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Time management skills are fundamental to any successful person's life. Every successful person had a plan on how to spend their time avaiable to them.People must stay on top oof their work by using some time saving tips. Edzhe Erdal Veli (2027243)
Academic and Employability Skills | (BMSW4001_LON)
Lecturer: Adesewa Ajayi

Time management is a very important skill needed in life to better organize the activites that we do daily.It is very important to have a goal and to be trained in the best way to be suitable for it, to complete it in a planned way, in terms of the program and timing to be spent. If we can spend every passing minute efficiently in line with a specific goal and targets, we can reach our goals in the right way. 
Not using time correctly and efficiently damages the work and causes stress.As it turns out,for most of us there isn't enough time in the day. Most people complain that they haven't been able to do or complete everything they've thought of when the day is over. On the other hand, the day is 24 hours for all of us and some people make better use of their time than others. This is because they manage time well.Having goals makes time management a lot easier and meaningful.It is important to be able to manage time in order to reach the target and targets we have set and to increase our productivity.It is also very important to provide motivation while doing a job and to be able to maintain that motivation. Being able to manage time can also help us achieve this. Ask yourself which activity is more important to do in a given time and how much time you should devote to it. Know which tasks need to be done first and which can be left for later. This will help you make good use of the time you have available. 
There are certain ways that can be followed for effective time management. First of all is to determine our goals correctly. If we can set our priorities in the right order after we have determined our goals correctly, we can greatly facilitate our work. It will be beneficial for us if we think and plan the events that need to be done during the day and rank them in order of importance. 
We have to plan things ahead. By doing this, we can use time better and more efficiently if we start the day with a clear idea of what to do. It will be beneficial for us to set a time limit for each job we have to do and to be able to plan the time for a long time. Setting time limits for things to do can help you focus better and work more efficiently. At the end of each day, we must also think about what needs to be done the next day. We should try to make it a habit, it will greatly facilitate our work. And finally, we have to segment the Jobs according to necessity. We have to analyze what is more important, what is less important, which job will be done first, which job will be done later. By doing this, we can devote more time to the things that really matter. 
There’s a lot of techniques to make our life easier. One of them is Personal Development Plan it is a step-by-step process. We can make a Personal Development Plan and spend our attention our attention on our own learning process.PDP is long term plan.That means we need to develop our career during this time and update our PDP. Personal Development Plan gives us to think about our ambitions,take concrete steps to realize our ambitions and reflect on our progress. First of all,we have to start our Personal Development Plan with name and date.The main point is our main idea about what skills we do have to learn? Second idea,we have to choose main idea about most important development point. Step three that we need to briefly explain what goes wrong in the current situation and what consequences are.On step four we have to discus about what posivite effects will there be if I successfully complete my Personal Development Plan. Step five is Personal Action Plan. That is simple and concrete,what are you going to every day?. Step six is signatures and dates. 
One of the best time management techniques is SWOT Analysis. SWOT analysis is a strategic planning technique that covers all areas of analysis of a any long term plan that ıf you want to strengths, weaknesses, opportunities and risks. Every person or every institution has strengths and weaknesses. Being able to identify your strengths and weaknesses is the critical key to success. SWOT analysis helps us to analyze this comprehensively. SWOT analysis was first developed in the 1960s by Harvard University professors Edmund P. Learned, C. Roland Christensen, Kenneth Andrews, and William D. Guth. It was then shaped as a result of research by Albert S. Humphrey at Stanford University. The SWOT analysis reveals the weaknesses of your business, but it also shows you which opportunities your company could better seize. Although SWOT Analysis is known to be used mostly by professional businesses, it can actually be used in all areas of life. SWOT analysis can be described as a strategically important, easy but powerful study. 
What does SWOT Analysis do for us? 
It ensures that the current situation is seen and analyzed and the steps to be taken in the future are more solid, effective and strategic. It provides a clear view of the strengths and weaknesses of the business and the threats and opportunities it faces. Also, an accurate perception of the business and the environment around it. 
In fact, we can use SWOT analysis at work, in every planning we need. During the development of a strategic plan, using SWOT analysis in the stages of identifying a problem and creating a solution will facilitate our work and give us accurate information. 
In SWOT Analysis, Strenghts and Weakness are separated as internal factors, while Oppurtunities and Threats are separated as external factors. 
Strengths are aspects that will make us stand out in the face of a problem we will face, a problem to be solved or a breakthrough to be made. Weaknesses enable us to identify our deficiencies in a problem we will encounter and to improve them, and to get a better result by eliminating these deficiencies. 
