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First Topic: Time management
What is time management?
[bookmark: _Int_5UCtFMkW]Time management is the process of plannig and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, and productivity. It involves the balancing of various demands upon a person relating to work, social life, family, hobbies, personal interests, and commitments with the finite nature of time. Using time effectively gives the person "choice" On spending or managing activities at their own time and expediency. Time management may be aided by a range of skills, tools, and techniques used to manage time when accomplishing specific tasks, projects, and goals complying with a due date. Initially, time management referred to just business or work activities, but eventually, the term broadened to include personal activities as well. A time management system is a designed combination of processes, tools, techniques, and methods. Time management is usually a necessity in any project management as it determines the project completion time and scope.
The major themes arising from the literature on time management include the following:
· Creating an environment conducive to effectiveness (in terms of cost-benefit, quality of results, and time to complete tasks or project)
· Setting of priorities
· The related process of reduction of time spent on non-priorities
· Implementation of goals
I Have never taken in consideration time management in my life, and I did not know anything about it. I have never believed in the process of it , and did not really have tried it before  to see exactly if it can have an impact over my life , but since I  had my sessions about time management at university I have decided to give it a chance  and I have started to  study it and  apply it in my life using different tips from the internet and my sessions and  motivate myself to respect it .

Therefore, time management is important because, and I also have learned the following
1. This is how time management has improved my life and why do I think it’s important time management affects our performance and productivity, so I always write down my work activities for a day and try to resolve most of the tasks at my productivity peaks.
2. Managing your time smartly helps me avoid procrastination. When I finish complicated tasks in the morning, I have an easier rest of the day.
3. Make sure you plan, and meeting deadlines in time will be possible and easy thanks to proper time management.
4. Minimize distractions and stick to the list of your tasks for the day. Sure, it is ok to answer a call, but do not get lost in social networks.
5. Take breaks. Simple, yet helps you stay sane :) You can have a lunch break in the kitchen at home or you can go out to have a snack. And nobody will punish you if you take one big break and several small ones during the day as long as the job is done eventually.
6. I reward myself. Sometimes I do tasks that I do not want to do in the first place, so I eat something sweet when I’m done with them. Resolve a task - eat a cookie.
7. Balance time between work and life. And remember that weekends are for taking time off work to relax.

I also have started using
Source: Wikipedia
The "Eisenhower Method" or "Eisenhower Principle" is a method that utilizes the principles of importance and urgency to organize priorities and workload. This method stems from a quote attributed to Dwight D. Eisenhower: "I have two kinds of problems, the urgent and the important. The urgent are not important, and the important are never urgent." Eisenhower did not claim this insight for his own but attributed it to an (unnamed) "former college president."
Using the Eisenhower Decision Principle, tasks are evaluated using the criteria important/unimportant and urgent/not urgent, [and then placed in according to quadrants in an Eisenhower Matrix (also known as an "Eisenhower Box" or "Eisenhower Decision Matrix"). Tasks in the quadrants are then handled as follows.
Important/Urgent quadrant tasks are done immediately and personally, e.g., crises, deadlines, problems.
Important/Not Urgent quadrant tasks get an end date and are done personally, [e.g., relationships, planning, recreation.
Unimportant/Urgent quadrant tasks are delegated, e.g., interruptions, meetings, activities.
Unimportant/Not Urgent quadrant tasks are dropped, e.g., time wasters, pleasant activities, trivia.
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THE FINAL POINT about time management is the concept of balance. The most important thing that you can instill in your life is balance and moderation. By practicing the methods, ideas, and techniques in this book, you will become an expert time manager, and have more time for your family and your personal life, also achieving your life goals.


Second Topic: Organizing study
What should you do to effectively study?
Plan your schedule with two hours of study time for each hour in class. Use your most alert times of day, break up large tasks into smaller pieces and stages, take breaks to help you stay focused, avoid distractions, and reward yourself for successful accomplishments.
Why is it important?
Better score: If you start studying before time then nothing will hinder you from getting those straight A’s. Studying early will help students to memorize more effectively.

Increased productivity: A study plan will help you split your studying into bite-sized chunks and outlining what you need to do every day will help you know exactly what you need to do and when This way you can learn and memorize more effectively and avoid stressing yourself. In addition, a study plan with to-dos for each day will help you avoid procrastinating for your exam.

Less stress: A study plan also helps reduce stress. Most students are guilty of waiting for the last minute to start cramming for an exam. However, cramming brings on added pressure and stress, which you could avoid if you started preparing for your exams early. With a study plan, you get to cover each bit of your study material as you have plenty of time.

I have always been an organized person when it comes to study, and I think it’s really useful because of the previous reasons, I have used many different tips to make the study as effective as possible, and I decided those are some of the bests to take your studies to the next level!

