosed and understandable. In the work, it is desirable to use the citation and refer to the work of other scientists. This demonstrates the competence of the researcher, the breadth of his research and its completion. Referring to other studies, their essence must be disclosed so that the reader understands what it is about and for what purpose the author gave a specific example. Finally, the importance of using correct punctuation, grammar and spelling cannot be overstated. Though I might have a perfectly good, scientifically argument sound, if my audience can't read my paper because the grammar is atrocious, they won't pay any attention to it. (wordy, n.d.)
CV writing
In this research, I learned how to write a CV, which stands for curriculum vitae, which is a document used when applying for jobs. It allows me to summarise my education, skills and experience, enabling you to sell my abilities to potential employers successfully. It is your business card in the labor market, one of the most effective means of self-promotion and self-marketing. A resume is a document that is a brief history of a career and a description of professionally important qualities. A resume is left or sent to employers for preliminary review and their decision to invite you for an interview. A resume is used for employment in most foreign and domestic commercial firms and government organizations. Your resume should look good. After all, this is the first impression of you that the employer receives.
The cv, which the employer has read before the interview, allows you to quickly find out the main thing about the candidate, formulate additional questions and not write down the necessary data about the candidate, which reduces the time and increases the effectiveness of the interview. Most often, personnel issues are supervised by personnel managers, secretaries, office managers, heads of sales departments, and even chief accountants. Recruitment specialists use a subjective resume selection method, as well as a selection method based on a number of formal features (experience and skills, professional qualities, education, gender, age, etc.). In the first case, the subjective perception of the manager is of great importance, in the second - a professionally compiled resume, emphasizing the merits and skilfully levelling the shortcomings of the applicant. Based on the summary, the first and rather stable opinion about a person is formed, which, however, is subjective and depends on the stereotypes of people's perception. If it was not possible to receive an invitation to an interview, then the resume for some reason did not attract the attention of the employer. The only chance to succeed with a resume is the moment it is read for the first time. As a rule, it takes no more than 2-3 minutes to view a resume. That is why when compiling it, a standard form is used. According to most employers, it is very important that the information in the resume be as complete and concise as possible, and most importantly, that the applicant can confirm all the data during the interview. A good language will not only tell about your level of development, but also greatly facilitate the work of a recruiter - he does not have to wade through a set of clichés and complex phrases to get to the point. The final text of the summary should be a squeeze, from which everything that, in principle, can be removed without loss of meaning has been removed: introductory words, epithets, participles and participles, extra verbal adjectives and nouns. If I am do posting my CV online I don’t need to include my home address, as I could be targeted by fraudsters. (Smith, April 2021)

Conclusion
In conclusion I would like to highlight the importance of the main skill of our life, it is a time management. Everything we are doing in our life, everything we planning to do is depends on time management. How we manage our time will be reflected in how successful we will be in our achievements.
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