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1 INTRODUCTION
This report is goal is to reflect on the four subjects that we have studied in class.
These subject covers time management, summarising, CVs. writing and public presentation.
 2 DESCRIPTIONS
Time management 
is the method of setting up and preparing how to split your time between several tasks. If you execute it correctly, you will find that you work more efficiently and effectively to complete more tasks in less time, even under time constraints and heavy pressure.
When you know how to manage your time well, you can unleash several rewards. These consist of:
increased effectiveness and productivity.
less tension
a higher reputation inside the industry.
greater potential for advancement.
more chances to fulfil your personal and professional objectives. (Luis, n.d.) 
 Summarising
 is the process of taking a lot of information and distilling it down to the essentials. Writing a three- or four-sentence explanation that touches on the key ideas of a lengthy book is an example of summarising. 
 Because it enables readers to recognise and remember the key points of a document, summarising is crucial. Condensing the information also aids in the creation of clear, succinct phrases by authors. Since summarising requires remembering the most crucial details of a document, it can even help readers improve their memory.
CV. Writing
Job seekers present their academic and professional achievements in a document called a curriculum vitae, or CV for short. It is used to apply for jobs in fields where a person's particular training or experience is necessary. A curriculum vitae must contain the details that a recruiter needs to confirm an applicant's skills, experience, and educational credentials. It is typically longer than a resume. 
What to Put in Your Resume
- Individual data
- Instruction
- Work history
- Awards and honours
– skills
- Presentations and publications (TEAMS, 20218)
Public presentation
Why do people speak in public? It is a live presentation made to an audience. A wide range of subjects can be discussed in public speeches. It may be the speaker's intention to inform, amuse, or persuade the audience. A slide show on a computer is frequently used as visual aids to support speeches. Due to this, listeners find it to be more engaging.
An online presentation is distinct from a presentation given in public. Anytime can access the online presentation. A public speech is usually restricted to a particular location or period. Slideshows are frequently used in online presentations. Alternatively, they employ pre-recorded footage of a speaker. This also applies to recordings of speeches given in person (Spencer, 2021)
3 FEELINGS
· Time management
I find that life will get easier as I develop my time-management skills. Knowing the distinction between working hard and working intelligently, I frequently pick the latter. You accomplish more tasks in less time, or even when working under time constraints. Poor time managers generate subpar work and are frequently more agitated since they are continuously under pressure. Consider the person you know who always has a tonne of stuff on their plate and many projects in progress. Although they seem to be highly busy, you may also presume that their work is ineffective because they are frequently frantic.
· Summarising 
 Learning about summarising has taught me how to identify the most crucial concepts in a text, how to filter out unimportant information, and how to coherently connect the main ideas. My reading memory is improved by learning to summarise.
· Public presentation
 Due to my lack of confidence and inability to speak English fluently, giving presentations has been difficult for me. Even if my lecturer says I did well, I still need to work on my voice and body language.
Public speaking is a method of proving to yourself that, with practise, you can accomplish the things that worry you the most. As the speech nears, fears and uncertainties tend to increase: "What if I forget my speech?" "What if I can't answer the audience's questions?" What seems like a nightmare may end up being a personal boost.
4 EVALUATIONS
Following this employability skills curriculum has been a wonderful adventure that has improved my capacity to perform tasks better, but more participation is required to reach greater results. In this module, effective teamwork was my strong suit.
Time management was my module's weak point.
I could improve for my upcoming modules by writing more and paying more attention.
5 ANALYSES
· Time management
You may prioritise your work with the use of time management, ensuring that you have adequate time to finish each assignment. When you are not in a rush to do anything before a deadline that is rapidly approaching, the quality of your work improves.
Your productivity will grow, and your attention will increase with effective time management. Focusing more helps you take advantage of bigger opportunities. It also enables you to spend more time on the tasks, objectives, and people that are important to you. Your ability to manage your time effectively will help you focus and prioritise your tasks better. There are numerous advantages to effective time management for your general wellbeing. Here is a list of some of the advantages of time management:
increasing output, Boost Professional Success, Enhances Interactions, enhances mood, Reduce Depression & Stress, Become more self-aware. (Cervantes, 2020)

