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Introduction: 
This report is about reflection, time management and public speaking is talking about the knowledge gained before and after this term and how useful is this topic for our academic and employability journey.This course is helping the students develop their academic skills and also give them opportunities to evolve in their employability skills as well.

Reflection model:
1st Gibbs Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experience and it has 6 stages:
Description,Feelings,Evaluation,Analysis,
Conclusion,Action plan
This model is a good way to work through an experience


 Topic 1:
Reflection:Before this term reflection was for example something that makes other people having a bad or good opinion on somebody else,reflecting on how someone else is doing something and having them as an example,we do the same.
I have learnt that reflection is a thought or an opinion resulting from such consideration ERA cycle of reflection is one of the most simple models of reflection and is consisted of only three stages which are:Experience,Reflection,Action,this cycle shows that we will start with an experience either something we  knew before or something totally new to us.
This term have helped me with my academic and employability journey because it have gave me quite enough knowledge of the reflective models so I can progress and complete my assignments the right way.

Topic 2:
Time management:Before this term time management was simple as that finding the best way to manage my time so everything should be done at an exact time and be completed on time.
Knowledge gained: Time management includes:
1. Effective planning: Setting exact time of doing something,planning the tasks before starting them.
2. Setting Goals:In order to organize effectively.
3. Setting Deadlines:Is important if you want to complete the tasks you are meant to on time.
4. Delegation of Responsibilities: Learn when to say NO  to secondary things in order to multitask and have time for the urgent situation first.
5. Prioritizing the Tasks:Always prioritise the important things.
6. Spending the right time on the right activity:Make a habit of doing things the right way in their right time.
The Eisenhower Method of time Management: This method is refering to:
1st priority:Urgent and Important 
2nd priority:Not Urgent but Important
3rd priority:Urgent but Not Important 
4th priority:Not Urgent and Not Important
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Topic 3:
Public speaking:Public Speaking is an oral presentation in which the presentator adresses a speaker involves and interplay of not only body language but also conversation and feedback.
The steps to successful public speaking,According to (John N. Gardner and A.Jerome Jewler’s)
· Make your objective clear
· Make analysis of your audience 
· Collect and organize information
· Choose your visual aids
· Make preparation of your notes
· Practice constantly your delivery 
Public Speaking is important in both bussiness and education ,they can cover a variety of topics and the goal is to engage,make people undersatnd the purpose of the presentation and in the end influence them in a good way of the topic.
From the ancient years Greeks were using public speaking to paise and persuade others.It was very essential for them to use their voice so they can make other people come on their side and support their point of view,with reasonable objectives and sayings.
The Importance of Public Speaking:
· Improves Confidence
· Gives better research Skills
· Stronger deductive skills
· Makes the speaker come more closer to the audience 
· Gives the abillity to learn and progress continuously




Conclusions:
All in all,Reflection as been mentioned above is important so we can start something new or something we already knew before,Time management is also essential in order to organise and prioritize your time sufficiently,have time for the most important and urgent things first and in the end for the secondary less important tasks that need to be done.In the end,Public Speaking has an importance of thousands of years giving the ability to demonstrate the importance of making others progress in the field of oral presentation and making people become influenced from the topic discussed.It is very important that we realise the essential part of the topics above for the progression of both academic and employabiity journey.
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