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INTRODUCTION
I have chosen four topics to share my knowledge and what I have learned from them. Since the first trimester of this academic year from June 2022 to the end of August 2022, I have made a choice of studying and sharing my experience in these four topics: time management, cover letter, paraphrasing and public speaking.
I have shared my personal and professional knowledge of these topics and what I have learned while studying. You will find some useful information that will make a change in your way of thinking and doing things. It could be more likely that you have encountered the same situation I have been through or similar but by reading my journey, this may change your way of seeing things or the world and will give you some ideas on how to tackle certain situation differently.





















TIME MANAGEMENT
In time management we studied the most important and non-important tasks. My experience in this topic was very realistic. It made me realise how I was wasting my time on unnecessary things instead of being concentrated on the most important duties. A good illustration of my experience about this topic is currently happening in my workplace where I have the responsibility to open the train station, do security check and activate all the system for the customers in the morning via the computer logins. Any lateness or even a few seconds or a minute wasted will make the company to be fined thousands of pounds for any of mistake on the mentioned tasks. 
Time management study allowed me to learn about different methods for good time keeping and management like SMART (Specific – Measurable – Achievable – Time), SWOT analysis and Eisenhower. It made my life easier mainly when we learned about “daily tracker” and “to do lists”. The “TO DO LIST” helped me to plan my daily or weekly activities accordingly. If I knew how to do this before for my day-to-day plan, I could’ve been able to finish my tasks on time and not waste time on non-important or unnecessary things. 
Using my time wisely by setting priority is the discipline this topic has taught me to continue applying more and more in my daily life. It really changed my way of seeing life and opportunities that are offered. Sometimes I tend to postpone things that I should already have done but because of a lack of good time management and monitoring of my time, I did not achieve better things or results because of the way I did them in the past. I have started using SMART method on my calendar to make sure that I am focused on my goals more efficiently according to the priority of each one of them. 


COVER LETTER 
In week ten we studied cover letter, also known as an application letter. It is a document that you send with your CV that provides additional information about skills and experiences related to the position that you are applying to. This topic was not too hard because I have tried many times to write my own Cover Letter, I have always done it wrong. My biggest mistake when writing cover letter was putting my job history and my qualification all together, basically I was not structuring my writing, which in cover letter they are not required. Cover letter is totally different to a CV, in which we provide detailed information about our skills and experience acquired through previous jobs but applicable for the role you are newly applying to. Cover letter allows you to sale yourself or to describe your competence in that position to get the company (employer) looking to hire you that you are a perfect fit for the position you are or have applied to. I did not know everything I mentioned above until I started learning this topic in week ten. I understood that cover letter should be direct to the employer/company, and in the where you don’t know the name of the person you are addressing the letter to, you can address it to as “Dear Sir or Madam”.
My other experience in this topic is that cover letter is supposed to be direct, always remember keeping your sentence short and clear. When you are writing this you need to be focused on evidence along with skills that the company needs as well as the skills, strategies and new ideas you will be bringing to the company. I learnt that cover letter and CV are like a fashion show in which you need to sell yourself correctly so people can buy your products or service. After this lecture as I was looking for a new job, once I reached home, I wanted to practice the skills that I have learnt that day while searching for new job opportunities. Along with my new skills on how to sell myself, I ended up getting the job. This skill really helped me and will allow me to sell myself properly when applying for new jobs. 
The skills that I learnt in this topic have really helped me as I have mentioned before that I was always writing my cover letter the wrong way. From this point I have learnt not to put any work history in the cover letter and keeping my sentence as short as possible and as clear as possible. If I knew these skills before, by now I could have had the best career I have always dreamed of. The lesson that can be drawn from this topic is to keep on practicing, searching for new skills and apply them regularly. It will help me for future job search. If I stop practicing, I will not be able to look for other job. It will be very hard for me reach the level I want to be and will not be able to achieve my targets. 


PARAPHRASING
A writing idea of another person’s ideas or says in your own words. Paraphrasing is very useful when you are using other people’s work and you can view it, understand it and explain it in your own words. When using someone else work, make sure you understand it first before you decide to change the words to your own, this makes it easy for you to repeat your own words without hesitating. Also avoid using grammar or vocabulary that you are not comfortable with or words that you normally don’t use while speaking or writing. Find alternative or synonyms that suit your vocabulary to explain what you understood from other person’s work or idea.
I have had this problem with my academic paraphrasing when I was at school until I finished school in 2008. When I was in high school, we studied paraphrasing but that time I was not fluent in speaking and reading English. Therefore, it was hard for me to understand what paraphrasing meant? Every time I was going in class and if the topic has to do with paraphrasing, I was burning from inside feeling hot and sweating especially in a hot day. I was really down and had no hope to even think that I could do well in that lesson, but as a student who want to learn, understand and apply what I have learned, striving to do better and pass my class, I started to imagine and putting sentence together then change to my own words but assuring that it is making sense and it has the same meaning. The hardest part of my experience I had was using different methods to present similar meaning or finding synonyms. 
However, I kept using it until I got comfortable doing paraphrasing, and that’s how I realised that the best academic writing method I felt more experienced on was paraphrasing. It allowed me to spend more time on essay and assignment instead of thinking of what I should write. Currently, I started to be more mindful and making sure I understand the lesson properly and ask for explanations about things that are not clear in my mind, but still continuing to build my understanding in my own words.




PUBLIC SPEAKING
Public speaking is the act of speaking face to face to a live audience. An effective oral communication with an audience.
In week nine we did public speaking which was individual presentation. My presentation was about fostering care. I chose this topic because it’s something I want to do once my kids grow up or when I change my house to a bigger house. This topic I know it very well, When I was presenting, I was not scared at all but just a bit shy the fact I was standing in front of my classmate because sometime I thought that I will make mistake, fortunately I did very well and my explanations were clear enough. When I completed the presentation, I felt so calm and built more confidence for future presentation. It has actually taken away the stress and frustration I was feeling before I start my presentation. 
I worked every well to get the work done, finding all the information and putting it together was other things to think about.
Class presentation is the scariest part of this study, that day everyone is focus on what and how they will express themselves in front of a public, which make some other nervous, even the people that normally speak loud start stepping back when it comes to speak in public.
During presentation day I left my house extra early but still reached the campus 30 minutes late due to delays on Victoria line underground. The line was suspended between Victoria and Brixton. We all were stuck on the train for good half an hour. I became super frustrated and was worrying about my presentation.
 


CONCLUSION
This first term study was very hard for me personally, because of having left school such a long time ago and to be going back was very challenging, especially to be working and taking care of my children and family at the same time. These four topics that I chosen have helped me so far in my studying journey, and will keep on helping me to improve my work/essays and motivate me to achieve my goal in completing my degree.
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