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[bookmark: _Toc111146505]Introduction
Skills that are important as a student as managing the tasks accordingly to ensure a smooth operation of the process. These are soft skills that are mostly intangible yet very effective in accomplishing any tasks that a student might face in themy student life as well as themy professional careers. These skills are almost like developing a habit and requmye a significant time to develop properly. This report will discuss fur skills that have acqumyed by me during the courses. 

[bookmark: _Toc111146506]Time management 
When it comes to managing my time effectively, the key is to maximise the use of the time I have available so that I can get as much done as I possibly can. It’s possible to think of time management as a combination of working productively and rganizing My priorities according to the time I have available (Truenman, 2016). To put it another way, folks who are skilled at time management are also skilled at getting things done in a timely manner. They are very skilled at setting priorities and determining what must truly be done, after which they eliminate anything else that is unnecessary.
[bookmark: _Toc111146507]The priority matrix
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Figure 01: Time management matrix (Davies, 2012)
Dwight D. Eisenhower, the 34th President of the United States and a five-star general in World War II, was the original proponent of the idea (Garcia-Ros, 2014).
Quadrant 1
This is the "do" quadrant, and I should add any errands that are both important and time-sensitive in this section. I should prioritise the items on my to-do list that fall into this quadrant if they are time-sensitive, have clear repercussions, and have an effect on my long-term goals.
Quadrant 2
The second quadrant is labelled "schedule," and it is where I should put any responsibilities that do not requmye immediate attention but are significant, nonetheless. If I believe that these activities will have an impact on the achievement of my long-term objectives, I may want to add them to my list of things to accomplish and come back to them at a later time (Swart, 2010).
Quadrant 3
The "delegate" quadrant of the planning matrix is the place to put tasks that need to be completed quickly but are not immediately life-threatening. The completion of these urgent chores will not have any impact on my short-term objectives, but it will have an effect on My long-term ambitions.
Quadrant 4
Even after I have finished the items in the first three quadrants of my to-do list, there will be a significant number of items on that list that are still incomplete (Kaya, 2012). Those tasks that were not seen as urgent or essential were not completed because they were abandoned.
[bookmark: _Toc111146508]Importance of time management 
Performance improvement: Learn to organise time each day for my most critical responsibilities, and I'll have a better notion of how long each should take. When I learn this strategy, I will be able to manage my time more effectively. When I have a deadline to adhere to, I think I will spend less time procrastinating and more time getting down to the business of achieving My objectives (Garrisom, 2015).
Reduced stress: When I have a long to-do list for both work and personal life, it's easy to feel overwhelmed. So that I know precisely how much time I have available and what I need to accomplish in order to finish everything, it is vital to prioritise My chores and set aside time for the most critical ones. Making a list of my most important chores and allotting Myself the time to do them will help me feel less stressed (Britton, 2021).
[bookmark: _Toc111146509]Academic writing
Academic writing is characterised by several characteristics, including clarity, concision, detail, organisation, and a strong focus on evidence. Because of this, the reader will have an enhanced capacity for comprehension. Even though it is written in an official tone and manner, it does not need the use of complicated terminology or a large vocabulary in order to understand it. During the course of my education, I will hear a lot of talk about the many writing norms, vocabularies, and styles of discourse that are specific to each of the academic subjects in which I desire to earn an undergraduate or graduate degree (Paltridge, 2014). Nevertheless, regardless of the topic being discussed, there are a few standards of academic writing that should always be followed.
[bookmark: _Toc111146510]Types of academic writing
Descriptive: The most straightforward kind of academic writing is known as the descriptive essay. The purpose of this is to provide certain information or facts. There are two examples: one is a report on a scientific experiment, and the other is a summary of an article (Swales, 2014).
Analytical: The categories and relationships I seek may already exist in the topic I’m investigating, or I may need to develop them for the data I’m analysing. When comparing two theories, it is often advisable to do it in smaller pieces. Consider, for instance, how each theory handles the social environment, how each theory approaches language acquisition, and how each theory might be implemented in practice.
Persuasive: For the vast majority of assignments, I must go beyond analytical writing and into persuasive writing. Analysis and reorganisation are two of the most crucial components of persuasive writing, but they are not the only ones (Ivanic, 2018). I must also express my own viewpoint. The majority of research papers and essays feature an argumentative thesis or conclusion.
Critical: Research, advanced undergraduate, and postgraduate writing all need critical writing. In addition to including all of the characteristics of persuasive writing, it also includes at least one opposing viewpoint. Critical writing, unlike persuasive writing, requires me to analyse at least two perspectives, including my own, on a particular subject or issue.
[bookmark: _Toc111146511]Importance of academic writing
To convey the understanding: Complex topics may make it difficult for students who struggle with academic writing at the graduate level to articulate what they have studied or grasped. When writing for an audience, essays give students the chance to explain what they have learned in a manner that others can understand (Hogue, 2016).
