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Introduction
In this article, I will discuss a perspective on my learning experiences while at University.
The below are some of the subjects I'll be discussing:

· Time Management
· Referencing
· CV Writing
· Paraphrasing


Time Management?

What is Time Management?
Time Management is when you allow yourself to determine how you manage and schedule however much time you waste on non essential tasks.
Failure to control your time has a negative impact on your productivity which can lead to stress making your work not as quality as it should
Variables that may affect the outcome if you use your time wisely like Editing your work before deadline,a more positive professional image,Stress free in addition to Planning you life and work goals

Some tips for managing your time correct
1) Time Efficiency, doing and operating to the best in one's own ability with the least amount of wasted time and effort.
2) Allowing yourself enough time to study so if you have been given an assignment and you have two 2months to complete it then start slowly- day by day get on that assignment by the time the deadline comes you have nothing to worry about
3) Setting Goals for example you have a deadline give yourself a deadline of when you think you should have the work done by
4) Organisation is key the way you lay out your work is very important 

There's so many things that we do as human beings that are time consuming and we don't even realise but what are they? Napping,Studying,Being a Mummy,Lectures,Socialising,Cleaning,Partying,Cooking and many more.(Jack,2020)


What have I learned about managing my time?
In the lesson about Time Management I have been able to use my time wisely,since I started studying again after so many years I've learnt to cut down certain activities I would usually participate in so I can study.
 I work,I go to University and as im a single parent things aint as easy for me but as i've cut of my social life and focused on myself and my daughter, I see that I can manage my time better and I always set myself time goals for anything I do whereas before I would just let everything slide and say I have time.



Referencing

What is Referencing?
Referencing is when you are letting others who are reading your work know where the source that you're telling them has come from i.e. the internet,books,reports,magazines etc.
When referencing you must note down
1. The author
2. Date
3. Name of product
4. When published
5. Place
The reason being because you shouldn't take work and not credit whoever you get your source of research from because that's plagiarism.
Why is Referencing Important?
Referencing is important because when researching you must acknowledge who and where the work is coming from. There are 2 types of References in text and the Bibliography,you must always use both so people have the understanding to know that you have used someone else's work.
Showing the original source of where the work has come from gives anyone reading your work a strong understanding that you know what you're talking about.

I learnt about referencing when I was in school, so i'm familiar with the topic however since studying at  University I think my referencing skills have definitely gotten better.




CV Writing

What is a Cv?
A CV is a document produced by yourself in which you have all your skills, qualifications,achievements,experiences.work experiences and your personal characteristics to assist you in finding a better job or compelling case for an employer to employ you.
Your cv is a formal document you provide to let people know what you're good at or what you've done for yourself in the past. (Jack,2020)


What to Include in a CV
In a Cv you Must Have
1. Personal Details
2. Skills that you have
3. Past qualifications
4. Experience/Work Experience
5. What you like to do in your spare time?
The reason for all the listed above, is so the employer has an understanding of how you are as a person and if you're the right person for the job!

My personal experiences that I have learnt?
I've known for years on how to cv write as I had my first job when I was 16 however over the years i've learnt I can add on my experiences and my achievements and another work experiences I've had as i get older there so much going on and so many opportunities as the days and months go on I just add it onto my CV.



Paraphrasing

What is paraphrasing?
Paraphrasing is when the act of putting another person's thoughts into your own words.
If you paraphrase somebody else's hard graft, you should credit them with a reference so someone reading can see that you've taken what you've written about, from someone else and formatted it into your own words.
While paraphrasing, you must modify the vocabulary in form while maintaining the context. (Jack, 2021)

What have I learnt about paraphrasing?
One thing I've learnt about paraphrasing is that you must always change the sentences around and the words and anything that makes it seem like you just took the information word for word, if you don't it's going to seem like you just copied the work and that's when plagiarism comes in.

Conclusion

To conclude my report I have explained Time Management and how I use my time wisely. I've also spoken about Referencing,CV Writing and my Personal experience,Paraphrasing and what I've learnt about paraphrasing.
In this report I have given you the whats,whys and some tips as well as what I as an individual know about the skills I have and what I've learnt since going back into Education.
I have a strong understanding on all the topics above for the reason why I choose them to talk about.
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