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Time management is the process of planning and controlling the time spent on different activities.   

Throughout the course, I have gained essential skills concerning time management. 
Time management skills are crucial for students as they increase their efficiency and productivity. The essay discusses the time management skills that I have learned participating at this course, such as goal setting, prioritisation, organisation, and managing stress.
Before joining the course, I always found it impossible to manage time wisely as I never knew what to do first and how to prioritise my tasks. The system has enabled me to have both short and long-term goals and to discover what motivates me. For instance, Short-term goals include accomplishing school assignments on time so that someone could get ample time for leisure activities. Long-term goals could be playing in the church or school bands. Regarding prioritisation, I learned how to assess needs that must accomplish within a short period over the other requirements that do not have a time limit. Setting priorities helps people to achieve their goals in time. Preferences can also help in assuring activities that are vitally crucial and not urgent are given precedence. Most people prefer prioritising easy tasks, and use boosts in moving forward, while others prefer tackling bigger jobs first. The most common time management challenges are lateness, dead time and interruptions.
Under organisation skills, I have known that it is also crucial to plan how to get priorities done when people set preferences. Most individuals are naturally organised, while others must be helped in organising their activities.
The course has enabled me to understand the importance of maintaining current calendars and how to keep an orderly study environment. I have also known the functional software system and mobile applications that help people in managing their time.
  Another topic that we have learned is public speaking and giving presentations.
Public speaking is used for many different purposes, but usually as some mixture of teaching, persuasion or entertaining. 

  Each of these calls upon slightly different approaches and techniques. This was developed as a sphere of knowledge in Greece and Rome, where prominent thinkers codified it as a central part of rhetoric.
Today the art of public speaking has been transformed by newly technology such as videoconferencing, multimedia presentations, and other modern forms, but the main idea remains the same.
Aristotle was one who first recorded the teachers of oratory to use definitive rules and models. One of his key insights was that speakers always combine, to varying degrees, three things: reasoning, credentials, and emotion, which he called Logos, Ethos and Pathos. Aristotle's work became an essential part of a liberal arts education during the Middle Ages and the Renaissance. The classical antiquity works written by the ancient Greeks capture the ways they taught and developed the art of public speaking thousands of years ago.
Today, the art of public speaking has been transformed by newly available technology such as multimedia presentations, and other non-traditional forms, but the essentials remain the same. Modern technology has also opened different forms of public speaking that are non-traditional such as TED Talks, which are conferences that are broadcast globally. This form of public speaking has created a wider audience base because public speaking can now reach both physical and virtual audience. These audiences can be watching from all around the world. YouTube is another platform that allows public speaking to reach a larger audience. Here people can post videos of themselves having all types of purpose. The function of public speaking depends entirely on what effect a speaker intends when addressing a particular audience. The same speaker, with the same strategic intention, might deliver a different speech to two different audiences. The point is to change something, in the hearts, minds or actions of the audience.
Despite its name, public speaking is frequently delivered to a closed, limited audience with a broadly common outlook. Audiences may be ardent fans of the speaker; they may be hostile, or they may be random strangers. All the same, effective speakers remember that even a small audience is not one single mass with a single point of view but a variety of individuals.
As a broad generalisation, public speaking seeks either to reassure a troubled audience or to awaken a complacent audience to something important. Having decided which of these approaches is needed, a speaker will then combine information and storytelling in the way most likely to achieve it. Public speaking for commercial events or business is often done by professionals who are trained to do this. Public speaking plays an important role in the professional world. Also, most of the jobs involve some form of public speaking.