· Summarising
The goal of summarising is to offer context for your argument or thesis by quickly outlining the main ideas of a theory or work. To understand the author's intentions, read the piece first. This is an important step because a faulty reading could result in a flawed summary.
· CV Writing
Until we take the time to think back on our professional experiences and put them on paper, we will not reach our full potential. You will undoubtedly feel more self-assured once you realise everything you have accomplished.
Your job hunt will benefit from your self-assurance. A more positive mindset where you believe in yourself, and your potential is brought on by increased self-confidence. Despite difficulties and rejections encountered throughout the job search, it encourages you to submit more applications and take chances. You can more clearly assess your strengths and flaws when you have more self-confidence. The advantages of a CV can help you get your dream job, stand out from other candidates, and better understand your skill sets. It is the first thing you need to enter any career, no matter what it may be.
(Avgenakis, Aug 11, 2021)

Public presentation
Effective public speaking abilities can aid in career progression since they demonstrate traits that employers highly value, such as creativity, critical thinking abilities, leadership, poise, and professionalism. Building credibility through speaking at gatherings and conferences is an excellent strategy. Near the top of the list of phobias, along with heights and spiders, is public speaking. Many people would choose to do anything over getting up in front of a crowd and speaking. Giving a speech can be nerve-wracking and daunting.
The opportunity to meet others who share your interests might be found at public speaking events. After your presentation, you will notice that individuals come over to you to strike up a chat. It makes forming new social relationships simpler. After your lecture, try to stay if you can among the crowd, answering queries and searching out new viewpoints on your subject. (BARNARD, 2017)
6 ACTION PLAN 

· Time management
Time has a significant impact on the world and can produce some significant outcomes. Making each day count for something is the goal. The way we spend our time is increasingly influencing how we live. A person is more likely to attain the crucial work-life balance when they invest in time management techniques and manage their time properly. The main reason to-do lists are motivating is because they provide a clear understanding of what needs to be achieved each day. Making a to-do list at the end of each day is the greatest way to ensure that you know exactly where to start your work the next day. 
Making tasks, divide them into more manageable, smaller jobs, appoint them, decide on a start and due date, determine budgets, and keep time records. When you have a tonne of duties to complete, it can be difficult to stay focused. Being side-tracked is common. So, keep your end goals in mind to stay on track with what you want to accomplish. Only concentrate on one aspect of your work at once. No internet browsing or texting back.
· CV writing 
acquiring a decent degree and hiring a professional to write your resume Writing my CV in such a way that an employer will get a sense of who I am as a person from the paper will require writing about both my academic and extracurricular accomplishments and talents.
We must take the time to consider our beliefs, skill sets, and future professional goals. Then, locate a business whose opportunities and values match your preferences. When applying for numerous jobs, focusing your search will help you save time.
You can use Loop CV to your advantage while looking for a job. Loop CV searches job boards and firms for openings that best match your profile and align with your career objectives using information from your CV and other sources. (Avgenakis, 2021)

· Public presentation
If you do not know your audience, your presentation will not be successful. The speech's tone and content must be developed after thorough research about the audience's ages, cultures, values, and present level of understanding. Failure to engage the audience, to keep eye contact, and a failure to understand their facial expressions can all have a detrimental impact on how your speech is received. Using personal examples and anecdotes to illustrate points draws the audience's attention.
        Your listening skills will start to advance as you advance             in your public speaking career and become a better speaker. This will not only assist you in moving forward on your path but also positively impact other areas of your life by fostering better connections with other people. (BAROT, 2021)

CONCLUSION 
To reflect on my everyday activities, I need to find more resources. I also need to read more from various secondary sources and pay more attention in class
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