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INTRODUCTION

This report covers the university of wales trinity saint David to write about academic and employability skills what I took in the course and search for information, what the course was worth to me, and what I gained from the experience, and what was the felling of studying at home, The pros and cons, etc.
Among the things that I have learned, these skills include, but are not limited to, problem-solving and oral and written communication, critical thinking, teamwork, and creativity, responsibility, cooperation, ethics, professionalism, and that is what academic and employability skills mean.
I think this semester was important and there are many important and useful thing that I learned that helped me now to improve my performance, the way to organize my time, interest in my duties, the way I search for information and create many things.
I will focus on the topic of the course and analysis everything and talk about important topics that collecting data and information that I benefited from and put forward. 
TOPICE ON THME MANAGEMENT: What are the important things that I learned in my course and searched for information.
Time management is the process of planning, controlling, and exercising conscious control of the time we spend, or I spend in specific activities, such as using my time in my studies, my private life, and others, and it involves doing different things for myself related to work, family, hobbies, social life and personal interests and commitments with limited time.
 These important and useful tips that I searched for during my experience in my course to improve my skills and organize my time to utilize and be able to focus on and execute everything in an appropriate manner.
· Have a Time Check, Know, what I mean is to know or know the tasks that take or waste my time in things that are not important, every play on the phone and other things, but in order to get rid of habit, I have to make decisions and arrange my time study, my work and my private life.
· Set a Time Limit, what I mean by this is that I can set a specific deadline for me, such as an hour or two, so that I can finish my studies or work I do and reward myself for what I did.
· Plan Ahead, that I can plan like my studies or my job, or if I want to go on a trip with friends, and what I mean is that there has to be a plan before every action.
I have used notes like these for my time in my studies, in my private life, as well as in work and in my life. And save my time to the maximum for the best.
The benefits and importance of time.
· Less stress, what I mean is that when I can relieve my anxiety, I can take control of myself and de-escalate the tension that keeps me unable to control myself.
· Better work-life balance, to be able to distribute my time in my private life and in my work so that I do not suffer, but rather worry, and that I will be able to do this will be something special for me.
· More time freedom, being a realistic, technical-minded person is able to finish what I started or devote myself to anything else as long as I have the time.
The term time management refers to the process of controlling and planning the time that is spent in the implementation of activities and in order to effectively manage time, it is appropriate period of time for each work, determine a time for everything, and then arrange these time periods for work according to the importance and priority of each work.
By taking the time prioritize my important things, I can give myself the best change to stay on trach that is good, right and organized which in turn can help me reduce my stress levels.
TOPIC ON ONLINE LEARNING EXPERIENCE: The important things I learned in my online course.
Because my studies on the internet were difficult, but I was able to improve myself in my course and in the way I searched for information and saved it for myself and my future.
Online learning, online educational instruction that takes place over the internet is often college or home tutoring. However, online learning is just one type of distance learning-the umbrella term for any distance education rather than the traditional way.
List of tips for online learning experience helpful and important tips I learned and searched for that helped me improve myself and learn more important things to use.
· Added flexibility and self-paced, I can be flexible because I use online programs, because they give me the opportunity to learn professionally.
· Improved virtual communication and collaboration, learning in a virtual environment makes me a more effective leader or member of an effective team.
· Refined critical-thinking skills, learning online facilitates my ability to be someone who can think critically about what I do on my day frequently.
The tremendous technological development is accelerating, and dependence on the internet has become great in almost all areas of life, including the educational field. There is no longer a university, school, or any other educational institution that does not rely on this network in its work, in the delivery of information to the student and in receiving feedback from it. It has an important role in the learning process and the student’s self-reliance.
These things helped me with online learning, communicating with friends and teachers, and learning a lot of other useful things during my course.
TOPIC ON ACADEMIC WRITING: Important things that have helped me and learned during my course to improve my writing.
Academic writing must be clear and understandable to the person who will read supported in evidence in order to understand each point separately and not be complex, that is, simple sentences with great meaning.
What are academic writing and things that improved my skills purely about which I learned and applied them to myself, and I am still learning for the future, but how do I improve myself for the better.
· Stress relief, writing can be an important role in relieving my anxiety because it helps me pay attention and focus on what I write and at the same time strengthen my writing.
· Creativity and learning, writing makes me a person who can transform what I write into creativity and deepen my focus on the alone of my mind.
· Memory, writing with my hand or on my laptop increases the percentage of my preservation of information and repeats it, that is, mental stimulation of the content of the information that I write.
Writing skills is an art, that is to be a person who is able to use my feelings as a means to convey them as an understandable language. The forms of writing very, but if I possess the skill of writing it will make me a strong and capable.
Academic writing is not/The meaning is that it is not necessary to take into account everything, but to take cautiously and extract the important things which will help improve the article and reveal the essence of it to the person reading it.
Abbreviations should not be used, abbreviations are words made up of two short words, such as don’t, can’t, and won’t, and I will not need to write the words in full. Therefore, I must not use colloquial vocabulary. The colloquial vocabulary includes words and phrases used in everyday spoken language. the conditions should be placed within the working conditions within the working group and not in the initial or final situations. In informal English, adverbs often occur as sentences at the beginning or end of sentences.
Things that helped me on the days I was looking for a way to be able to improve my writing, and use it every day, I write every day to improve myself.
· To draw up an outline I know what I will write about before I start.
· That I can understand the meaning of words before writhing them.
· I can or I know to write a proper conclusion that supports my research.
These things helped me improve my research, writing and comprehension skills.
TOPIC ON ANALYTICAL AND CRIRTICAL THINKING SKILLS: the things that I learned and looking for a better way do that I can change my intellectual standards for information. 
It is a process by which I can intellectually control the development of concepts more actively and subtly, and it is a process by which I can evaluate the information I have gathered about anything I have written before or from my blog, etc.
What is a good example of analytical skills and the important things that I benefited from I learned in my course and searched for information about it, and I learn it for myself and try to improve myself for the better.
· Ask basic questions, what I mean is to ask a question that the person I am talking to understands, an understandable question that understands what I said, and exchanged talk to each other.
· Be aware of my mental processes, human thinking has both good and bad sides. It can be my fault if I try to think badly and negatively.
· Understand that no one thinks critically, thinking critically may not be good. If thinking in this way may weaken me, I have to think in a simpler way.
Critical thinking helps me better understand and motivations, and the goals. When I can deduce information to find the most important parts and apply them to my life I can change my situation for the better and overall happiness.

