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Introduction
In this report I will explain and reflect on my improvement and understanding on Time management, Presentation, Analytical and Critical thinking, and Academic writing.

Time management
One of my most favourite topics in studying is time management. When I had my first session in Term 1, week 1, I had an idea about time management but I didn’t know how to use it and what are the key elements for successful time management, until I went to my session in Term 1, week 1 of my studies at UWTSD. 
The lecturer explained to us the definition of Time management and that was, allocating time for very important aspects in our life such as, study, work, family, recreation, sleep, eating, communicating.
The lecturer also told us, that the basic time management principles are, planning ahead, organising, setting up SMART goals and being sure of our target, starting from the most important task that you have to complete to the least important, for example I was going to the gym every single day, but when I started completing my assignments I realized that I will have to stay home a couple of days in order to complete my work instead of going to the gym.   
The lectures about Time management also helped me in my workplace, by understanding how important is to manage your time in the correct way, I started completing tasks at my work place easier and faster as well as I knew to put the most important first. I started creating plans and to-do lists which helped me keep my work up to date and be aware of when I will finish it, I became more organised and I was able to help colleagues as well.
Analytical thinking
In this lecture I gave all my attention because I was so interested in understanding what analytical thinking is and how it can help in general.  The lecturer was very clear in defining very carefully, that Analytical thinking is the mental process of breaking down complex information, or comprehensive data into smaller parts.  I started thinking about how effectively do I use analytical thinking in my experience, and I realized that this is a very important factor in my everyday life. The explanation about the skills of analytical thinkers motivated me even more, the lecturer said that having analytical skills includes being able to solve problems more efficiently and having solutions with more efficacy results, also that learning to aid these skills can make us better communicators, thinkers and creators. 
Some examples of analytical skills are, Data analysis, Creative thinking, Organisation, Budgeting and Reporting.
Our lecturer said that you can improve your analytical skills in so many ways whether you play mind games such as, crosswords or you start learning one new thing every day. This was very useful for me as I wanted to improve my analytical skills so much.
After the lecture about analytical thinking I started improving on my skills, it helped me a lot in my studies afterwards because I started picking up important data more easily, when there is a text or information that is being given out I can identify the key points and think about my answers to questions faster. At work when someone is giving me an order on the phone I react faster than before because I listen and digest data easily since I set up my mind on it, I also started contributing more to my team work with co-workers and being more creative with ideas, so this lecture helped me a lot not only in school, but also at my workplace and at home.
Critical thinking
At the beginning of the lecture I thought that critical thinking means judging a subject in a bad way and only bringing the negative facts about it. 
When the lecturer started explaining that critical thinking is looking more and deeper in to an answer or any information in general I was surprised because of what I thought it was. The lecturer defined critical thinking as intellectually disciplined process of actively and skilfully conceptualising, applying, analysing, synthesising and evaluating information gathered from experience or observed. After this explanation, I started understanding what critical thinking is about, then the lecturer said that in university is also about not accepting what you read or hear, but always question it and look further into it. The lecturer also mentioned “Bloom’s Taxonomy of intellectual Behaviour” what got my attention  is what is says about evaluating and creating, and how it states that “ it must follow from other types of thinking, because you must understand the theories and ideas of a subject area in order to evaluate them successfully” I agree to that so much because in my opinion you cannot evaluate someone else’s work based only on what you think, but instead you have to use knowledge and experience in the subject area so in the end your evaluation benefits both you and the other person. 
When it came to the creating part, it talked about combining or joining information from different sources to create something new. I really liked this part because I was always a fan of creating something new but I had struggles with doing it in the right way. The lecturer explained that Bloom’s Taxonomy states “To create, you must be familiar with existing knowledge and practices in your field and be able to take parts of them to combine in new ways” after I heard this I started understanding why to create something new was difficult for me, I was always trying to create something new in areas that I didn’t know enough information about, which affected every step I was taking in a negative way. Now I know that creating something new can be out of a theory about how to bake dinner without oven but still have it baked, as long as you know enough information and have experience in the area.
