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Abstract
The aim of the report was discussing about principles of time management, awareness, and successful application of which will make our life more organized. In this report I describe a method that helped me in my planned time. Because productivity without stress begins with the process of unloading the mind, which is to capture all thoughts on paper or other media.

Introduction
Time management is one of the most profitable investments. By studying time management, you can learn to make much better use of your time from homework to development and work in large corporations. It is very important to realize that time management can be one of the wisest investments in life, because it is an investment in the successful development of all spheres of life. Given this, the purpose of this work is to highlight the essence of the method, which I consider the best.

Literature review
In my report I want to review the literature I used. There is plenty of advice on report writing including books such as Arne (2012) and Jim (2011) and web pages.  Those guide covers the core concepts of Kanban for knowledge work and shows how can lead to getting things done better and faster. My citations should appear as a list reference below.  


Methodology
Working time planning is the most important rule of time management. I manage time with the help me Kanban Board. The Japanese term Kanban roughly translates into “card you can see” or “visual board”, and as such, Kanban methodology places a high value on the simplicity and visual nature of project management boards to optimize workflow and delivery.
People who are fans of Kanban usually use a big dry‑wipe whiteboard to visualize their goals or software that supports Kanban visualization. In our experience, a physical Kanban board works much better.
You should draw several columns on the whiteboard, visualizing the stage of each specific task. The columns on the blackboard are usually to do, in progress, done.
[image: Простий канбан]
Figure. Kanban Board
Source: URL https://richardbloomfield.blog/2017/07/my-own-personal-kanban-board/ [Accessed 18 April 2021]

Then you need sticky notes. Every sticky note represents a task that needs to be completed. You simply write the name of the task that needs to be completed. You can use different colours of sticky notes for different types of tasks. 
After you have the big board and sticky notes with tasks, you simply stick the notes in one of the columns, depending on the phase the task is in.

Results
First, I recorded my own personal time logs for 3 days in order to see how I actually my time versus how I thought I used my time. Next. I sorted my daily activities in a time management with the tree categories to do, in progress and done.  It helped me a lot to put all my thoughts in place, to manage time correctly, and most importantly, the head is always free from thoughts and feelings that you do not have time to do something.

Conclusions 
The process of this assignment furthered my understanding of time management. Before I completed this assignment and watched how I typically spend my time. I was unaware of all the improvements I can make to be more efficient. I realized that if I spent less time on social media, I would shave minutes or even hours off my unproductive time. In turn. I would have more time to spend doing important work. Subsequently, I didn't realize how helpful my lists are. I have always made them, and I thought they simply helped me remember things but, by having a list, I subconsciously want to get tasks finished. Kanban Board are something I will back on and continue to try to improve. Now, not only do I know have to be smart and good at what I do, I must also be good at how I get everything done.

Recommendations
The Kanban method is a great tool to help you visualize your project progress and find bottlenecks in the process. Kanban boards can be as simple as three columns that show tasks that have been requested, are in progress, or are done. If followed correctly, you get real time information on how the project is moving forward and any issues that are causing hang-ups, creating a more efficient workflow. 
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Abstract
The main idea of ​​the report is to study online learning based on one's own experience.  It highlights the essence of the concept of online learning, benefits and shows the results to improve my skills in online learning.
Introduction
Distance learning involves a high-tech approach to the process of knowledge transfer and allows the creation of a system of mass lifelong learning, general exchange of information.  It is this system that can most adequately and flexibly respond to the needs of society for the training of highly professional professionals.
The system of distance education increases the efficiency and quality of education due to additional opportunities for knowledge of the surrounding reality and self-knowledge, the development of the student's personality, learning process management.
Literature review
In my report I want to review the literature I used. There is plenty of advice on report writing including books such as George (2020) and Worker, Steven (2021) and web pages.  Those guide show outlines key factors for consideration in planning online learning experience. My citations should appear as a list reference below.  

Methodology
Distance learning is an opportunity to receive education using computer and modern information technology, which gives students the opportunity to study at a distance, without leaving work and going abroad.  Therefore, the acquisition of knowledge provides comfort and convenience for each student, which is installed and allows you to study without leaving work.
There are many distance learning programs.  I had to work with Microsoft Teams.  With this program, the teacher can display different types of files, make notes on the electronic board, transfer students to one or more web sites and run additional programs that students can view from their workplaces. 
[image: ]
Figure 1: Online safety
Source: URL https://www.daydreameducation.co.uk/subjects/online-safety/posters [Accessed 18 April 2021]
The need to develop an integrated intelligent educational environment is based on a sufficient degree of development of Smart-technologies and the intensity of their penetration into everyday life.
Results
I would like to describe the main benefits of online learning that I have acquired. 
First, flexibility - the ability to study at a convenient time, in a certain place, education without separation from the main job, no time limits for learning the material.
Second, greater opportunities to control the quality of education, which include discussions, chats, the use of self-control, the absence of psychological barriers.
Thirdly, wise time management without the need to travel to the university campus and back.

