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Introduction

      This report will discuss my growing as a person and intellectual during my studies in college. And more specifically about the knowledge and skills I came with, what I learned in this short time and what I understood for myself and with what conclusion I came up. In the process of studying, I got acquainted in more detail with such concepts as: Time Management and Organising Study, CV Writing, Public Speaking and Giving Presentation and Referencing. Consider that topic is very important, for any generation, this ability and our skills will follow us practically all our lives, at some stages we simply do not notice it, but sooner or later we will come across this, for example, at school, college, university or at work, and even in everyday life, they are necessary.

Brief of report

      In this report, we will discuss in detail all the aspects about which were previously mentioned, analyze at what stages we are faced with these skills and how we master them, such skills as time management are present from childhood, when parents say first eat  and then you are free to play, and its  thus micro-management, we will consider such examples later, I suppose that one of the main thoughts is to catch and learn this skill from childhood.
     Let's also talk about the features and skill of public speaking, I am inclined to believe that this is the art of speech, but this is such a hard and long way that has to be overcome in order to upgrade this skill, which will open up a large number of opportunities such as dating with new people, work and others. As well as and time management public spiking with us since childhood, nevertheless we noticed that the one who knows how to speak in public is always surrounded by attention.
     And also working with the Referencing system, behind a small paragraph that we write there are several books, academic journals and articles, which is an incredibly huge impact for us, from my 12 years of dancing experience I can compare it with reference system, behind a small performance of 3 minutes there are hours, days and weeks of hard training. 


Time Management, Organising Study

    Time management it’s kind of technical skill that includes rules and principles that help a person organize their time correctly and achieve maximum efficiency in any business. (Sorenson, Goldsmith 2016)
    With the help of time management, a person can consciously control the time he spends on different types of activities, while increasing the efficiency and productivity of his work or leisure. Planning, distribution, prioritization, and goal setting helps a person cope with the crazy pace of modern life.  time management helps a person to have time to do everything without stress and avoid chronic fatigue.  Initially, I did not know how to plan my time, I tried to do a lot of things at the same time, but I never finished them. I spent a lot of time on the Internet without noticing how the time passed. [image: Time Management: 10 Strategies for Better Time Management | UGA Cooperative  Extension]
    Now I have prioritized study time, trying not to work on these days and focus solely on studying. And the same with work, on days when I work I do not study. This allows me to pursue two different areas, devoting sufficient time to each. And I also find time to rest and even developed a sleep pattern.
    Also, now I can say with certainty that I am managing my time and keep up with everything on time.  I have some free time to rest and don’t get tired and have some free time to doing a lot of things for which I didn’t have enough time before. In general, now I have enough time to study, work, relax, spend time with family and friends, develop as a person. This explanation indicates that time management is a crucial factor to improve individual performance.
    I really enjoyed studying time management as it allowed me to achieve organization and become more responsible.  I would very much like all people to learn this skill and use their time rationally and usefully.
Public Speaking and Giving Presentation

   Public speaking is a process of speaking to a group of people in a structured, deliberate manner intended to inform, influence, or entertain the listeners. ... Public speaking is commonly understood as a kind of face-to-face speaking between individuals and audience for the purpose of communication.
[image: 5 Tips to Improve Your Public Speaking Skills | by Janani K | The Insider  Tales | Medium]   Public speaking is speaking not only in squares and stadiums, on television, and in front of a large audience (Bradbury, 2006). An appeal to the management, and a conversation with a new employer, and communication in a friendly company can become a public speech. Public speaking is an opportunity to present yourself in the most beneficial way (for example, when applying for a new position) and an opportunity to hone the skill of self-presentation. 
   A lot depends on a good public performance - a signed contract, new clients, your own rating, and recognition in society. A bright and powerful speech is when the publication catches every word of the speaker, gesture, and intonation change. It is the ability to inspire and delight with the delivered speech.
   Before going to study, I had the experience of public speaking, but after the lessons I could not think that I had so many mistakes in presentation. Concerning an successful start, gestures, postures and facial expressions, I was always very shy, I was afraid to look into the crowd and cross my eyes with the audience, I was very squeezed and afraid to make an unnecessary movement, and even worse is answering questions, even if I knew the answer to I didn’t know how to formulate it and present information correctly, so my previous public speeches became an example for me how not to do it.
   Now, before each public speech, I study in detail the topic on which I will speak, I guess what questions can be asked and prepare the answers, I also rehearse my speeches a couple of times, try to move during the presentation, monitor body language and make eye contact with listeners. This helped make my presentations much more successful and confident!


