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Topics we are going to be talking about:
1. Time management
2. Organising study
3. Summarising

Topic 4 as requested in the assignment brief is going to be public speaking.

1. Time management 

Table of contents:
1. Get to know how you are going to spend your time 
2. Make sure you are setting priorities
3. You are using a tool for planning 
4. Be organised
5. Health is important 

What is time management	?
Time management is the way you are organizing and planning different tasks or activities you are going to do, to make sure you are using your time wisely, making sure you have enough time to complete each task without being in a rush, because this will manage to make your life easier, without any stress, and not having any pressure on your shoulders will make sure you are going to get things done right.

1. Get to know how you are going to spend your time

[bookmark: _Int_vSo3SbR3][bookmark: _Int_LHvYMHrc][bookmark: _Int_hqOqlXA3][bookmark: _Int_sgKm2yyt]One of the first things you should do is at the end of every week, try to take a little bit of time and ask yourself some questions like, did I manage to get everything that I planned done? try to work out where you have lost most of your time, which tasks have taken too much of your time, and think how you can reduce the time on those tasks or try to make more time for those important tasks. It is important to try to figure out those things that are really time consuming and improve the time spent on them, try to figure out some stuff that is not important at all, and it is just a waste of time.

2. Make sure you are setting priorities

Managing your time properly it requests the realisation between what is important and what is urgent. The experts had the conclusion   that the most important tasks are not always that urgent. But somehow, we are letting the urgent tasks to take over of our life's.

Covey Merrill, and Merrill (1994)   categories different activities in 4   quadrants
[bookmark: _Int_R0aPua4O]Urgent, not urgent, important, and not important,
[bookmark: _Int_hmbZwriS]As we said earlier, we are wasting our time on things that are urgent but not important, this should not be our priority, the most important tasks are the ones that are urgent and important at the same time, why should we stress out on things that are urgent but not important at all? Yes, they might be urgent, but they are not important, so what difference is this going to make? We should stop wasting our time and we should focus on the things that are important and urgent, by doing this and not wasting your time with not important tasks will make sure you will gain greater control over your time.

3. Use planning tools.

The experts had the conclusion that is important to have different tools to make sure we are using the time efficiently, every day we have several tasks we must do, try to write everything you must do on your phone, to make sure you are not forgetting anything, try to use reminders on your phone to not miss anything, try to plan on a calendar what things you must do in the future, by using different methods of planning you are going to make sure you have done everything at the perfect time , and you are not going to have to deal with it later and you won’t waste your time anytime soon. 

 4. Be organised 

[bookmark: _Int_UpT3VUxL][bookmark: _Int_qNcSuhzx]It is important and time saving to be organised, most of the people are wasting a lot of time by the simple fact that they are not organised, for example they are just having an unorganised room, it might just be the dressing room and they need half an hour in the morning to find their clothes they need for that day , or they are  trying to find the keys they put in the draw  together with another 100 useless stuff , you must organise those thinks in your life . For example, you can just have a box where you are keeping your most important stuff, that you are using every day. It can be the e-mails, you have received an important email the other day, but you have a subscription to hundreds of different pages that you are not using, and you are wasting time trying to search for it.

5. Health is important 
This is one of the most important things you can do , is not just god for yourself , but it can also save your time , it is really necessary  to just take time for you , to just make something that you enjoy doing, to take a break , and just do nothing ,  this will help you relax physically and mentally , and  it will have a huge impact on your life , you will be more productive , more focus , you will manage to get things done quicker  and better than ever ,   so you won’t waste time on trying to remake them. You will be less stress and relaxed which will increase your life level. 

2. Organising Study 
Making sure that you are organised is the key to be productive when you are studying, it will help you to stay on top, and prepare more effectively for the finals exams you might face. This will not only help you to minimise procrastination it will also make sure you are using your time wisely.
Those are some tips that I would love to show you, that helped me.

1.  Find your peak energy period.

Organising you study it also means scheduling your study in the times that you feel most comfortable, and you feel you can accumulate information easily, try not to allow any distractions in your time of study, for example friends of siblings or anything or anyone else,   some students feel more focused to study in the morning  after they just woke up , when their brain is clear , some people feel comfortable to study in the afternoon , perhaps some like to study really late at night  , when  it’s very quiet and they do not have any distractions , just try to try different times and see which one works the best for you. 

2. Focus on only one subject.

[bookmark: _Int_hQiqfwvj][bookmark: _Int_BDji0hGL]I have seen many different students that tried to study different subjects in the same period, they spend 1 hours on studying math and then exactly after started to study on a different subject,  it is important when studying to try to focus on only one subject and  not mix them , because  when you are trying to learn one specific subject  you will constantly try to see if you remember anything from the different subject .

