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Abstract  
The skills we have been learning about in this module academic and employability skills I believe to be exceptionally important. learning how to cover topics and essential needs to be able to use in the workplace and in day-to-day life. knowing the standards that are needed to work in most sectors. especially in the current pandemic you must be able to know and be resilient and adjust and using the skills and tools given to you and your own common knowledge.
Introduction
I will be covering topics I have found most useful and which I have taken on board mostly and the way it has helped me these will include topics such as time management, public speaking cv writing online learning experience and so forth also about the difficulties Aswell I will present these in the form of headings and paragraphs. 

Online learning experience
After the horrendous year we all have endured it has been an extremely challenging time for myself and our family we have lost family had to handle sicknesses and not being able to care and look after family having to be on a screen just to interact also struggled I am a parent of three children ages 13,9,4 and to be home school was an extremely grim time for them watching the challenges they faced not having that contact and face to face learning and not being able to just ask for support in the class room  so I was then sceptical on how I would best manage the whole online learning but I believe I have had a pretty great experience it has been hard at certain times especially throughout school holidays has been difficult managing day to day activities and family life but bearing in mind the lectures we have  had have been understanding also very helpful in making sure all is understood and giving people time to understand also the pandemic has taught me you may be asked to work from home so knowing how to use the tools covered in this particular module will be useful for the future.
E-learning, also referred to as online learning or electronic learning, is the acquisition of knowledge which takes place through electronic technologies and media. In simple language, e-learning is defined as “learning that is enabled electronically”. Typically, e-learning is conducted on the Internet, where students can access their learning materials online at any place and time. E-Learning most often takes place in the form of online courses, online degrees, or online programs. There are many e-learning examples out there, and we’ve covered those in greater detail in our previous articles. (Donna j Abernathy)


Public speaking and giving presentation's  
I have not been a noticeably confident person public speaking I find myself quite difficult I become nervous and anxious, and I am frighted to make a mistake I apply pressure to myself wanting to do my presentation justice I now understand to be a good leader or team player I must assert confidence and be bold in what I wish to speak about be able to just listen to others and make others feel welcomed and able to present as we all find things hard sometimes I have learnt how to present via power point although I found it hard I found more easier behind the screen so I feel I have gained more confidence .
Public speaking is the act of presenting an idea to the public, using your voice. The ‘public’ can range from an exceedingly small group of people to a huge audience. For most people, a bigger audience equates to more fear, but some people are just as terrified as presenting to a small group.
When we think about public speaking, the first thing that comes to mind is someone giving an inspirational or educational speech, TED-talk style, but the definition is not as narrow as that. Public speaking can take the form of giving a work presentation, pitching an idea to an investor, leading a school assembly, or even taking part in a job interview.
Now we have thought about the wide scope of public speaking, we can start to see why it is such an important skill. The reality is everyone will have to speak in front of an audience at multiple points in their lives. Therefore, it is important to work on these skills, so you do not feel restricted by anxiety and are able to thrive in different circumstances.
Taking a wider perspective, public speaking is important because we can use our voices as forces for good. Talking about diverse and interesting topics is an educational tool, and a good speech can be enormously powerful. If you want to learn more about how to use your voice, you can try our Become a Better Presenter (Published on April 30th, 2021
by future learn)



Reflection 
Reflection what it means for me and what I have learnt the topic has brought a great deal of reflection not only can you reflection on past and present, but I think you can reflect on future and what yet to come by using past experiences it gives you tools to therefore use for the future as previously mentioned I am a parent my son has a disability and I often reflect a lot on life itself and wonder if I am doing the right thing for my family or whether the choices I have made was indeed the right one at the point in time every reflection means something it’s a part of our human nature it comes into play with various parts of life an example I can give for the work place is you could be working in a hospital and a patient was afraid of something you then have to be open minded and reflect on how you could best handle that situation think why maybe they feel the way they do and you can use that as a reflection for future references. It also makes us reflect in how to make our self's better and make us be the best version
Its power lies in being able to help you develop your understanding of the way you learn, the subjects you are studying and to define your longer-term goals. It can help to promote critical thinking and problem-solving skills, both of which are key to academic success. But it has further used that relate to life skills: it is an essential part of personal development and prepares you for the world of work, encouraging you to develop the habit of analysing your actions or events and considering the consequences. (Gillett, Hammond and Martala, 2009, p.164)