1.Find a Quiet Space for Attending Class
This is for sure an especially crucial factor when you are taking an online class because when you are taking an online class, the classroom is wherever you are. You will want to find a place that is quiet and free from distraction so you can focus on your studying.
Even if you are just studying and you are not taking an online class, same rules apply, you want to be able to focus on it, and do not have any distractions around you, otherwise you will realize you can spend hours and hours studying and at the end of your session you didn’t catch too much.
Listen to calm music. You can listen to any music you like, but many agree that classical, instrumental, and lo-fi beats make good background music for studying and can help you pay attention to the task at hand. Songs with lyrics can be distracting, I would also recommend trying rain or fire sounds.
Get a good night's sleep. A recent study found a positive relationship between students’ grades and how much sleep they’re getting. However, this does not only mean getting a full 8 hours of sleep before a big test. What matters even more is getting enough sleep for several nights before you do the bulk of your studying, because what is the point of studying if you are tired and did not sleep this will just make you study longer with less results and you will also forget everything a lot faster.

 Eliminate distractions by silencing your phone and annoying background noises such as the TV or radio. Make a pact with yourself to avoid checking social media until your study session is over.
Color-coded notes
Messy notes can make it hard to recall the important points of a lecture. Writing in color is a dynamic way to organize the information you are learning. It also helps you review and prioritize the most important ideas.
A recent study found that color can improve a person’s memory performance. That same study found that warm colors (red and yellow) “can create a learning environment that is positive and motivating that can help learners not only to have a positive perception toward the content but also to engage and interact more with the learning materials.” It also reported that warmer colors “increase attention and elicit excitement and information.”
Writing in color may seem like a no-brainer, but keep these tips in mind:
· Write down key points in red.
· Highlight essential information in yellow.
· Organize topics by color.
· Do not color everything—just the most valuable information.

Comfortable study space
When ensuring your study space is comfortable, one of the most important things to keep in mind is ergonomics. Both your study table and chair should allow good posture, and when you’re seated, the top of your desk should rest somewhere between your chest and rib cage. This way, you’ll be able to rest your elbows on the desktop without having to hunch your shoulders forward. Additionally, the chair should be comfortable, fit the height of the desk and allow your feet to rest flat on the floor.  





Last and third topic: summarising
What is summarising?
Summarising means explaining an idea in a shortened form while paraphrasing means explaining an idea in detail in your own words, using most of the information from the original source without changing the meaning of the original.
How to summarize?

Put simply, you need to comprehend, fully grasp, and be able to extrapolate what you are reading. Ask yourself questions about what you just read. Look at what you have just read in a paragraph or a textbook and think about how you would explain that to someone else.
Also ask you're self those questions.
What are the main ideas?
What are the crucial details necessary for supporting the ideas?
What information is irrelevant or unnecessary?

Example time! I just stole this paragraph from the Introduction to Emergency Management textbook:
Emergency management is an essential role of government. The Constitution tasks the states with responsibility for public health and safety - hence the responsibility for public risks - with the federal government in a secondary role. The federal role is to help when the state, local, or individual entity is overwhelmed. This fundamental philosophy continues to guide the government function of emergency management.
So how do you summarize that? Look at what you read. The government, specifically as stated in the Constitution, is looked to for emergency management guidelines and responsibilities. The states are primarily responsible for directing their emergency plans, as directed by federal guidelines. There are clearly priorities set that are based on escalation from state to federal when emergencies become overwhelming or otherwise cannot be handled at lower levels.
You should be able to do this with any text you read. Slow down, parse a lot more of what you are reading, and find a way to mentally paraphrase a lot of the information so that it makes sense to you in a way that you can communicate it to others.
Why should we use summarising?

It helps us to learn to determine essential ideas and consolidate key details that support them.
It enables us to focus on key words and phrases of an assigned text that are worth noting and remembering.
It teaches us how to take a wide selection of text and reduce it to the main points for more concise understanding.


Public speaking

The ability to give a speech or give a presentation is essential for managers or entrepreneurs. Beyond that, we all need to speak in front of an audience at some point, whether it's a small speech at a family event or a presentation at work. For most people, however, the idea of ​​speaking in front of others makes their palms sweat or throb, which is natural.

Fear of public speaking often appears at the forefront of mankind's great fears, along with the fear of death. Specialists have discovered, over time, a number of techniques that help us better organize our speech, interact more effectively, and reduce anxiety, so that we can give presentations or public speeches.

Those are a few god tips to have a god public speech that i personally use

get ready and practice The best way to overcome anxiety is to prepare thoroughly. Take the time to write down what you have to present and review the notes a few times. Once you become familiar with the materials, practice the speech several times. You can do it in front of the mirror, you can register or you can ask a friend to assist you and give you feedback.

Accept Your Emotions Everyone experiences some physiological reactions, such as rapid heartbeat, trembling hands, or excessive sweating, before an important event. Do not associate these emotions with the idea that you will have a poor performance or you will make fun of yourself. Some emotions are good, because adrenaline puts us on alert and can help us get the results we want.
Get to know your audience. Your speech is about the audience, not about you. Before you start creating your message, consider who it is for. Find out as much as you can about those who will listen to your speech. This way you will know how to choose the words, the level of information, how to organize them and how to make those hooks that motivate the audience. In a way you will prepare for a speech at an informal event, where the focus will be on fun and otherwise on a corporate event, where you will have to inspire and motivate.


Use humor and emotions No matter what you're talking about, there's always room for emotion and humor. People may not remember everything you said, but they will remember how you made them feel. Anecdotes or funny things inserted in the meaning of the presentation can attract attention, and a story told at the right time sensitizes and maintains attention.



