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INTRODUCTION


Time management is the decision-making process it organises, protects, and adjusts a person's time to changing environmental situations. In time management, there are three qualities that distinguish success from failure, acknowledging how time is a limited resource and evaluating it realistically. To make the most of your time, plan and organise your objectives, plans, schedules, and responsibilities.

Adaptation is the process of monitoring the progress of your time while carrying out tasks such as shifting to diversions or altering priorities.
Dierdorff, Dierdorff, Dierdorff (2020).

Staying organised Maintaining your work organisation is critical to staying on top of your workload. Maintaining order on your desk and keeping your schedule up to date allows you to remain cool and collected while working out what has to be done.
Being organised may assist you in prioritising your responsibilities, being on time for meetings, and completing high-quality work (Glassdoor, 2021).

Prioritization: Having the ability to determine which jobs are the most essential is a critical component of determining how to best spend your time at work.
It's common for individuals to prefer to do a large number of quick chores so that they may devote the remainder of their week to more difficult things.
Likewise, you may choose to do the opposite if it is more effective for you.
The most important thing is to understand your workflow and what will assist you in completing your tasks on time. (Glassdoor, 2021) 

Setting Objectives: Setting goals is the first step toward being an effective time manager.
Goal setting helps you to completely realise your ultimate aim as well as the precise actions required to achieve it. Setting short- and long-term objectives can help you succeed at work.

Communication: By developing your communication abilities, you'll be able to explain your objectives and strategy to others with those you collaborate.

Planning is an important component of time management. Being efficient when it comes to day-to-day planning.

Delegation: Being a good time manager simply means performing chores that will help you and your organisation meet their goals. While managers are more likely to apply this skill, you may practise delegating tasks if you're in control of a project. Keiling (2021).
Stress management:
Stressing out over a task may often result in an unnecessarily long delay.
That is why effective stress management is critical to completing your assignment on schedule. When you have good stress management abilities, you are able to remain cool and collected even when faced with a stressful situation. The ability to remain productive and efficient is not compromised by allowing your emotions to take over. (Glassdoor, 2021)

Reflecting: I had a lot of trouble utilising the university's online library when I started writing my first blended learning project. I received a lot of my knowledge from Google, but it didn't pass the CAARP test, as I subsequently discovered. I was having difficulty citing my work.
You're on the point of a panic attack three weeks before the deadline.
Managing time when combining employment, family obligations, and studies is extremely difficult.     
 Feeling:  
 My sensation was that I felt panicked and freaked out.
Throughout the course, I assumed I would have plenty of time.
But I was mistaken.

Evaluation: I was able to complete my task in a timely manner.
My initial work failed the CAARP test, so I had to rewrite it.

Analysis: Upon consideration, I can see that I lack the capacity to efficiently manage my time and that I have put off putting the four d's of time management into practise. As a result, I was having trouble finishing my assignment. I took a break from work to accomplish my project. I will use the four d's concept to make time for critical things in my personal life as well. and employ Dierdorff's (2020) assertion that time management is more than a set of life hacks. as a roadmap for resolving work-family-study problems.

Conclusion: I realised the importance of time management after failing to plan and organise my time for a project. If I had employed the 4 d's of do, delay, delegate, and delete at an earlier point, the outcome would have been radically different. I plan to delegate some of my tasks in the future so that I may focus on more important matters.

Action plan:
Using the four-dimensional time management technique as a plan of action.
Setting priorities and assigning responsibilities are two of the most important aspects of my job. In order to develop my talents, I will seek more assistance from my university instructor; I will plan and organise. Maintain a timetable and prioritise your tasks.
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Introduction

Presentation skills relate to all the characteristics that are required to prepare and deliver a clear and successful presentation to an audience of any size.
However, companies place a high importance on the ability to develop supporting materials, such as slides, in addition to what you say during a presentation.
If you are interviewing for a position that requires public speaking, your prospective employer may ask you to deliver briefings and reports to fellow employees, conduct training programmes, present information to clients, or undertake any number of other tasks that require you to speak in front of an audience (Doyle, 2020).

Developing a PowerPoint on slides is one thing but walking up in front of the class and giving the presentation is rather a different experience. Many people get intimidated when they are asked to speak in front of a big group of people for the first time. A comprehensive preparation process, on the other hand, can help to assuage these concerns while also providing the structure for a successful presentation. There is no one set of principles that can be applied to all presentations without exception. Although every presenting opportunity is unique, there are several characteristics that they always share: Among them are the following.