AMIS AND OBJECTIVES OF THIS RESEARCH
Amis of this research
· To find the ways to improve my writing skills and the way I look at the topics I have learned.
· To gain knowledge in this course and what I learned will remember and what is important in it. 
· To improve digital skills employability skills.
Objectives
· Analyse the results of the search every purely searched for and other help me now and for the future.
· I can learn from online resources like magazines and articles and understand how technology is being used in this environment in which I live.
· Attend classes and completing my course work.

 I think it is a very nice experience. I have learned many important things is this course and gained them such as searching for important topics, using my time and organising my work. There are no negatives in this course in relation to me.
 I will talk about the 80-20 rule what it is and what are the things that I learned in the course.
Mathematically, the 80/20 rule is followed by a power law distribution for a particular set of parameters. Pareto discovered a pattern with the ratio 80/20, but in fact, the principle can be represented in different ratios as 90/20, 60/40, and so on.
Steps to apply the 80-20 rule, that I learned to use for the future.
· Identify all my daily/weekly tasks. and organized from early morning to evening.
· Identify key tasks/ daily tasks or important things.
· What are tasks that give me the most return, or a bigger face.
How to set goals based on the 80/20 Rule
· Identify my key tasks based on my goals.
· Clarify and unblock.
· Use the 80/20 framework.
I believe these steps are worthy of improving a person’s skills in the 80-20 rule.
An action plan, if I want to write a reflective report, I will write a report, but not in another way, but I will change some steps in writing it, this is everything.
Gm helped me to reflect better on reference and in the pure way, this was very important to me.
I think this chapter was very important to me because I learned a lot of important things in it. This was my first chapter in online learning. There were many mistakes that I faced and encountered on my way, but at the same time I improved myself and learned from all these mistakes. I felt that I am moving forward.
For this, I wish to improve myself for the better and be able to learn more and improve my level and focus on my second semester and learn more experience.
The sites I searched for information and the rest I deduced from what I learned.
· Available at https://en.wikipedia.org/wiki/Time_management
· Available at https://www.projectsmart.co.uk/10-tips-for-managing-time-effectively.php
· Available at https://lucemiconsulting.co.uk/benefits-of-time-management/
· Available at http://www.wlac.edu/online/documents/otl.pdf
· Available at https://www.northeastern.edu/graduate/blog/benefits-of-online-learning/
· Available at https://library.leeds.ac.uk/info/14011/writing/106/academic_writing
· [bookmark: _Hlk70433780][bookmark: _Hlk70010621]Available at https://www.oxfordlearning.com/writing-by-hand-is-good-for-the-brain/
· [bookmark: _Hlk70498899]Available at https://www.scribendi.com/academy/articles/academic_essay_writing_skills.en.html
· Available at https://collegeinfogeek.com/improve-critical-thinking-skills/
· Available at https://medium.com/pm101/how-you-can-apply-the-80-20-rule-in-your-life-and-work-7d094a78e136 
Thank you.
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