Some examples of critical thinking are, Recognise and appraise arguments, Understand the links between ideas, Approach problems in a consistent and systematic way.
I also learned, that using critical thinking in my studies is very important especially when I take information from a source or use references, because you need to make sure that the information you are using is accurate and up to date and that you always acknowledge other people’s work correctly. However you can’t use critical thinking everywhere in your studies, because it can lead to loosing time for information that was given to you correctly the first time. I also use critical thinking in my workplace and everyday life because I learned that is about questioning and having an open mind, but also knowing how to question and when so it can benefit your good.
Presentation
This session was very important for me because I always had a problem with presenting in front of people, I was also finding it difficult to give out the information that I gathered.
The lecturer started talking about the key points the first were about, Prep talk, Handouts and Opening. I find these three very useful because they are the main things that help you form out a good presentation start. I found it very helpful when the lecturer gave the explanation about Speaking, he explained that you have to take everything under control the rate of your speech, how fast you speak and that is important to give your audience some brief pauses to digest the information that you are giving out, and the most important in my opinion is to speak clearly and distinctly, because there can be so many reasons why a person can’t understand you but most of the time people just make the mistake of not speaking clearly enough and that leads to audience with language barriers or maybe not good hearing not being able to understand and digest the information correctly.
Body language is another thing that I really liked listening about in our session, the lecturer explained that it is very important to use body language when presenting information such as, constantly eye contact, not turning your back on the audience it will take away the attention from you, and only use notes as reference to keep you on track. Using notes as reference to keep you on track helped a lot in my experience, because before listening to this session I used to carry out presentations with a lot of written information which made my audience bored and maybe not bothered to try and read all of that, since I started using notes and talking about the information I am trying to give out instead of writing it I can see a lot of more interest in the audience than before. 
When the lecturer mentioned Behaviour in the session he talked about, involving audience, showing enthusiasm but knowing how not to overdo it, and not getting distracted by audience noises or movements. I said that I was scared and I didn’t know how to involve audience in my presentations, then the lecturer started explaining that you can involve audience in so many ways for example, by asking them a question while giving out information about a topic that involves different opinions, or by letting them ask questions and give out explanations that will answer the question and at the same time will say even more about the topic.
It is very important that you don’t get distracted during the presentation from noises or movements made by the audience, I understood from the information that our lecturer gave us, because if you get distracted from these things it will show that you yourself are not concentrated enough in the work that you are doing and it will look very bad in front of the audience, also it can slow you down and you might not have enough time to say and show everything that you planned on doing. 
Answering questions in the end of a presentation was always a weakness of mine, but this session really helped me to understand how and when to answer question from the audience.  The lecturer explained that managing your time well and thinking about all the process with the presentation is important because in this way you can leave time for questions at the end, which wouldn’t take any of your additional time and you will have the enough space to answer fully and enough understandable. When the lecturer said that some questions can be too specific or personal and if you can answer a question you can just say so, I felt very happy because I don’t always know how to answer someone’s question and I don’t always want to. 
Overall this session thought me that giving out presentation can be so easy if you just know the steps to it. 
Academic writing
In the session about academic writing, I was mostly interested in paraphrasing because it was difficult for me to paraphrase someone else’s words without copying it.
The lecturer talked about the techniques that are used to present the same meaning differently. Which were, using synonyms, changing word class or changing word order. Then he gave an example with changing the word order which was, “the best explanation for the British location of the industrial revolution is found by studying demand factors” and then the paraphrased example was, “A focus on demand may help explain the UK origin of the industrial revolution”. This example helped me a lot later on in paraphrasing because I found this method of paraphrasing the easiest and fastest for me. I felt very thankful for the explanation and the examples that the lecturer gave on paraphrasing because they helped me a lot in my assignments and in some work reports. 
Conclusion
In conclusion I have reflected on some of the topics that I have struggled with and the sessions in Academic and Employability skills taught me a lot about.


                                             






