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INTRODUCTION :

To finish off this term in style, in this assignment I will be discussing 5 topics thought by our lectures in the two terms of this scholastic year, by giving a definition of the topic and further explain why I choose them,  and the influence they had on my personal life - outside and inside the school environment.








SWOT ANALYSIS :

A SWOT analysis is a structure composed by 4 complimentary and opposite elements: Strength – Weakness – Opportunity – Threats , used to recognise and scrutinise internal and external circumstances which can have an important influence on  the growth and development of projects, products, places and people. (SearchCIO, 2019)
The SWOT analysis framework was supposedly credited to Albert Humphrey that carried out trials in the 1960’s and 1970’s at the Stanford Research Institute. (SearchCIO, 2019)
Humphrey’s invention is regularly used as a key part of strategy planning, it is a massive tool  for making appropriate choices  because it enlightens perspectives that  could possibly be successful attributes but it also enlightens those things that can be harmful for those valuable attributes.
A better understanding of the four elements is crucial to fully grasp the topic and accordingly use it for greater purpose.


· [image: ]STRENGTHS : Internal qualities, qualifications and skills possessed that will positively affect  and potentially be reason for reaching the set-up goals ( professional or non)  desired
· WEAKNESSES : Internal disadvantages, qualifications you don’t possess and skills that haven’t been acquired yet; all things that can be potentially an hazard to success
· OPPORTUNITIES : Those  are external circumstances or factors that can help individuals or businesses to go after the established point of success, capitalising those opportunity elements and using them to progress
· THREATS : External circumstances or factors that can or will impact personal or business oriented gain in a negative way, increasing the possibility of jeopardising the entire plan

Usually making a satisfying SWOT analysis involves the specification of the main goal we would like to achieve whether we are talking about business, project or simply individual accomplishment.
That are so many tools that can be found to help, for example, questions like “ what are you successful at?”  or  “what advantages do you have?” can guide through the research of strengths. (SearchCIO, 2019)
Now, although a SWOT analysis is definitely beneficial, it does have it’s cons because the analysis  may not contain all the “ingredients” required to make the four elements fully  recognised. That is why the  insight given by SWOT could have an expiring date, also due  to the fact that not every aspect of the elements stays the same over time, therefore it cannot give a balanced point of view. (SearchCIO, 2019)


PERSONAL :
My knowledge on the topic before discussing it in class was nonexistent,  I had never heard of SWOT analysis prior to one of the first classes in term one with lecturer Joanna Walsh. I really enjoyed the class where the Mrs Walsh explained and further on made us do a swot as part of our assignment.
I understood the topic almost instantly, but unfortunately it wasn’t easy for me to point out my strengths and weaknesses, I have no intention of making or being part of a leadership in any business any time soon so being a personal SWOT, I found it kind of enlightening that I had the chance to actually think about what I have to offer and what I have been offering to my coworkers, friends and family; ; or what I do or have done to make my everyday tasks harder to complete.
It was probably one of the first lessons that pushed to stay until the end, because it made me realise that studying and learning new tricks was something I could succeed at.




TIME MANAGEMENT:

Time...one of those things that every working student cannot have enough of, how good would it be to have 1 or 2 hours more in a day to finish your tasks?
when you have shifts at work, ( and they can be as long as 12 hours or more ) have a deadline for exams, feel the reasonable need for social life or just want some deserved alone time , it can get pretty challenging to have control over every minute of the day - that’s why I feel time management is something that everyone should learn how to do or be aware of.
But what is exactly? 

”Time management is the process of planning and exercising conscious control of the time spent on specific activities to work smarter than harder”  (ProofHub, 2019)
part of the mindful act called balance.
However, the absent or missing ability to manage and appropriately distribute time can result in:

· Failing to meet deadlines or meetings
· Procrastinating and/or losing concentration 
· Not needed stress 
· Scepticism in work circumstances 
· Decrease in financial control
· Professional and personal Imbalance
· Complication in work related or project related relationships 

There are many, if not only advantages that come from an efficient time management plan, such as:

· Being able to do more and better
· Having opportunities to grow in your career 
· More time for relationships and relaxation 
· Over all better quality of life. Period.



PERSONAL :
I choose time management as a part of my discuss because it is something that I’ve always struggled without even realising it. 
When I first heard my lecturer speaking about it, it completely clicked in my head that in so many aspects of my life I used to have zero control over my time, the class discussion was very active also, with various students trying to express how they use their 24 hours they get in a day, and almost no one could effectively use them to do what they had to do so that made me feel more comfortable with the realisation that I had to get my management of time back on track. And so I did, for the most part; planning was one of the most useful tricks that I took as a note for improving my issue, it was difficult as it impossible to plan everyday because of factors that are not up to me, but making decisions on when was the right time to do certain tasks really helped with anxiety and stress. Also learning what to prioritise really helped me focus on what really matters in life. It was not only a change that was work related or school related it came even down to cutting off useless distractions that made me lose time without gaining anything and that, is sadly a problem everyone needs to  work on. Check your prioritise!



