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Task 2 report (2000) 
In this report I will be writing about three different topic which it will be time management, academic writing, CV writing and public speaking and giving presentation.
Introduction to Academic Writing, Academic writing is a formal style of writing used in universities and scholarly publications. I will see it in academic journals and publications, and I will be expected to write my essays, research papers, and dissertations in academic style. Academic writing is brief, focused, systematic and evidence-based. Its goals are to improve the reader’s comprehension. It has a formal tone and style, but it is not overly formal, and it does not require the use of long phrases or a large vocabulary. Over the course of my degree, I will get familiar with specific writing conversations, language, and forms of discourse in each subject discipline. However, there are some generation characteristics of academic writing that are relevant across all disciplines.
In comparison to how I started and where I am now, academic writing has helped me comprehend how to write in a natural manner. Looking back from where I started to where I am now, I can see that it has had a significant impact on my schooling and has helped me gain confidence in my writing.
Introduction to time management skills, time management is the skills that help me to organize my time effectively to be more productive. If I can manage my time well, I can accomplish more in less time and with less effort. Spending less time on a particular task reduces stress, aids in the development of new skills, and allows me to remain focused; these benefits of effective time management can drive me to pursue additional career goals and achieve more life success. Employers need individuals who can effectively manage their time, accomplish their assignments on schedule, and to an acceptable standard. Managing my time and performing my job responsibilities may help me stand out to the company’s management team and boost my promotion opportunities. Time management skills can make my work more enjoyable and keep me engaged. Learning to manage my time effectively will benefit my career as time management skills are useful transferable skill that apply in any job. 
Time management also help me to have a strong communication skill to verbal and written communication so to effective communication skills can help me explain my timelines and other expectations to my colleagues. 
Also, time management aids my organization by allowing me to prepare ahead of time, allowing me to avoid rushing. Being well-organization also makes it easier to locate documents when I require it. Still on the subject of time management, which can help me stay motived and perform at a high level by managing my stress levels. Taking regular breaks, exercising, and practicing meditation can help me relax and focus on maintaining my physical and mental health during time of stress. Also included in the planning process is personal growth. A business plan enable me to know what steps I need to take to reach a specific goal.
When planning longer-term goals attempt to think of short and medium -term achievements that will help me to achieve my long- term objectives. Let’s say my ambition is to advance to a senior management position.
Introduction to public speaking and giving presentation, is a presentation that is given live before an audience. Public speeches can cover a wide variety of different topics. The goal of the speech may be to educate entertain or influence the listeners. Often visual aids in the form of an electronic slideshow are used to supplement the speech. this makes it more interesting to the listeners. 
A public speaking presentation is different from an online presentation. The online presentation is available any time. A public speech is typically limited to a specific time or place. Online presentations often use slideshows. Or they use pre-recorded videos of a speaker. This includes recording of a live public speaking presentation).
Because speaking in public is done before a live audience you need to consider some special factors. We’ll touch on those shortly. Now you’ve got an understanding of the meaning of public speaking so let’s take a quick look at the history of (and the importance of) public speaking.
What is important of public speaking
If you ask most people, they’ll probably say they don’t like public speech. They may even admit to being afraid of it since fear of public speaking is a very common fear. Or they may just be shy or introverted. For those reasons, many people avoid speaking in public if they can. If you are one of those people who avoid speaking in public, you are missing out.
Over the years public speaking in communication has played a major role in education government and business. Words have the power to inform persuade educate and even entertain. And the spoken word can be even more powerful than the written word in the hands of the right speaker.

Whether you are a small business owner or a student you will benefit from improving your public speaking skills. Some benefits to speaking in public include: improves confidence, better research skills, strong deductive skills, ability to advocate for causes and more, speaking in public is especially important for businesses to market their offers. This allows them to get their message in front of potential customers. Sales people and executives are often expected to have good public speaking skills. To learn more about some of the benefit of speaking skills in public review the following article.
CV writing 
A curriculum vitae cv is a detailed document that outlines your qualifications. It’s mostly utilized in academic settings. Its more in-depth than a resume and may be as extensive as you need it to be. Contact information, academic history, publishing credentials, and relevant work and volunteer experiences should all be included in a cv. I was looking forward to the class and the topic of cv writing. When we have to write anything, we all make mistakes. Personally, I never knew whether I had written it correctly if I had missed something or, on the other side if written too much. If you want apply for a job and believe you are the best candidate for job, your resume must reflect the same. You will almost certainly face competition but a well-written and well-structured cv will set you apart from the competitors and guarantee that you receive and interview. I am going to list some of the most prevalent errors that I believe are the most critical. Before emailing I double check that the cv is readable and free of grammatical and typographic mistakes.
Conclusion: looking all these 4 topics I have pick the reason why I picked it it’s because I will need / use it in life for example, time management will help me to be on time and plan my route, writing will help me to write clear to help other know what I’m writing about also public speaking will help me talk to other people better so they can understand me and I can understand them. Also, with cv it helps me build up a good thing for when I’m applying for jobs in NHS. 
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