CV writing

   A CV is a document used when applying for jobs where you must summarise your education, skills, all your experience enabling you to successfully sell your abilities to potential employers and personal interests. 
   A CV helps you market yourself it is a great way to attract attention of your recruiter, it is selling your skills and qualifications thus helping recruiters choose you over candidates. CV can be applied multiple times to jobs in a specific career area. A CV always reminds you of what you have done in your career also helps you identify the weaknesses in your skills (Rogers, H., 2005). A CV refreshes your mind before your interview, helps you see if you have achieved the targets that you have set previously and the most important thing a CV sets a plan for your future job potentials. 
[image: Board CV Writing: The 8 Essential Elements of a Successful Board CV! -  Board Direction]   I have never created a CV before and didn’t understand what it's for, I went to interviews without a CV and so far, haven't received rejections, but this is probably because I'm still young and all my work is ahead of me. But nevertheless, creating a CV during the lessons, I was able to see low many skills I have, what can be improved and what is worth changing.

Referencing

   Referencing is the process of linking what you’ve read into what you’ve written. It’s a way of acknowledging that you’ve used ideas, words, drawings, graphs, data, or images that have been created by other people and helps other recognise your own contribution. Adding references makes it easier for anyone reading your work to find the sources of information you’ve used and lets them see how much research you’ve done for your assignment.   (Neville, 2010)
   It’s also helps you avoid plagiarism. Plagiarism happens if you use someone else’s work without giving them credit or if you attempt to pass off someone’s words or ideas as your own.

There are all examples of plagiarism:
[image: Изображение выглядит как текст

Автоматически созданное описание]Or paraphrasing someone without giving them credit:
[image: Изображение выглядит как текст

Автоматически созданное описание]






Or if most of your works is just a copy of someone else’s work:
[image: Изображение выглядит как текст

Автоматически созданное описание]


Referencing helps you avoid plagiarism on your way to academic success!
   There are several types of references, and we were taught to write a reference citing “Harvard”. Before I even didn’t hear about referencing but now its very important thing for me when I’m writing my assignments!
   I’m happy that find information for me now easier than before, when I searched for information for hours, now it takes an average or 15-20 minutes.
   Also, I’m very happy that someone who will interested of my assignment will use my sources!
   I had experience to write reference list twice for writing tasks 1 for modules “Academic and Employability Skills” and “Digital Skills and Research Methods” but I found easier and better way to write reference list and will tell you how.

I will show with my example how to do it.
I found one website https://www.citethisforme.com/ where you can create bibliography.
First what you need this is to indicate where the information was taken from:
[image: ]





I’ll press more and going to choose E-book:
[image: ]
Next step you have to fill up form.
[image: ]
And then we have our bibliography which we can use for our reference list:
[image: Изображение выглядит как текст

Автоматически созданное описание]
You can copy this bibliography straight away from website and insert into your reference list.
“Cottrell, S., 2013. The study skills handbook [electronic resource]. 4th ed. Basingstoke: Palgrave Macmillan, pp.243-270.”
This way we get a bibliography for reference list and save your own time.


Conclusion
At this academic report where I am reflecting about Time management and organising study, public speaking and giving presentation, CV writing, Referencing I explain how useful they have been to me, I am talking into consideration what I already knew and any learning I undertook outside of the classroom. All topics which I touched upon today is very important for my future!
I already said that time management and organising study help me organise my time, and let me be more organized, focused and more responsible. I saw how disorganized I was and wasting my time. Now I have more time to rest and more time to study and working. Public speaking and giving presentation let me know how shy I was, not confident and not able to interest the audience. Now after giving 2 presentations to the class, I became much more confident and less shy when I received feedback not only from the teacher but also from classmates. I was also the team leader and I managed to make a good presentation for us for which I praise myself very much, I am proud of myself and see my progress in teamwork. What about referencing I am very glad that I got this skill to writing and founding reference, it’s given me more sources in a short time. Also reading more books and articles I am gaining more knowledge on the topic I am looking for. At the end about a CV. It’s one of the most important documents you have, which you write yourself. Creating CV you strengths and also understand what skills need to be improved and what needs to be learned. I am sure I can create a CV for my future work that will look professional and includes a lot of skills.

Recommendation
I can recommend for everyone immediately start improving time management and organising skills for the rational use of time. Plan the day and focus on the things that you planned then you will have more free time or even mor time to do other things. Start giving presentations in front of friends, family or even in front of a mirror, this will let you know before the presentation what needs to be improved. Create CV with real skills only and not mislead the employer. What about referencing always write sources that have been read don’t make plagiarism and don’t copy other people’s work. 
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Hnativ (2021) states that plagiarism is paraphrasing someone without giving them
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Plagiarism is paraphrasing someone without giving them credit.
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