3. Try to take a break 

[bookmark: _Int_gqtqC3Dh][bookmark: _Int_d6QSjqAn][bookmark: _Int_xxnq98EM][bookmark: _Int_G4iZQMXO]It is important to take breaks during your time of study, you cannot just study for 10 hours straight and expect to remember everything,,  try diverse types of breaks periods, for some students it is easier to study 2 hours and then take half an hour break , maybe  you need to take a 5 minutes break after half an hours of study , when you are taking a break between  your study it will help you to clear your mind and not get tired . Yes, take a break, sometimes a 5-minute scroll on Facebook it can help you to relax.

4. Use colours 

[bookmark: _Int_RSBgAHSt][bookmark: _Int_tpvgYeTj]I have never expected this to work, until I tried, as simple as it sounds, it will help you assimilate information more easily, by only using it on the most important definitions, or just on the first word of the phrase. How many times you just needed that one first word to remember a phrase? A lot, right? .


3. Summarising

What is summarising?
[bookmark: _Int_OhiIHmE0][bookmark: _Int_LVDzJB2v][bookmark: _Int_Vsk6FRsR]In a quite simple context, summarising it is when you are telling the most important things from a larger text in your own words and much shorter, teaching it will help and show students how. to extract the main ideas from a text. 
Why to use summarising?
· [bookmark: _Int_NO6pJ4yr]Using summarising it will help student to determinate and extract the most important ideas   and consolidate the vital details that support those ideas
· It will help student to focus only on the most important part from a larger context, focusing on the key parts, that deserve to be remembered.
· It will help student to select a small portion from a large text and reduce it to the main points for an easier understanding 
· [bookmark: _Int_wfUu3cNz]Summarising skills are applicable in every context.

4. Public Speaking 

What is public speaking?
[bookmark: _Int_P4d1IzAA][bookmark: _Int_u85I3tlG][bookmark: _Int_IGg4QsiS][bookmark: _Int_GWr8HcjE]It is a presentation that is going to take place in public, in from of a live audience, they can cover a larger variety of topics, and the goals of the speech can be quite different some might have the purpose of entertain, educate, or influence, etc. very often the presentation is supported by a slideshow, because it makes it more interesting for the audience 
Here are some tips you can use to improve your public speaking skills.

1. Know your audience.

[bookmark: _Int_QqW5kR3V]It is vital to know the audience you are going to have in a public presentation, you must do your research and get to know some details about your audience, for example, sex, age, ethnicity, etc   you must know their level of knowledge, you cannot use basic language if you are going to have an intellectual  audience with high expectations  as the same way you cannot use   an exaggerate formal language for people with basic knowledge .

2. Practice and know your material

[bookmark: _Int_XYKPhiLh][bookmark: _Int_SMbtMhrm][bookmark: _Int_hEkicB9E][bookmark: _Int_OJKX6hdE]It is important to just practice and practice repeatedly before taking a public presentation, especially if it is your first time, just go in the front of a mirror and take deliver the presentation to yourself or you can ask your family or your friends   , and get to know your  material very well , act very confident  and professional , even if you do not know everything , just try to make them you know everything  and you know what you are talking about .

3. Body language 
Body language it helps you to communicate with the audience without even speaking, a wide combination of facial expressions, gestures, and movement, it can show people what is going on in your mind.

When you are delivering a presentation, you must be confident, you need to stand up straight, try not to feel anxious or stressed, is just not the end of the world, try to have powerful gesture. Depending on your speech you can use different face expression, always try to smile, even if you are not in the mood, it will help you to boost your mood. And try to not stay in the same place, try to move, with small steps but also do not move too much.


4. Make eye contact and speak slowly 

[bookmark: _Int_zSo6GGI7][bookmark: _Int_bOPkW1zw]Try to make eye contact constantly with the audience, it is extremely hard to be done at the beginning but try not to be shy and do it, because it will only make the audience thing you are confident, it is more likely for them to listen to you and make a connection with you.
[bookmark: _Int_w3n5Oz0F][bookmark: _Int_1zZVWt0T][bookmark: _Int_8PhakBIt][bookmark: _Int_gkFs9P3G]Also, the way you speak it can be particularly important try to speak slightly loudly, so everybody can hear you loud and clear, but not too loud, you do not want people to think you are shouting, and do not speak to fast because people might think you are stressed but not to slow either, so you do not get the audience bored and impatient.
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