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Introduction:


This academic report covers how to reflect and use of time management including work efficiency and study. Public speaking (formal speaking is necessary for all students in higher education). Academic report covering the structure and reflecting on CV writing. 





























Time Management:

Before starting to study, you should make sure that you have the perfect place, with the least distractions, the materials needed, the timeframe that best suits you and the necessary network support. 
The finding of an appropriate place for research can be a difficulty for many people and can provide convenient access for you to a library, university, school or quiet workplace.
Many studies at home, but - sometimes, at home, the study does not work. Take some time to consider your personal expectations about the place and environments under which you can work efficiently; strive to retain a versatile and adaptable attitude as circumstances and situations shift during your studies.

Both their situations and the way they learn more successfully, different individuals differ considerably.
We all have 24-hours in a day. But why does it seem that some people are able to get the most out of every minute of the day? Believe it or not, they don’t have the power to slow down time. They do, however, know how to properly manage their time.’ (Rampton)
It might be helpful to ask yourself the following questions before you initiate an academic 
program or analyse your current circumstances:
-Do you primarily study at home or at your school, workplace, library or somewhere else? Do you want to study?
-Are you going to have a preference, or your own personal circumstances are going to determine it?
-Do you better research in a quiet, interruptive atmosphere, or do you choose those around you to communicate with relatives, friends and colleagues?
It is crucial for you to make better use of your time when finding a place to study.
To do this you will have to find a place where you can find anything you need: notes, books, calendars, handwriting and computer content. It cannot be handy often to have a computer at your disposal, especially if you have access to a computer in a family setting? In such cases, you can know whether you research and if possible, have access to a computer.
When dreaming about where to research, other practical things need to be taken into consideration. It is vital to have a good light source such as an adjustable lamp, especially if you want to research at night or in an area that has little natural light.
You should also consider disruptions and discomforts and aim to minimize them as much as possible. It is also helpful to save you excessive movement and disruptions when attempting to focus when all that you may like is within easy reach of your chair.
When you begin to research, you will forget crucial environmental variables or resources – the clearer you will be about how hard you need to focus and where you need to be.
When thinking about your place of study, organizational consideration should also be granted.
Growing volumes of written content such as notes, articles and journals would eventually be present. Try to preserve the materials in suitably indexed files using a simple, audacious, and readable marking scheme.
Make sure you have all your books and equipment with you if you want to research at various places at different times. If you plan to learn from a distance, you will have connections, for example, to a Wi-Fi network?
Deciding where to study is a crucial first step, and the best times to study are equally important. You should think about whether to study the following questions:
         -How many slots will you use monthly? On a weekly basis?
         -If required, will more time be provided?
         -What positive work/study/life balance are you going to achieve?
         -How are you going to handle the workload to reach the deadlines?
         -If you are learning every week, is there a certain pattern?
         -What time of day are you going to study? How easy is it to focus on what time of day?
         -How long do you hold concentration during the optimal period?
         -What are you going to do while you are learning to prevent or minimize interruptions?
         -How will interruptions be dealt with if (and when)?
         -How can you 'catch up' if you cannot research as planned?

I think establishing a research relationship with your contacts is a smart idea. This may be the teacher, other staff or other students at school or university. Your employer and/or colleagues may mean this at work.
Such assistance will be of great use if:
 -By approaching the most suitable person for advice in a few cases, you want to ensure that you get the best possible assistance.
To create a support network, it is worth making an email or telephone list of other helpful contacts.
           It is still a smart idea to know who to ask for various kinds of help, maybe friends who are good hearers. Requesting assistance and assistance is important while studying. If you need no support, your confidence and self-esteem can be harmful, and this can have adverse effects on your education. You would be unable to seek support if you lose confidence.
Help networks can help to properly handle the regular research challenges

Public Speaking:

           My learning in this module was accompanied by initial feeling of insecurity, as I was unsure of my ability to develop proper communication with everyone else, let alone play a major role in public speaking event.it is demonstrated by (Adrian et al.,2019) that this ability reflects how efficiently and delightfully anything can be made accessible to a wide range of audience. 
         To represent oneself to others, one needs to have this ability. As a result of my education, I was eventually able to gain confidence and began participated in the group presentation as well as public speaking. In addition, the fact that I actively participating in the group presentations, as well as public speaking, helped me gain a clear understanding of the importance of developing mutual respect and teamwork among my teammates which I will use in the future. Because I had the precise description and engaging presentational skills on my side, I maintained the focus of my audience while I was delivering a presentation (Marinho,2017). In addition, my ability to form a clear picture and comprehend the significance of identifying and meeting the diverse needs and expectations of different audience when presenting various topics to them has been improved as a result of the experience. I also learned more about the importance of identifying and meeting the diverse needs of different audiences.
 
 Having learned how to use the PowerPoint platform and its various features, I was better prepared to present ideas to an audience with presentation skills effectively. It was beneficial for me to understand the importance of seamlessly integrating the slides into the presentation to improve y presentational skills. After taking public speaking and presentational skills. 

After taking public speaking presentational skills classes during my college years and becoming proficient in the ability to compose to audiences in logical, coherent manner, I went on to achieve success in my professional life. Because I was compelled to speak in front of an audience, public speaking not only assisted me in learning the art of public speaking but also assisted me in improving my writing skills as well. It was become easier for me to make direct eye contact with my audiences and to speak directly in front of them. As a result of this improvement, I am now better able to keep them continuously engaged and enticed throughout my presentation (Carnegie, 2017). As a result of this course, I know to 

modulate my tone by the requirements of the topic so that does not become monotonous, as well as now to emphasize important points without becoming repetitious. It also helped me understand why it is so critical to have a solid understanding of the topics.  Using the Gibbs model of reflection that I have expressed my thoughts and opinions on how I have improved my presentation and public speaking abilities. 