If you have properly prepared, you will be able to deliver more successfully.
This does NOT necessary imply that you have typed down your speech verbatim and practised it until you know it by heart, though this may work for some individuals.
It does, however, imply that you must be certain that you are saying the correct thing, in the right manner, to the appropriate people.

You must be clear about your audience and your message.
Every presentation will be improved if you have carefully examined the message, you want or need to express and how to effectively convey it to your audience. These two pieces of information influence your style, structure, content, and usage of visual aids.

You must never go beyond your allotted time.
In other words, don't overstay your welcome. Almost every speech or presentation would benefit from being cut down to size. Nobody bothers going out for coffee or ending earlier than intended. Everyone is bothered by the fact that they are being held up.

In general, your audience will start on your side.
In most cases, your audience is there (more or less) freely. They have decided to listen to you, and they want to appreciate your presentation. 
The chance is yours to squander. (skillyouneed, 2021).

Description: We were scheduled to give a group presentation at the University of Wales Trinity St. David Birmingham campus in November 2021, and there were three of us in the group. We distributed the task between us. We each chose two topics to discuss, and one member was tasked with sending the presentation to the rest of the group through email. The result was a catastrophe. lack of Communication and coordination between the members.
Feeling: 
I was concerned because some of my group member went online, and just one of my group members felt confident. The co-ordination wasn’t there,
 
 
Evaluation: presentation day was dreadful, one group member turned up with nothing, and other one online. 

Analysing:
Because we defined the assignment, each person understood their function, and we split the job according to individual self-identify strengths, the results would have been different if all of us had been present in class, and the 4ds time management model had been followed.

Conclusion:
Presentation day was dreadful, one group member turned up with nothing, and other one online, and we split the job according to individual self-identify strengths. It would have been different if all of us had been present in class, and the 4ds time management model had been followed
Action plan:
 Whenever I collaborate with such a group again, I'll ask them about their abilities.
In a first gathering, this is simple to accomplish and make sure. Furthermore, if we split tasks, I will urge that we write out what we intend from it ahead of time.
I may advise drafting the opener or first section collectively first, so we have something to refer to while we're writing our respective portions. I'm convinced that this present experience will serve as a reminder to me to recommend this if someone suggests we split up the task in the future. Finally, I'll ask whether we can question our first conclusions so that we can be certain we're making educated choices and prevent groupthink. Before I have any issues, I will communicate them to the group. I believe that knowing that I want the greatest probable result will allow me to differ even when it is difficult.
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Digital skills are defined as a range of abilities to use digital devices, communication applications, and networks to access and manage information. They enable people to create and share digital content, communicate, and collaborate, and solve problems for effective and creative self-fulfilments in life, learning, work, and social activities at large. (Unesco,2018). fast-evolving digital world. Current technologies are being replaced by more advanced ones increasingly rapidly, so having a strong digital skillset, and feeling confident in your own capabilities to navigate through a constantly changing digital environment, will be very important for your future employment.
The types of skills and capabilities you need include:
· learning how to use and adapt the right digital devices, applications, software and system
· finding, reviewing, organising, and sharing information effectively
· handling data appropriately and establishing good data security practices
· using different online resources and tools to help you study remotely and engage 
· effectively with your learning
· being able to communicate and collaborate in a digital setting
· understanding how to protect yourself, other students, and colleagues, to stay safe in the digital environment. (bath, 2021). 
Feeling:
 I quite like the digital skill it is challenging, first I was reluctant with the digital skill course.

Evaluation: the good is that here I am 2am doing my report with out digital skill it would be impossible.

Analysis a lot of the time, the material accessible on the internet is not genuine; but, I have learnt to filter it via the use of CRAAP.
This is the information I have gained because of participating in this course.  
 
Conclusion: I have learnt to use PowerPoint, word xl, extending my search on different platform. accomplished all the assigned tasks I believe that I have gained a tremendous number of new abilities and that my understanding of digital technology has grown significantly. After taking stock of how far my abilities have progressed, I believe that I am presently able to view a greater number of websites and applications.
 
Action plan: My goal is to continue to enhance my digital abilities as much as possible.
I'm beginning to believe that the future will be built around this technology.
One who does not keep up with digital technology on a fundamental level would be considered illiterate in a few years' time. Enrolling in this course has helped me to awaken my inner self, which has been sleeping for many years due to a lack of stimulation.
I want to continue my research in this topic with the assistance of my instructor. 
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Evaluation form: assed by Alex worth November (2021).
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