There are different techniques a speaker can use to gain the support of an audience. Some of the major techniques would include demanding the audience to act, using inclusive language (we & us) to make the audience and speaker seem as if they are one group, and choosing specific words that have a strong connotative meaning increasing the impact of the message.
Asking rhetorical questions, generalising information, including anecdotes, exaggerating meaning, using metaphors, and applying irony to situations are other methods in which a speaker can enhance the chances of persuading an audience.
The transfer of knowledge, which has many forms is not without public speaking. Here, it is not only the audience who learn from the speaker. The speaker learns as well. Skills learnt can boost performance and productivity.
From an interventional perspective, when individuals communicate, they are intervening with what is already reality and might “shift symbolic reality.”
Public speaking is also about getting a group of people together to educate them as we did in our group presentation at the course. Videoconferencing is also forms of public speaking, this technology being helpful for face-to-face communication between parties without demanding the inconvenience of travel.
Frances Wright was one of the first female public speakers of the United States, asking for equal education for both women and men through large audience and the press. In addition to figure in the United States, there are many famous international female speakers. 
Public speaking by traditionally meant the act of speaking face to face to a live audience but also can includes any form of speaking to an audience using the technology.
Despite its name, public speaking is frequently delivered to a limited audience.
Persuasive speaking can be defined as a style of speaking in which there are four parts to the process: the one who is persuading, the audience, the method in which the speaker uses to speak, and the message that the speaker is trying to enforce. Examples of persuasive speaking can be found in any political debate where leaders are trying to persuade their audience.
  In this times, online courses are widely used in many colleges or schools, providing access to classrooms or course materials. This can be accessed from any computer, whatever it is from the comfort of your home. Online courses are not only convenient, but they teach you how to become more disciplined, strong self-motivated and achieve time management skills. There are a few reasons to why I’m drawn to an online education. First, I am a single mother which means that my son needs me all the time in his education and entertainment. 



Another one is that I have a full-time job, which limits my opportunities to attend classes scheduled during normal school hours. Also, online classes allow me to work on my own and offer more of a one-on-one teacher-student relationship rather than a teacher having to spread their focus amongst thirty other students.
I’ve learned that to be a successful distance learner, you must be self-disciplined and able to work well on your own. Since you won’t be physically going to class each week, you can take part in class from the comfort of your own home. You must be self-disciplined because the instructor won’t constantly be there to remind you of assignments or of projects deadlines. Other obligations may mean that you are not able to do the work as regularly as if you were attending class. Also, one of the main objectives of university is to become a well-rounded individual, with the skills needed to successfully manage a busy agenda.
Having a kid makes it very difficult to schedule your classes. The hours I have planned in my son’s activities conflict with the time that most classes are offered. The use of online learning has made my life easier also at work as I don’t have to leave my job to meet on campus. It is very convenient for me not having to meet on a regular basics. When a person has to work full time and is also having kids is hard for that person to successfully juggle their job and parent responsibilities along with homework and study. The use of online courses allows you to cover the material needed in school while maintaining your workload. Being able to communicate with the instructor and other students, that are participating at these courses, has made me be more active participant. At the classes I’ve taken I have never felt it difficult to communicate with my instructor to ask for help or clarification of an assignment. All the instructors and the students taking these classes have been very helpful to me. Any student that is interested in taking an online course should do research on the class and speak with the instructor before enrolling. Personally, I would recommend online learning to anyone that has a busy schedule, such as having a full-time job or having family responsibilities. 
  My online classes allow me to take additional classes that would not have fit into my schedule. I have no traditional needs, so I’m not a traditional student. Internet classes allow me to remain at home with my family, also helped me saving money and saving time. However, the Internet classes are the answer for many students with non-traditional needs. If I were taking traditional classes, I would be spending about forty pounds a week in gas, not to mention the wear and tear of my car. 
Saving time is very important to me as I can use the travel time to complete my assignments.Furthermore, I have learned just as much online as I would have in a traditional class. I do not have live interactions with the instructor and the classmates, but I can email it at any time. Internet classes have the discussion board where my classmates and I can exchange comments and ideas about our papers online. 


I do not feel as though I am missing out on anything by taking online lessons. Also, I am spending time with my family which is difficult for a non-traditional student.
  Finally, online classes fit my lifestyle, because I am a non-traditional student. If given a choice I would take all my classes through the Internet. Online classes have saved my money and time. Also, online classes allow me to work, to pay attention to my partner, to my son, and it allows me to be a full-time student. 
In conclusion, the course has been helpful to me as it has taught me what time management is, the importance of managing time, and time management skills. The time management skills have been beneficial to the students as they enable them to accomplish their school assignments in time. They teach them that people cannot manage their activities under excess stress and managing time wisely enables them to reduce stress. 
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