Discussion
The introduction of distance technologies in the educational process is aimed at a deeper understanding of the educational material; formation of such competencies as: communicative (direct communication by means of a network), informational (search of information from various sources and possibility of its critical comprehension), self-education (ability to study independently). As practice shows, if a student does not learn to make decisions independently, determine the content of their educational activities and find the means to implement it, he will not be able to master a particular discipline.  In addition, distance learning has an educational function - contributes to the formation of leading personality traits: activity, independence, self-improvement, creativity.
Conclusions 
Online classes fit my lifestyle because I am not a traditional student. If given a choice I would take all of my classes through the Internet. Online classes have saved me money and time. Also, online classes allow me to work, to be a wife and mother, and it allows me to be a full time student.
Recommendations
So, education today needs to be flexible.  It must be constantly transformed through the introduction of new components, new methods, technologies of learning and communication.  With the introduction of SMART Education, students will have the opportunity to become more focused in learning, and teachers - better informed not only in their professional field, but also will be able to develop students' potential that corresponds to the XXI century, namely: the ability to work together and establish communication. Development of creativity, critical thinking and skills of using innovative teaching methods.
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Abstract
This report will highlight the main issues and advice on public speaking and presentation.  I will talk about the problems I have encountered and describe ways to improve our skills.
Introduction
Where were talking in a team meeting or presenting in front of an audience, we all have to speak in public from time to time. We can do this badly and the outcome strongly affects the way that people think about us. This is why public speaking causes so much anxiety and concern. The good news is that, with thorough preparation and practice, you can overcome your nervousness and perform exceptionally well. This report explains how.
Literature review
In my report I want to review the literature I used. There is plenty of advice on report writing including books such as Garmine G. (2018), Lee J. (2018), Mark P. (2011) and web pages.  Those guide about personal development, plus tips on structuring the storytelling that is still considered key to connecting with other people. My citations should appear as a list reference below.  

Methodology
Public speaking—giving an oral presentation before a class or another group of people—is a special form of interaction common in education. You will likely be asked to give a presentation in one of your classes at some point, and your future career may also involve public speaking. It’s important to develop skills for this form of communication.
My presentation experience was the first time.  And it was a little stressful for me and an incredible experience.  I would like to give some advice for the presentation to be successful.
CURATE. To keep your audience tuned in, keep your presentation focused on one main message. 
SHOW, DON’T WRITE. Having all your text written on your slides may make you feel more comfortable, but it doesn’t help the audience. Think about what holds your attention in a presentation. 
PREPARE. Telling the story of your research requires preparation. Design your visuals carefully and practice your speech and transitions. 
LEARN FROM OTHERS BUT FIND YOUR OWN STYLE. Take inspiration from the presentations you like to improve your style, experimenting with new approaches to the extent you feel comfortable.
Results
A major cause of speaker anxiety is the fear of the unknown. While you’ll never be able to anticipate everything in advance, you do have a lot of control over your presentation. Careful preparation leads to success, and the more opportunities you accept to present your work, the more comfortable you can become. 
Discussion
You need to follow all the tips for a successful presentation. I think it's important to use as well use affirmations and visualization to raise your confidence. This is especially important right before your presentations. Visualize giving a successful presentation and imagine how you'll feel once it's over and when you've made a positive difference for you and other.
Conclusions 
It takes time to become a great speaker, to feel at ease with the audience, to control your body language and to kill business presentations.  Usually, it would be much more comfortable just talking to one person at a time.  However, in every work there comes a time to promote, influence, inspire, persuade, or make a good impression.  public speaking should not be something we should avoid at all costs.  Thanks to active creativity, smart planning, and further practical practices, absolutely everyone can become a brilliant public speaker.
Recommendations
I want to say that you need take the time to make yourself great.  
Never underestimate the power of great communication. It can help you land the job of your dreams, attract investors to back your idea, or elevate your stature within your organization. The more you push yourself to speak in front of others, the better you’ll become, and the more confidence you will have.
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