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introduction 
As part of my course work I have been asked to research four of my chosen topics of the skills I have been learning about in class . I looked into a few of the topics that I believe I needed to look at and improve on . I identified my strengths and weaknesses , the weakness I would like to work the most on  is time management .  I read articles on how to improve my weak skills .I believe that the skill I need to give my most attention to are time management and referencing .I have never learnt about refrencing until I started class . one of the most common and effective techniques I have learnt and used is the Elsenhower method . I will go into detail on my research and on what I believe helped me begin to improve my time management and my referencing . I have also chosen Public speaking ,Referencing and
Definition :

Referencing is when you refer to an author or book which has written about your subject.
Public speaking is when you  to speak in front of groups of people maybe big groups or maybe small groups .
Time management is the way you plan and process dividing time between different activities.
Time management 
Time management is and always has been my greatest weakness I have been looking into how I can improve my time management and I think I recently have been improving. According to the Purdue University Global (2018)  time management tips for busy college students . By planning ahead and using your time wisely, you’ll be able to accomplish more and enjoy added free time. They also gave me tips on how to make sure my time is used eficently and to not tire myself out for example taking breaks often and doing one thing at a time to make sure I do not over work over tire etc . I would like to be a police officer so I would need my timings to be on point always being a police officer is quite stressful so if you are not ready for anything when you need to be then it could more stress . if you haven’t got good time management then it could also drain a lot of your energy and energy is also very important when being a police officer . Ahmed,s (2020) says in this article Time management for police to improve productivity” Every law enforcement officer needs time management to increase productivity at work.” This shows me that you need to be productive and get a lot of work to do as a police officer must have a lot of work to do   

Public speaking 
Public speaking is a very important skill to have not a lot of people have much confidence in speaking  around groups of people I think I am one of these people who struggle a lot although I am confident I do not like standing in front of a lot of people and talking however I feel as though I am improving this . I can talk in front of people I do know but speakin in front of people I do not know is quite difficult that is my next step but I have also learnt a few skills during class and through articles for example why it is important in general life I have also learnt how to seem confident  even if I am not I also learnt the reasons why public speaking would be important in being a police officer  . Saint Leo university (2021) “9 tips for improving your public speaking skills ” had given a few good tips on how to improve on public speaking the main one that I want to use is to admit my nervousness because when I accept that I will learn myself not to be nervous and ill eventually not be and I will gain a lot more confidence. . As a police officer you would need to maybe talk in court or a press confrence or ,in front of groups of people and I think it is important then you know what your talking about and that you talk confidently . I do think that from my draft presentation down to my final presentation I have improved from the first presentation to my final presentation however there is still a lot of room for improvement 

Referencing
I have never learnt a thing about referencing before but I think I have learnt a lot during the lessons and the research online.  According to Ripper,L (2017) “six ways to improve your author (Harvard) reference list “  It’s kind to your reader to make sure they can easily find the full information on the sources you’ve cited.” People do like to use your sites maybe for themselves to look at so it is important that they can access the site and make sure all is from a verified source knowing how to reference and in police work they would need to check everything properly like when I am doing reports or notes for the other police officers to look at the college of policing (2016-2022) why does professional matter? “ officers who do not comply with professional standards of conduct make themselves vulnerable to complaints by members of the public “ this shows me that it is very important that everything is done perfectly and professionaly This is something that I feel I am not too confident in and would like to improve on but I think over time I will do it better  by the end of the year  . 
Summarising
Summarising is very important when writing cases up or writing up notes when being a police officer you need to know how to have things written up quickly I looked into tips on how to summersie however I have always been good at summarising but According to read relevant.(2020) How to teach summarsing so students really get it “Summaries should be in your own words, not direct quotations from the text. They should contain the main ideas and crucial supporting ideas only. They should not include your own opinion or any information not written in the text. Summaries should be shorter than the text.” This means that it should be written how you would explain it not how the writer has written it igt is important and crucaial expessialy as a police officer l would need this skill more and would need to practice it more 
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