Opportunities represent factors that will give us a plus as an external factor for resolving the situation we are facing. Threats are necessary for us to detect and take action against factors that may prevent us from resolving the situation we face. 
In order to be able to do everything mentioned above correctly: We must correctly determine our talents and deficient abilities, our command of the subject, the adequacy of the data we have and the correct management of the process and act accordingly. 


Public Speaking
Public speaking is a very difficult activity for some people. The main reasons for this are people's fear of certain things, lack of self-confidence and fear of being disgraced. Public speaking can help to build self confidence,develops critical and quick thinking. Also presentation and public speaking may influence the world and can change people’s thoughts in a positive or negative way. First of all,before the public speaking or presentation you have to prepare and practive well.Your hands may shake and trembling badly but at least if you done your practice well it will past more confidence. Try not the connect these emotions. Don’t think worst of yourself while presenting or speaking. People will see you more confident than you think. You have to do some basic research into the subject you need to talk about. 
Secondly, know your audience. Relax and deliver your message to your audience. Try to catch a rhythm while speaking. When composing your transcript, avoid using sentences that are too long. Make short and clear sentences. Pause and continue your conversation before moving on to the next topic. Also check your breathing for a good conversation. The harmony of your breathing and the rhythm of your speech helps you to speak in the way you want. 
Try to learn to manage energy. Instead of thinking about bad, negative events, learn to turn your negative energy into positive energy. Remember that being nervous is another form of adrenaline, and use that emotion to make an impressive presentation. 
While preparing for the presentation, stand in front of the mirror and practice. Doing speaking practice in front of the mirror allows you to see the mistakes you have made and thus correct your mistakes. When you are in front of the mirror, pay attention to your facial expression, posture, hand-arm movements. Don't be a perfectionist. Let go of the thought that small mistakes will ruin everything. Let go and focus on what you have to say. Everyone makes mistakes. If you don't mind your mistake, the audience won't either. Change your way of thinking. Approach the idea of public speaking calmly. not out of fear. Avoid constantly thinking that everything will go wrong. "How am i going to do this? Instead of saying "How can I do something nice", it will be beneficial for you. 
Referencing
Referencing is a crucial part in a student’s academic activites. As it is required whenever a student completes a piece of academic literature with information from other sources apart. Referencing is important because, It can be understood that there are other sources that support the accuracy of the researcher's views, and that by doing so, the researcher also explores opposing views. Another reason for the importance of referencing is to indicate appreciation to the work of the writers or authors by introducing their works. Which is very important for the writers. Referecing helps to share knowledge,there are several languages and vocabularies are associated with reading,listening and writing. As a foreign student I can research another two languages either. I can use these resources on my presentation and academic writings by the way that audience I speak,learn and see different ways. Mentioning authors’s name helps supporting the idea that highlighted by the author.’’ The point that acupuncture is benefical for chronic back pain supported by NICE guidelines is more credible than this fact supported by an acupuncture organization’’(Wright&Ferns,2010). In addition, it will be useful for other researchers who want to access the resources we use, to show these resources fully and accurately. 
Summarising 
Summarising a text is not a simple task. However, it is one of the most useful techniques for students, because it provides them with the opportunity to be successful in many areas, whether in professional life or in academic life. In order to make a successful summary, the texts must be interpreted systematically and accurately. 
Before we start summarising, we need to make sure that we understand the text correctly. Finding the basic ideas in the text and interpreting them according to ourselves is one of the basic things we need to do. After understanding the main idea of the text, it is necessary to read the text again and check whether the main ideas are listed correctly. Various strategies have been proposed for summarising. Most important one is Large-Scale Structure was introduced by van Dijk and Kintsch (1983) p. 154. This is the most direct approach to the question of how to summarize. In the model, the large-scale structure is the interaction of the propositions underlying the text with each other. 
On the other hand Hare and Borchardt (1984) p.154, summarize strategies: using inclusive concept, selecting a topic sentence from a paragraph, deleting unnecessary details, inclusive paragraph determined as finding and editing the summary. 
When the studies listed above are examined we can understand that there are different numbers of studies. Summary used in studies strategies vary in number, the subject can be viewed from a narrow or a broad angle. I think we can say that the evaluation is effective. If you notice, while summarising, you almost have to reconstruct the text you read. But don't worry! These summaries will have many positive returns for you. 
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