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Introduction 
This report will cover the areas of Time management, public speaking, and Academic writing in that order. The good sides and the downfalls of all three will be thoroughly seen through and there will be deep discussion about the problems that come with them. This report is for research purposes as it contains a lot of information for the topics chosen. 



























Time management 
Time management is important because you need time saving methods which can make the day or week more productive. On average those that time manage their day have completed more tasks than those that are freestyling. It is proven that time management reduces stress, when rushing through your tasks stress may increase but after completion of all tasks stress will significantly decrease. They are most likely all done and the fact that you have done everything in a certain amount of time means you may have time left over to check everything. You can organize your responsibilities into an order you like and work from there Your responsibilities will be achieved on time instead of procrastinating through them. 
Time management is the process of organizing your facilities and availability to make the absolute most of your day. It requires excellent planning and sticking to what the plan is. Planning out your day means you know when to do what exactly without any interruption or delay. Time management biggest purpose is to make the most of your time and use it to the best possible way. There is the catch phrase ‘work smarter not harder’. What this essentially means is that you will work through your tasks properly and there will be no delays since you are consistently doing things on time. At the end of this you should have freer to spare which means you have worked smarter compared to if you did not save time.  Time management is important in many settings those that do not time manage find that in the end they have wasted time by either doing things slowly or procrastinating and they most cases they will regret it. [1] Your effectiveness is downwards when you do not time management because you will not be pressured into making the most of you day.
Pressure is applied in time management. This could be your parents, your boss or you are applying the pressure, some argue time management is unnecessary as you are stressing even when you do not need to stress. It is arguable how far you should be applying pressure and if pressure is important or not. Time management appears to go hand in hand with pressure. Essentially you are heading into the mind space that you ned to compete a certain number of tasks in an allocated amount of time. There will be pressure to carry on through tasks as quick as possible. [2] Time management does not really work if you are willing to stop your plan halfway through. In this way, when you agree to time manage you are also saying yes to the pressure that may come with it.
On average time management in educational areas and work settings has proven to be the best possible way forward. Applying pressure to work through what you planned for when means you will swiftly carry your tasks out when you are supposed to. For example, there is evidence to say that people who work in the office are more productive than those that work from home for the same tasks. It may even be the office atmosphere that gives the motivation however the motivation is present and noticeable. Anywhere where there is hefty amount of tsks to be done time management is necessary.
A disadvantage is that it is also proven on many research that time management process over stress. Stressing too much means work quality can decrease. This however does vary from person to person. In general stress during time management is later appreciated as tasks are done and finished.



Public speaking 
Public speaking can increase your confidence significantly. Speaking in front of a small audience can still increase your confidence and how you project your voice. Experience in public speaking also means you are more likely to better arrange your sentences as you can hear for yourself how the sentence sounds. There are many environments in which public speaking can come in useful, it does not necessarily surround educational or professional settings. [3] For example, speeches at weddings and birthdays require good confidence and experience in public speaking. Your image to others could also be impacted by how good you are at public speaking. It is a skill that is highly respected. Some employees have even stated that their manager has lifted their position in the workplace after seeing how confident they are with public speaking. University group work also requires public speaking skills where we you must present as a group all team members wish for their team to consist of a confident speaker. [4]
On the other hand, public speaking is sensitive to faults, as you are in the spotlight for a certain amount of time only, the pressure of that idea could build up. Many people prepare in front of smaller groups and when they are speaking in the real thing, they make a fault. The public speaking skill means you should not be doing a lot of things. Fidgeting is not allowed or repeating yourself or even stuttering. While speaking you must not look down and you must have eyes fixed ahead and look everyone in the eye. Many argue that public speaking is too harsh; the pressure is a lot especially for those that are not confident or have stage fright. A slight mistake is very noticeable which does not help the situation. 
However public speaking is inevitable in life and a vital skill. As discussed earlier there are many situations in which public speaking could arise and many of which are unavoidable. The nervousness is almost natural and the only possible way of preventing mistakes is practice. Even if you do not have educational opportunities to express and practice your public speaking, there may come another time when you must do it. Most companies now pitch their ideas and pans to all sizes of groups as it is the most effective way to prove your vision or understanding. [5] It is a key skill in life and many teachers have even gone to say that public speaking should be practiced from a young age. 
Public speaking has high expectations; sometimes the demand is a lot, and the person cannot prepare for the speech properly. In this way it is important that the speeches are prepares and rehearsed in plenty of time otherwise it would be unfair to the person giving the talk. There have been many cases where people have thought it better to freestyle and go straight in on the day itself. Many times, this fails as they do not know what they have already said and how many time they are repeating themselves. It is not a skill that can usually be done there and then, and it requires some practice.


Academic writing 
Academic writing requires focus as there is research and analyse about a specific topic or source. The subject given must be written with a lot of detail. The structure of academic writing means there is a much better idea of what the topic is about, and a bigger picture is also created. The continuous research to a specific area means there is broader ideas about what to write and expand on. People who academically write and practise writing have an increase in different knowledge and a better understanding of how to word things at the same time. This is because you’ll be researching about the given topic and automatically learn about the certain area or areas. This then leads to better development of ideas and enhanced writing skills as there is practised knowledge of the situation that is being analysed. 
Another advantage is there may be a sharp increase in focus level and concentration. For those that get distracted easily writing essays using sources from the internet and finding different information can be good practise for their focus and concentration. Academic writing is a type of writing that needs focus and dedication as you are given precise tasks that need a lot of detail. [6] Finding it is not easy which means there needs to be continuous focus and the writing must be clear and concise about the subject they are writing about. Academic writing can better research skills too. There are ways to avoid time wasting while surfing the internet for information for the topic.  Sometimes the internet is not always useful, or it may provide inaccurate information. in cases such as this, people tend to resort to researching through use of books which is another vital skill. academic writing encourages use of booked to research and not just the internet which is why it is a good practise.
Academic writing also requires patience. Writing essays can take awhile especially when there is the need to do academic writing where there must be a lot about a small topic or subject. So, in cases like this the person should take your time and research about the subject and find different sources of information. Research should build up gradually for example, one information leads to another. If research is all piled up quickly, there is often confusion and no ground knowledge of what to write on. Some may not find what they need straight away so there needs to be patience and continuous searching for information. [7] Researching and finding can take up a lot of time as there maybe need to write a lot as well. often writers get frustrated and overwhelmed at how much information they need to gather and write it up when they have only a few hours. Finding much detail and a lot of information about a specific topic of research can be hard and takes a lot of time.
Some do not like academic writing because of the workload which may increase suddenly, making more stress and pressure as there is unexpected need to write more in a shorter time, closer to the deadline. As mentioned earlier there are cases where there is a lot of work to research on and possibly in very little time. There may be the negative feeling of not being able to write a good essay as there is need to spend a few hours on writing one piece, but the deadline approaches there will have less time. The certain expectations that come with academic writing in a limited amount of time sometimes means not everyone can writes as well as they could because they find hard to work under pressure.[8]




Conclusion

From the understanding of the report that has been formed we can understand that time management, public speaking and academic writing are all important skills. They all have the common attribute of a lot of pressure however they come in useful in several situations. They all consist of pressuring tasks while finding the balance between structure and performance. Ultimately it is up to the individual how they deal with any of the topics. All three topics can be carried out in several ways.
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