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I have put this reflective report together to offer information on my understanding and experience of a variety of topics such as time management, presentation and public speaking, virtual learning, and CV writing.
I have based this on my experience before the course and information I have learnt on it and the research I have independently conducted. 
I am enthusiastic and motivated to fully immerse myself in this course as it has provided me with an opportunity to learn and develop after all these years. 
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Time is the one thing in life that you can never get back when it is gone it is gone forever.
Time management has been one of my biggest struggles, I have always found it hard to set up task for myself, because I get easily distracted that is why managing time is a difficult task for me now because I must care for my two kids and disable mother-in-law and study at the same time.
After starting this course when we were discussing time management that gave me a push toward getting something done about managing time, the lecturer Sylvia Hoffman’s teaching style has given me confidence in achieving my goals. In the class she taught me the pareto principle of time management 80-20 rule and I watched the Brian Tracy video about time management and the 80-20 rules, and she also explained about the Eisenhower method. I read about both theories I realised that for my time management that the Eisenhower’s theory is more compatible. I read one article about the Eisenhower’s theory this is the key point in this article.
Eisenhower's Urgent/Important Principle helps you quickly identify the activities that you should focus on, as well as the ones you should ignore.


When you use this tool to prioritize your time, you can deal with truly urgent issues, at the same time as you work towards important, longer-term goals.
(by the mind tool content team. Mind tool)
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I have applied this method by making a To-Do list and to identify which task is important and which tasks are not important.  prioritise tasks I am trying to do the 
most important tasks first. I realised that wasted a lot of time on social media so now I have minimised the time that I use on social media, now I am finding more time for other priorities. I give myself a strict time period to spend on tasks.
Now I realise how important time management is to make a better quality of life the best skill I found on this course for myself is the time management because that is the one thing, I struggled with all my life. I am still in the learning process, but I am getting better as I go along.

Public Speaking and presentation

The thought of speaking in public in the past was enough to make me very nervous as I last done this many years ago. But recently I experienced this in class, and I was surprised how this experience turned out for me and I surprised myself.
Before my presentation I was practicing for quite a few days so I could start calming nerves, I prepared cue cards and asked my family to be my audience. Even though my family are not strangers to me, I was still nervous and was worried about how I looked and sounded. I practised my speech a few times in front of them and felt I got to a stage where I felt confident. Just before my presentation I had sweaty palms and my heart was racing, however when I got in front of everyone- I was truly amazed at the confidence I felt. I found it easy to look into the camera, make eye contact and project my voice- I was really enjoying talking in front of people. even though it was on screen So much so, my presentation went over the allocated time.

On another occasion I spoke about my achievements in a mock presentation, I found this very encouraging as it made me think about what I had achieved, and it made me feel proud to openly say this. 

I feel that I benefitted from reading ‘20 ways to improve your presentation skills’ on the Workstreams Blog by Kim. L (Last Updated March 5 2020) as it advised me to practice which I did in front of my family, and also transform nervous energy into enthusiasm – which again I was able to apply on the day of the final presentation. I also found Tedtalks helpful as I studied the way people give public speeches.
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No one would of thought how we would have to adapt our ways of doing things with the impact of the pandemic. Virtual Learning was one of the biggest challenges I had to get used to both for myself and my children as I had not experienced this before and had only previously been taught face to face years ago.
When the schools shut down, I offered as much support as I could but still did felt a little lost.

When I joined this course, I was nervous as I did not know how I was going to respond and learn virtually as I had not done this before. It felt a little strange that I was going to learn something in this way and not, be able to interact with others on a face-to-face basis. I did not know how I was going to ask questions if I did not understand anything. 
After a very short time I got used to this method and found that I could very easily learn through this way, and very easily interact with others. 
We have our class meetings and lectures via Microsoft Teams, and I am enjoying this.
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Curriculum Vitae are used when people are looking for work. In the past when I was looking for employment, I had to put this together. A CV is what the employer see’s and decides if they want to invite you to an interview, so this is a very important document. Your CV shows an employer what skills, experience, and achievements you have. 

A strong CV can make all the difference. I have researched a lot of different styles of CVs in the past, when I was looking for jobs. However, as I have not worked for a long time, I know I will need to get some support in this. We have not studied this in the course yet, but I am really looking forward to doing this and improving and updating my CV. So, I have read the article ‘how to write an effective CV best practise tips for job success, by Half. R (2017) I found this article useful, and it would help me update my CV in the future.
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Having attended this course I feel that I am growing in confidence as I have not been in education for over 20 years and have mainly been a homemaker after then. As there was such a big gap, I feel that I had been out of touch for too long. But this course has now allowed me to gain my confidence again, and I am gaining more knowledge in variety of fields.

In particular I really enjoyed the public speaking as I did not think that I would be so comfortable speaking out in front of a class full of people and not feel shy or embarrassed. In fact, I am looking forward to practicing this some more.

I future goal is to be a manager at a Bank, within this role I would be expected to speak to a lot of different people on daily basis both on a one-to-one basis and to larger numbers. I know that by mastering this skill will really benefit me and my future career. 

When I started studying time management I was wondering if I could ever get around this but as we got further into this topic, I started to enjoy it and now I am implementing this time management in my life.
I am confused about the CV topic because I'm not sure if we studied this in the class or not, I cannot remember but on my past experiences I have written about the CV.

At first when I started the virtual learning, I thought it would be very difficult but as time went on in the course and the way of lecturer Sylvia Hoffman teaches us and explains everything has got me used to this now.
[bookmark: _Hlk70302159]
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