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Description
(1.0) Time Management: is being able to appropriately divide allocated time well to achieve goals set within a specific time frame. Time management is the process of organising and planning how to divide time correctly in order to avoid mismanagement of time. When time is properly managed, this will cause one to work harder and smarter to get more work done in a short space of time and often time those who are able to gain higher achievements are those who manage their time well.  Mindtool (n. d.).

The 80 / 20 rule suggest that priorities are set in properly dividing time. This method suggest that the most important thing is to be dealt with first at all times and when that is done, no matter how little of a task that might have been but because it is the most important, it will become the largest part of achievement of the day.  The top 20% of all activities will account for 80% of the results and so for example if there are 10 things that are listed to be done in the day, and the top 2 things on the priority list are done, the 2 things on the list that are done are automatically deemed as the 80% of the task of the day achieved.

The Eisenhower method suggest the importance of knowing the difference between what is important and what is urgent.  according to Eisenhower, when something is urgent it means that that thing needs an immediate attention and must be treated with urgency as compare to when something is important.  when something is important, it must be attended to but not with so must haste as urgent.  this will mean that it needs attention but not so much urgent.

(1.1) Paraphrasing: The topic of paraphrasing is a method used in re-wording or re-writing someone else's work that has already been done by them.  It goes to show that the information put together is information and knowledge that has been borrowed and expanded on by a third party.  Such information is gathered for research purposes such as essay or academic work. It is a piece of journalism put together by another person and when an individual takes that information and expand on it, it is only right that paraphrasing is acknowledged in order to avoid plagiarizing. (n. d.) Literacy Terms.


(1.2) Referencing: Referencing is when a collection of academic information that are collected in the library, books or electronically are used in a piece of academic work such as an essay.  It is when research is done to help support an academic work.  All information of the references must be gathered together by highlighting the web page at the top, copied and pasted or displaced at the bottom of the record to show where the source of the information came from. (n. d.) library.wisc.edu

(1.3) Public Speaking: What is known as Public Speaking is the act or the process in making speeches professionally in front of a group of people in the public place. It is also known as the art of effective oral communication in front of an audience or with an audience.  It consists of eye contact, body language, posture and reading an academic material. (n. D.) Merriam – Webster SINCE 1828

(1.4) Presentation: A conversation that is conveyed from the speaker to listeners or audience is what is known as a presentation.  Presentation is also a demonstration of a thing or even a product, it is an introduction or lecture that is meant to inform, inspire or persuade a group of people and this could be an idea or a product.  en.m.wikipedia.org (August 2012).

























Feelings
(1.5) Time Management: The topic of time management is one of the discussions I liked most during my learning period in class, this is because personally it is one of the areas that I would say that I have personally struggled with the most in the pass and even at present, and so I was very happy to get a more in-depth  and insightful knowledge and understanding about the best way to properly apportion and use time that has been allocated to me to reach a certain goal at a specific time when given a task and have to meet a deadline.  Learning about this topic made me understand that when the correct methods are applied when an individual has been given a task within a time frame it can be highly achievable and able to meet the acquired deadline provided the correct methods are applied.  It is just a matter of following the step-by-step guidelines that are needed in attaining the task and specifying what is the most important to what is important.

(1.6) Paraphrasing: When it comes to paraphrasing, I must say that for a period of time I had heard of the word paraphrasing but I did not particularly know what the requirement of the word was until I started this course.  I was particularly happy to learn about the subject of paraphrasing because learning about it gave me the confidence to properly put together an academic work without the fear of copying someone else's work word for word in order to avoid penalty.  I would say now that between the time from before I started the course and now, I have had the ability to gain a lot of knowledge and understanding in terms of paraphrasing and I now have a good academic understanding to what it literally meant and how to properly go about it in constructing an essay in order to avoid plagiarism or penalty.  I would say that learning about the correct way of paraphrasing has given me the confidence I need to handle academic work.

