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INTRODUCTION

At this report I have analyse three main topics that I learn at academic skills module, and they will help me like a main tool for my future at university and my career as well they’re important and helpful they are that I found more interesting in class and I thing that which I will use more often than other for an academic report also we would find more often times to talk about them. Time management, organising study and academic writing are based and analysing from books, articles and journals. Also, I am writing about the 9th week of university that we have our presentation about our dream career what we would like to do in our lives and how the university is helping with that.



















TIME MANAGEMENT

We all have the same number of hours in a day, and how we choose to use them is totally up to us. Time management, as the title suggests, is the organisation of your time and effective use of your weekly routine. It is the capacity to make effective use of each hour. Time management not only helps us finish our work but also leaves us with plenty of free time. When people learn how to successfully manage their time, they can work more successfully. But the way that each person is wired is unique. It is important to realize that each of our schedules may be influenced by a variety of innate characteristics. While some people find it challenging to manage their time, others do so because they are skilled in doing so. It takes practise to get used to a strict schedule if we want to manage our time well. There are some time management techniques can be included into our regular routine first we have to find the most productive and effective hours of the day definitely is easier to study or to do some work during the day after a long day we are always tired and we don’t have the same power to do things, we need time to relax our mind and our body. Create a weekly timetable it’s easy to find where you waste your time and to find time for small breaks during your daily routine. Start your day early you will find time to finish all your jobs, activities and studies. Divine your tasks give priorities to important thinks like study work and rest less time on social media, tv or shopping for a new t shirt because you just remember you don’t have that colour. If all the week you will follow your schedule at the end of the week, you’re have time for yourself. Do your tasks with full focus with this way you save time from mistakes, so you don’t have to do twice one thing. And finally eat healthy sleep well take some rest next day start again fresh and clear mind. When a day it starts like that is ending like that.
A good example that we had from our lecture that he was told us is that to make a program straight away what we are doing in our weekly routine and with this way we can find the gap that we spend more time is something not so useful and we can change it and find time for something that we cancelled because we just waste our time. 



SUMMARISING
As with paraphrasing and summarising is an everyday skill used to condense information so that it may be relayed to others. For example, if you have watched a two-hour movie at the cinema and you want to give a synopsis to your friend you may tell them in ten minutes or less what it took you two hours to watch this is summarising. In academic report we can use summarising techniques to condense the ideas of others to support the main points of our own discussions or arguments. This chapter had help us the students to formalize our understanding of the process and techniques used. Skim the text, paying special attention to any headings or subheadings. Read the text again more carefully, underlining/ highlighting important information. Check any unknown words needed to understand the main points. Make notes of the main points and supporting points (not supporting examples or details). Remember to use your own words so that you can paraphrase and avoid plagiarism. Write the summary using your notes. Make sure you do not add anything which does not appear in the original (e.g., your own comments). Check the summary to make sure you have covered all the main points. Make sure you have included a reference to the source.
Summarising is very helpful tool we can read a book and we can analysing just in a few second that helps a lot at university when we have to make academic reports we need to read a big amount of books or articles and journeys and of course we cannot say everything we reed here we are using the power of summarizing you choose what is highlight from what you read and you try to transfer it with your words 








ACADEMIC WRITING

Writing is all about communicating in fact, it is what it is about. There are many different writing styles, and the way you write texts and emails to friends will differ from the way you are supposed to write your university papers.
When we write, we try to express what is on our minds as clearly as possible. As a result, we must show in our assignments how well we understand a given subject and how effectively we can respond to the issue. Assignments that are written clearly demonstrate understanding and show that we have given the subject some attention. We can't really know if we understand an assignment if it's unclear because it looks messy and is difficult to expressing what you understand.
We should avoid using a conversational tone in our academic writing because it must be sufficiently official. Since our profession is a formal delivery of information, we must prove our knowledge by describing and evaluating the information objectively rather than by sharing our personal opinions. 
We must make sure that what we write is understandable academic writing is not the place for flowery descriptions. Clarity is what our lecturers require; they don't need big words or spectacular sentences. They want to know that we have understood, not only that we can use the computer's thesaurus. We must ensure that any communication originates from ourselves and reading more is necessary if we want to increase our vocabulary. 
Remember this module was from the firsts days in the class and our lecture asks us in the end to do an exercise like every time when we was almost in the end, he ask us to write how it was our day in the class it was really easy and we start write after when we read what we write he was telling us that with the same way with different words we can make it more academic then we start to look for better words to make our work look like similar with a lectures



PRESANTATION WEEK 9

This presentation as a first one that I had in my life I could say now with a clear mind and not shaking hands that was kind easy and good. At the beginning most of the students was thinking how is that possible we are doing a presentation and the slides and not only that to talk about us ourselves our life’s from where we start and we what we want to do. Sounds easy but imagine a person that is really close to his self to talk about that thing. 
The beginning was a bit hard you open the laptop and you are lost in the world of internet like a baby learning first time to walk , but step by step you learn and faster than you think and after that you finish the preparing all night to say it right to think what you want to say so you can impress the students and the lecture not forget anything important even one letter for me that time counts and then you finish with the preparation and that’s it the next day presentation. 
We are in the class around thirty people some of them really stressed some just calm and some we try to look ok but inside we are really shaking. One of the last ones I could say that was me I was thinking come on its ok you are going to talk about you your dreams what you want with your life you know it’s easy don’t be stressed. And waiting until your turn and wait and look how the other students are doing so if I found a mistake to try not do the same mistake. 
And the lecture is calling my name ok take a breath and start is your time. I went up there and everybody was looking at me I was shaking I could even hear by breath so heavy. I start reading my slides was like I saw them for first time in my life I forgot everything it takes two or three minutes to remember what I want to do with my life and my career after the first shock that’s it I remember everything the words was coming to my mind and was jumping out of my mouth very easy like I have done this before many times. 
And that’s it the presentation finished it takes just five maybe six minutes but looks like an hour, everybody was clapping the hands and I was feeling like I did a big jump for my career and my personality I went back to my sit slowly and quiet and finished there.
The university has given us many new challenges to work and study with new people and new beginnings 







CONCLUSION

In conclusion what we need to say is that all this tools that university is giving to us will be important for our future is workplace they will help us to learn better how to write to search summarising referencing an academic report and not only even an article we could learn after this module. Also, it’s a good way to learn and start using the word more careful and useful not only in social media but more important things.
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