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Introduction

In this academic report I will be highlighting the importance of time management skills, CV writing and Summarising. 
I will be reflecting and recognising the process of each model and its characteristics.
The aim is to understand the various ways each model helps improve my academic writing skills.


Methodology 
 I used articles and books as my methods of research to support report and to gain more understanding of each model.

 One of the most powerful and valuable skills you can possess in life is effective time management. Time management is the process of planning and organizing tasks more efficiently to achieve maximum productivity with minimum wasted effort. Managing your time effectively reduces stress and makes work mode enjoyable.

Poor time management usually results in disorganisation, missed deadlines and lack of punctuality and prioritising. Practicing poor time management can be very damaging to your tasks as there is a very small chance you are not going to reach your goals.


Having effective time management is very important and there are various of ways that we as individuals can practice this.

Having a routine/schedule is one of the many ways we can practice effective time management. Having a routine/schedule enables you to be more organised with your time. It also allows you to be intentional with the tasks you need to prioritise, and you become more disciplined.

Another effective way we can practice effective time management is by setting yourself reminders. This helps to be more organised with your time. The key is to know your deadlines and plan. To plan helps release the stress of procrastination and disorganisation. 

Setting goals is another effective way to practice time management. Setting goals for yourself will encourage you to achieve your goals faster as it is specific and is focused on exactly what needs to be done. Having goals set will thrive and drive you to get your tasks successfully completed. 


Taking breaks in between your tasks can be another effective way to manage time. Workload can be very overwhelming so taking planned breaks can help to boost your levels of concentration and keep you focused on the tasks that you must complete.
Statics show that 87% of professionals believe that taking breaks increase productivity. 

Lastly, reward yourself. It is so important to reward accomplishments, sometimes it can be very hard to get tasks completed. Rewarding yourself helps to sustain motivation.



CV Writing

A CV also known as curriculum vitae is a short-written summary of a person’s career history, qualifications and education.

A CV gives you the opportunity to sell yourself to any future employer. It presents your skills, attributes and any history or experiences a person has will be included in the CV. In the competitive market today, it is very important that you make a good impression.
 The CV plays a decisive role in academic selection procedures, both through election and selection. The applicants’ experience and knowledge, as well as prejudices concerning the academy and its evaluation practices, affect the creation of their CVs. Furthermore, there is an interplay between employment advertisements, regulations, guidelines, networks with significant others and traditions, as well as decision-makers’ and external experts’ conceptions of what is important. 

A personal statement included in your CV is important as it presents some important personal information about yourself. In this section of your CV this when you can talk about your attributes, hobbies, strengths and weaknesses to help the prospective employer to know more about you. 

A short list of your attributes and skills also should be added to your CV to give you the opportunity to recognise you strengthens and get a better chance among other candidates. 

Throughout my research I discovered that there are a few common mistakes that people make when writing their CV.

The use of including pictures in your CV is not a good idea as it can be deemed as unprofessional. The focus should be on your skills and experiences. Adding pictures can be distracting and unnecessary unless you are applying to be a model or a actor/actress.

Inappropriate heading are another common mistake people make when writing their CV. 
Your CV should be clear and concise. The beginning your CV should include your name and contact information. It is unnecessary for your CV to be headed as Curriculum vitae.


Summarising 

Summarising is important is academic writing as it helps to determine a brief account of the main point in something.
A good summary should include the source text. Read the text that you are summarising as much as you need to, it is important that you understand the source text.

When summarising it is important not to include your opinion. It should contain only the sources ideas and nothing more.
Your summary should be clear and concise.

Writing a summary of what you know about your topic before you start drafting your actual paper can sometimes be helpful. Summarizing teaches students how to take a large selection of text and reduce it to the main points for amore concise understanding. Upon reading a passage, summarizing helps students learn to determine main ideas and integrate essential details that support them. It is a technique that enables students to focus on key words and phrases of an assigned text that are worth noting and remembering. 
A summary is a shortened version of a text. It is the way of how to inform your reader of what is the book about. It describes its main idea, and summarizes the supporting arguments that develop that idea. A summary is a simple and easy way to understand and doesn’t contain any idioms, metaphors, sayings, and complicated English style. The review is almost always in the writer’s own words. However, keywords can be used directly from the passage.
It is the way of reducing and shorten the text to one-third or one-quarter its original size by getting the main idea of the said article, stories, or essay. (Buckley, 2004) 
Summarizing as a strategy encourage students to develop their steps in writing, starting with traditional pen, and paper to writing a short story, an article and ending with the most updating social media. It is the act of providing a clear statement of the essential points.
English is the most-used language round the world. It is the center of our learning: without it, we cannot make sense or communicate and understanding any subject via reading and writing. It's known that text as English skill is necessary for our everyday life and writing enables us to express our thoughts and idea. Writing is a skill which can be learned in the early stages of our study, starting from the primary schools up to universities. In the early stages, students begin to learn how to write letters, simple words, and their names in the English language, and then their writing ability developed according to the level of their study. Writing is very critical for our human history. (Gilbert & Graham, 2010). 

Writing is a crucial component of language performances. English writing in both educational and professional settings is increasingly important in countries of non-native speakers of English". (Leki, 2001, p.199). Writing is used to inform, to learn, to persuade, to entertain, and also to self-reflect. It is essential in terms of skill that students' need to be successful in college (Graham, 2012). Writing is not just the final, polished draft. Writing involves routines, skills, strategies, and practices, for generating, revising, and editing different kinds of texts. (Fink, 1998) 




As stated in my introduction and throughout my report I highlighted the importance of time management, CV and Summarising in academic writing. Each topic has huge significance in academic writing and helps to improve it.
In my report I understand the importance of each topic and the various ways it can positively impact academic writing. Acknowledging the common mistakes, we make and the many ways we can improve it to help develop the structure of your writing.
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