Summarising 
I have learnt in the module about how to summarise its meaning is to take some information and shorten the information do not change it just put in to bite size pieces easy to digest and remember so if u wanted the remember something you can just summarise some of the information u can then put that in a form of a graft chart bull points power point a  report and so on others find pictures easy to remember summarising you can also do this for recipes or about anything really. According to Jones (2012), “[When summarizing], We strip away the extra verbiage and extraneous examples. We focus on the heart of the matter. We try to find the key words and phrases that, when uttered later, still manage to capture the gist of what we have read. We are trying to capture the main ideas and the crucial details necessary for supporting them.” Jones (2012) also states, “This strategy is truly about equipping your students to be lifelong learners.” This is vital because your students will always use this strategy throughout their education, as well as, in life.  

Time management /organising studies
Organising skills Extremely important inside and outside the workplace it is a particularly important way of life organisation skills can vary whether you are a events planner or detective work for the NHS you need to be organised either healthcare plans or sorting medication sorting through evidence if you are not organised and do not have structure you will leave yourself feeling bemused and confused not knowing where to find information you have filed and not being able to lead your team you will then go on to disrupt others working within your workplace I know the importance of being organised as a parent you have to know when and where to become extra organised that could even relate to safety so it plays a huge part in life Un organisation can lead to being in danger and example is  you have a trip planned and your car needs servicing but you are not organised and leave the car to last minute and then it breaks down what do you the do you will end up reflecting on what you should of done Also with time management in order to get to where you need to go you then need to plan ahead and summarise the journey ground yourself and be aware so many parts of this module come into importance in life you have to be clear what is expected.
Pacing your work, even though it may seem an odd thing to call a skill, is an important time management concept. Although working long hours or skipping breaks can sometimes improve productivity in the short-term, your exhaustion later will ensure that your overall productivity actually drops. Except for rare emergencies, it is important to resist the temptation to over-work. Include necessary breaks, and a sensible quitting time, in your schedule.
Knowing and enforcing an optimum workload for yourself ensures consistency in your performance and avoids burnout. Employers want to be able to count on you for the long-term.
· Process Management
· Assertiveness
· Eliminating Waste
· Taking Breaks
ALISON DOYLE
Updated August 24, 2019

Referencing 
Refencing is especially important when you are reciting another person's work it allows you to show where you got this information from and shows your ability to research and source the root of the facts that you are presenting Do you need help with Oxford citations? When you write your academic paper using someone else’s ideas, it is important to reference the paper correctly. There are many styles to reference your paper such as the Oxford citation style, Harvard referencing style, APA citation style, MLA referencing style, Chicago citation style, Vancouver reference style, and many more.
You might be wondering why it is important to reference our sources in the academic paper. Read this blog to get a better insight.
Listed below are a few reasons why it is vital to reference your sources -
1. 1. It supports the argument – Referencing is a great way to provide evidence to support your argument. While citing your sources, provide your readers with additional facts, figures and important information that supports your argument. By citing the works of the experts in your paper, you can prove that you are aware of the field in which you are working. It will demonstrate your understanding of the academic Vancouver reference style and many more requirement and help in strengthening your argument.
2. It acts as a fact-checking tool – Referencing acts as a fact-checking tool. When readers look for references to check the accuracy of your sources, it acts as a fact-checking tool. Your readers can double check the quotes or can ensure the fidelity of the passage that you have paraphrased by checking your references.
3. It acts as a hallmark of a good researcher – Correct referencing of your academic paper acts as a hallmark of a good researcher. Citing your paper properly will show your readers that you have done proper research to get into the details of the assigned topic.
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