(1.7) Referencing: Learning about referencing has been one of my favourite aspects of learning on this course. In times pass I would usually just read up a journal online of in a book and not bother to give credit to whoever was the author of that piece of work. At the time I felt that as long as I can re-use or reconstruct the words of the writer into my own words then that work will automatically become my own piece of work and I would need to necessary give credit to the author.  this subject of referencing has been an eye opener for me and the need or importance of giving credit to those who has put in the work to give me the knowledge to expand on as well as educating me on a topic that I would have otherwise never known anything about.  It has helped me to appreciate the input of other people's work and the importance of giving credit to those whose work has been expanded on by me to gain further a better academic understanding. 

(1.8) Public Speaking: I enjoyed learning about public speaking because naturally I am a confident person and love to take every opportunity that I get to express myself in public be It in the comfort of my home, amongst friends or even on social media platforms where I can have the opportunity to express my thought on a particular topic or put in my contribution of comments, whatever the case I like being given the opportunity to express myself in public and having to demonstrate the practical aspect of presenting anything.  I would say that one of the highlights for me was the time I got the opportunity to share my class work in front of others in the class presentation, this helped me to further discover my personal flaws and areas that needs to be tackled in order to give a better delivery next time as I was under the impression that I was confident enough. This practice quickly helped me to realise that there is a huge difference in delivery when it comes to public speaking inform of those that I'm used to such as friends and family and even hiding behind the confinements of the comfort of my own space behind the use of social media. In this case it was face to face public speaking Infront of the teacher and the whole class and certain skills were required in order to speak well such as body language, eye contact, posture, engagement and not looking down on the paper to read too much when talking. It consists of command and taking controI over the topic of discussion.  I would say that the feeling and delivery was very different and at some point, felt that I was overcome by my nerves due to the pressure of not wanting to make a mistake and has to quickly take control over the situation.  I would say that this was one of the best practices and yet the hardest exercise for me and I believe that as time goes on with more practice in front of the class, I shall become more confident and overcome my nerves in the next class presentation where public speaking would be required.

(1.9) Presentation: I really enjoyed learning about presentation because this gave me the knowledge of how to convey a product of service to or before an audience. For me I would say that the experience was like that of a sales person, my delivery was what was going to determine whether I could get a sale or not.  presentation has to be interesting and convincing to those I am presenting to, at the end of the day what I put out will determine the outcome of interest of others.













Evaluation
(2.0) Time Management: The method of management of time as a whole is to be able to complete a task assigned within an allocated time frame in which a duty must be accomplished.  For an example an individual may set a goal at the age of 45 years old and aim to achieve a particular thing by 50 years old and by so doing they set the SMART method in place.  The SMART method consists of Specific, Measurable, Achievable, Realistic /Relevant, Time-Related structures in place to follow.   There are different factors to consider when an individua has a deadline to meet in order to properly distribute their time effectively.

The method of the 80/20 rule for me is an easy straight forward plan to follow as is makes it as simple to lay out a plan to tackle what is to be done first thing on a priority list in order to achieve the most on a plan that is set within a specific time frame. 

It is important to make sure that the task given within a time frame is properly accessed to know the methods to apply and steps to take in achieving a goal such as Analyse Why that goal needs to be achieved, How the goal is going to be met I.e., the step-by-step approach that’s going to be taken the reach that potential, and What is involved in each activity that will be required in reaching that goal.

When it comes to the correct use of time, there must be the proper planning and proper proportioning of time correctly and this can be achieved by breaking down the significance of task, this can be the separation of putting together a list of what is most important and putting that at the top of the list making it a priority and then working down to what isn't at most urgent.  This will help ensure that an individual has a quality of life and the use time is improved and the quality of work is achieved.  taking these steps into consideration goes a long way to show that though a job must be done, it must be done whist keeping in mind the necessary step by step guideline that will be needed in achieving it as it factors in to achieve paramount results.
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