 According to this model, there are six levels, which are as follows:
   
 The initial experience; the feelings; the evaluation and plan of action; and the conclusion (Adrian et al.,2019). This model was chosen because it encourages people to think about their experiences in a sequential manner, which is what I dd while gong through the process of learning new things. Though I encountered several difficulties during my initial learning experience, I found it to be overwhelmingly positive through seeking assistance from the guide and more senior students who were more experienced than I was able to improve my presentation and public speaking skills, which have proven to be extremely beneficial. I am grateful their guidance and assistance. When it came time for me to speak in front of entire audience, I did everything I could to get over my fear of public speaking. From a young age, I’ve been extremely shy, and I’ve never felt comfortable speaking in front of large of large group of people until recently. Throughout my education, I’ve realized how important it is to communicate effectively and concisely in front of a group of people. It represents a person’s self-assurance and belief in their abilities. To have my feeling and thoughts expressed in this manner by my superiors has been a tremendous source of encouragement. As a result, I’ve determined that these abilities have also aided me in my academic pursuits, as I’ve learned not only how to speak confidently in front f an audience but also hot to use Microsoft PowerPoint in an appropriate manner (Schneider et al.,2017).
    
The learning process has led me to the realization that it is critical to be familiar with the features of PowerPoint as well as the proper way to use during presentation. Give that creating PowerPoint presentation is important not only for academic purposes but will also be beneficial in professional setting I the future, it is extremely advantageous for students to have this knowledge. This opportunity has provided me with the ability to speak confidently in front of an audience, as well as an understanding of the significance of Microsoft PowerPoint presentation software both of which are necessary for achieving success in life.
CV Writing:

Writing a decent CV can be one of the hardest work search challenges.
Many employers just spend a few seconds scanning each CV in the pile of 'yes' or 'no.'
Your CV is a personal marketing guide for potential clients, short for your curriculum vitae. It can tell you about your job, your qualifications, skills and achievements. In conclusion, why you are the right person for the role should be underlined.
For a work application, a CV is needed. A cover letter and a completed application form can be requested by jobs as well as your resume.
You should have your name, professional title, and contact information on the first section of your CV, found at the top of the list. You should never call the curriculum vitae or 'CV' under any circumstances, as it constitutes a waste of precious space. Instead, treat your name like the word.
Your email address and telephone numbers are important when it comes to your contact information. Once upon a time your full address was used with your CV. You just have to mention your city and your county today.
One of the most critical facets of your resume is your personal profile, known also as a personal declaration, career goal and technical profile. It is a brief paragraph right below your signature, which provides future employer information about who you are and about what you are.
You should customize your profile to each position you apply for and stress those characteristics that complement the position. Make your personal statement short and sweet, not a few phrases longer. You should aim to answer the following in order to take advantage of this section:

 -Who are you?
- What does the business offer?
 -What are the objectives in your career?
You will detail your past careers, internships and work experience in your career history section.

List the reverse time experience, when you have played the most important role for the boss recently.
Include your job description, boss, dates of work and a line which summarizes the task when listing each job location. Then, let us highlight your main tasks, abilities and accomplishments and support each item with powerful verbs and data to support each argument and to demonstrate its effect.

It helps to choose the tasks that are most important for your work, especially if it's a long list. You may reduce the specificity of old or irrelevant positions if you have several years of experience. You will erase positions if you have positions from over 10 years ago.
Your education is, like your experience section, in chronological order in reverse. Have the names and dates of the schools and the certificates and grades you earned.
There are a host of other parts that will reinforce your CV and stress your abilities. You can only add a couple here if you have room:
Key skills:
 Input a key skill segment under your professional profile whether you have a working CV or have a certain ability to present your boss right away. Up or four to five capabilities should be specified.
Hobbies and interests: You can strengthen your document if your CV is missing, by adding a portion of hobbies and interests at the top. This will help demonstrate how well you blend into the business or business. For e.g., why not add your major interest in climate change advocacy, if you apply for an environmental employment?
Be patient, however; stop lists of activities, such as reading, that do not add value to your CV. Let you be mindful of the desires that distinguish you from the work.
References:
 As for an address on your CV, it is no longer possible to add the referees to the end of your CV. You may add a line that reads "references available on request," but it is permissible to delete them completely if you have no storage.
Duration: 
in the UK there are two pages of regular CV length. One size does not suit all though, and so it can be more fitting for certain practitioners to have one or three pages.
Headings:
 A large, bold heading is needed to ensure that each segment reads easily.
Font Type: 
Most workers get a CV digitally, so pick a simple font such as Calibri or Arial. For your headings you can use a different font style but keep them all readable and competent.
Brass scale and page margins: the size of your curriculum vitae should be 10 to 12-point font and 14–18-point leading. Keep the bounds of your page approximately 2.5 cm, but never minimize them to less than 1.27cm. White Space offers professionalism and transparency.
Evaluation and consistency: You must keep your CV smooth in your format. 

File Saving: 
You will probably submit your resume via email or a CV-Library work board. To ensure that recruiters can open your CV on every laptop, save it as a pdf file. A pdf will still keep the formatting, so you can be certain that the CV can be used by employers.
You should not have a number of information on your CV.
A headshot:
 It is standard practice in many countries to include yourself in a picture of your resume. But the United Kingdom is not one.
Age and date of birth:
 only your dates of work and credentials can be on your CV. Your age does not impact your ability, and employers are not allowed to inquire for their age in accordance with the Equality Act 2010.
Marital status:
 your marital status and employees do not change your ability to do your work, much like your age. This data is covered under the Equality Act 2010, and employers are prohibited from asking questions about them, so they cannot be used on your resume.
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