Analytical thinking: Writing academically forces me to develop my analytical and deductive reasoning skills. Utilize the material at hand and present it in a manner that is easily digestible by the audience. The knowledge that I get via research will allow I to compose a report that I can use. I, on the other hand, am the one who is tasked with assessing the facts and deciding what to do with them depending on what I find (Savage, 2017). If I’ve skilled at judging things, I'll have talents that will stay with me for the rest of my life.
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In academic writing, one of the most important skills to have is the ability to summarise a chapter, section, or chunk of a book or journal article. It is one of the three ways that I might integrate the work of another person into my own (the other two being quotation and paraphrasing). To summarise the main ideas of the article or relate it to another piece of writing may need as little as one or two phrases, or it may require as much as half the length of the original. This portion of the article will teach me some useful terminology to use when writing a summary as well as walk through the phases of producing a summary (Theide, 2013). Validating the data points included in the summary may also need the usage of an extra checklist.
[bookmark: _Toc111146513]Importance of summarizing
Extracting the essential points: The ability to condense information down to its essential components is one of the most valuable skills for academic writers to possess. The practice of summarising one's argument and results are common in academic cycles and serve the purpose of eliciting core concepts that may be communicated in a simple manner. This is due to the fact that summarising enables me to swiftly and effectively record my ideas, without having to suffer from information overload or neglecting crucial details about what I meant to express (King, 2022). Those readers who don't have the time to read the whole article may still benefit from the summary since it gives them sufficient information to comprehend why something occurred or why it is occurring.
Adding credibility to the writing: When My work is summarised, it will simultaneously become more intriguing and more convincing as a result of this process. When information is condensed, it saves readers the time and effort of having to navigate through large blocks of text in order to find what they are searching for. Condensing information also makes it easier for readers to find what they are looking for (Brown, 2013). As a consequence of this, it enables me to remain focused on the subject at hand while providing the reader with the most crucial information about each paragraph in a format that is simple to read and does not encourage them to bypass it totally.
Serves relevant data: The goal of this summary is to achieve the purpose of fulfilling the purpose of providing persons with relevant information. To put it another way, the act of conveying a thought or concept with the fewest available words. A summary should highlight the most important facts and strive to make learning more interesting and participatory. This is the objective of a summary (Taylor, 2021). There are many different situations in which summaries might be helpful. While at the same time improving the quality of my experience with any particular material to the point where it is, at the very least, an advancement over how it was before.
[bookmark: _Toc111146514]Public speaking 
The ability to communicate in front of an audience is considered a soft skill since it includes strong verbal and nonverbal communication in addition to the capability to interact with an audience. Personal skills, sometimes known as "soft skills," are abilities that are less technical in nature and focus on how an individual interacts with other people as opposed to how one communicates with other individuals (Lucas, 2014). People that speak in front of an audience that listens to them do so in order to convey their messages. It is feasible to deliver a verbal presentation either in front of a very small audience or in front of a much larger audience of thousands of people at a conference or event that is held internationally. It is not important how many people are in the audience; what is important is that I have a certain set of talents and that I are confident while speaking in front of others.
[bookmark: _Toc111146515]Reflection on presentation
Many students place a significant amount of weight on their capacity to communicate self-assuredly in front of my peers. Anyone who wants to be more comfortable speaking in public outside of the classroom will need to build them confidence and practice their public speaking skills as much as possible while they are still in school. This is true for applying attorneys, physicians, business owners, members of professional organisations, and anyone else in this category. Throughout the duration of the class, students will have many opportunities to show their work in front of their fellow classmates. Students in secondary schools and colleges compete against one another in public speaking and debating competitions on an annual basis. Students often report feeling intimidated by the prospect of public speaking; nonetheless, this is one talent that, with sufficient training and perseverance, can become an indispensable asset for achieving success in any circumstances. Speaking in front of a group of people not only helps me feel more confident about myself but also enhances my ability to communicate with others and my leadership skills.
When I first have my presentation, I was so nervous my palms were sweating, and my heart was beating so fast because it was the first time when I was doing something like speaking in front of so many people and I did not know how to react. I did few mistakes because of my emotions but overall, everything was good it was easier than I expected. Now that I learnt some things about public speaking, I hope to do better on my next presentation.
 


[bookmark: _Toc111146516]Conclusion
The importance of some essential skills like time management, academic writing, summarising and public speaking are skills that can be useful both as a student and alter in professional life. Time management reduces stress and helps with prioritizing the tasks that are more important to accomplish Academic writing helps improve critical thinking ability which is essential to convey any message efficiently. Summarizing the ideas is important to present the ideas in a concise manner. Public speaking helps with the ideas accordingly to have a full impact. 
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