CRITICAL THINKING :

“Critical thinking is the ability to think clearly and rationally about what to do or what to believe. “(Philosophy.hku.hk, 2016)
the ability of reflection in what you think and independence in what you do comes in handy, in every situation.
Possessing this skill means that there is:

· Comprehension of logic in ideas 
· Evaluation and construction in discussions
· Ability to detect errors and unreasonableness in choices
· High tendency in solving problems in a systematic way
· Reflection on the reasoning behind beliefs and values 

It is also very important to note that thinking in a critical way does not mean or justify argumentative behaviours or being judgemental of other people. Being cooperative and bettering social situations is also part of critical thinking. (Philosophy.hku.hk, 2016)

PERSONAL:
My knowledge before the class about it, as for most of the things learned in class was none. Being a very extroverted and spontaneous person I rarely have the chance to step back and think about circumstances in a critical way, analysing them and trying to get the best out of what I’ve got, I always tend to find myself improvising which in the long run, it is not a good look. Especially in the work environment, critical thinking helped me thinking about a problem and how I could possibly solve it from happening which made work life much easier and more organised. One important thing is that critical thinking really brings the power and the need of knowledge, and definitely that promotes more awareness in self-reflection and external-reflection, hence why I believe that critical thinking is the base of democracy; a more conscious population can make better choices for not only themselves but every citizen.



PUBLIC SPEAKING :

At least once in life, everyone will have to use some public speaking skills, that’s not negotiable. Every career path leads to some sort of public speaking requirement; management, CEO, chef, teacher, waitress but also students, with presentations and group projects. (Hyde School, 2016)
 When the time to speak and stand up comes, it is key to know who you are and what you are talking about to make powerful points and lead the conversation.
In fact, Marshall McLuhan (a famous media theorist) declared that “The medium is the message” in other words the medium ( public speaking ) can have a major impact on the message that  a person is trying to communicate and how it will be perceived by others. (Hyde School, 2016)

“As you learn to devise and deliver speeches, you’re practicing the fundamentals of all oral communication – clarity, coherence, and confidence.“ (Hyde School, 2016)




PERSONAL:
Public speaking was and still is not my biggest strength. Unfortunately anxiety and fear of judgment takes over when I’m in front of a crowd  so the knowledge I had on this matter was a relevant amount before discussing it in class with the lecturer. However, when the lecturer asked each one of the students to recall and talk about the three biggest achievements in our lives I was unexpectedly surprised on the effect it had. It was a an amazing lesson that made each student open up about positive things that helped me understand more my classmates and also it was a good public speaking exercise. I found it extremely empowering, because I don’t think that it’s common to sit down and actually think about personal achievements. It was a very interesting lesson because we talked about body language and how important it is to maintain people’s attention even with simple hand gestures, also we talked about how the tone of voice and the confidence levels in which you present your discussion can have a big impact on how people will respond. The lecturer mention in this lesson that to keep a live audience engaged is essential to ask for questions, it helps the speaker understand if the audience is interested too. Over all I really enjoyed and took good notes from the lesson of this topic for future interviews and some of them I tried to used them for the presentations  I had for other subjects in this term, it was hugely useful a wholesome class bonding moment.



LISTENING or HEARING?

“Hearing is an accidental and automatic brain response to sound that requires no effort. “ (Github.io, 2009)
 As soon as we step out of our house, we hear sounds, it is inevitable; from planes to the people sitting next to you on the tube , the list of sounds that we hear involuntary are countless. Listening, on the contrary is choosing to not ignore the sounds that surround us, that’s why it takes effort and concentration to receive the message that the speaker wants to send.
“Elders recited tribal histories to attentive audiences. Listeners received religious teachings enthusiastically. Myths, legends, folktales, and stories for entertainment survived only because audiences were eager to listen.” (Github.io, 2009)
Even if technology came to play, therefore we have recordings and audios that help us cultivate information, real-time listening is an ability that can only bring benefits to life:

· Benefits as student:
If you are present and purposely pay attention to the class and what the lecturer is trying to explain, you can understand the real message the lecturer wants to give. You can also take better notes that can help regain informations discussed in class, give clues for assignment and also what material is expected from you in the exams. So active listening in class is definitely beneficial 


· Benefits as friends:
When an individual listens to other people speaking about their life, their thoughts and adventures it is more likely that they are going to feel important and by default see the listener as someone that cares about them, how they feel and their over all well being. This creates a good foundation for a healthy friendship, especially if the listener obtains from judgements, continuous advice or insensitive opinions.

· People’s perception:
If an individual actively puts effort into listening to others, it reveals to them that the individual is curious and perceptive to people and external events. In addition, the ability of being a good listen can make someone more acculturated and thoughtful. Not bad, right?

· Listening improves your skills as a public speaker:
  Being a good listener works hand in hand with learning new styles of expression that other people may use when they are speaking in public, this why it is easier to understand what keeps an audience’s attention with critical thinking and analysis techniques , that can be applied in the listener public speaking as well. 



PERSONAL:
Before the discussion in class, I’ve obviously been thought about listening, it’s importance and how it differs from hearing. But it is always interesting listening to other people experience and understanding of the act. I remember that everyone in the class was engaging and I really liked how the teacher took her time to listen and actively understand the student’s experiences in regards to the matter. 






CONCLUSION:
In conclusion, I feel like I need to give a big “thank you” to both of the lecturers I had this year, we discussed topics in regards to things that were always in front of our eyes but couldn’t use to our advantage. I definitely learned more than a couple of things that I will bring with me for a lifetime. Thank you. 
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