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Introduction to the Report:
In this report I will be writing about the module we have been learning about and how I will personally be using the skills I am learning about and how I will apply them into my work life, as well as how I will be adding on my own skills into my work life as. I will be talking about 4 out of 10 topics that we have learned about in this module and they are the once that I have learned the most out of and that will help me the most in the feature. 
I do feel good about this module as I think it will be useful for a feature in a hospital as I do want to become a nurse and most of these topics cover communicating part of the job as you do need to be speaking with people in an official mater as well as being able to write a document and reply to emails in a proper way. I feel like this module helped me realise how to write properly and how I should communicate with people in the work environment as it is different from the way you would communicate with your friends as an example. 
I did personally find this module quite difficult at first but with time I read over it more and more and it helped me understand it even more and I managed to learn more from it, and it especially helped me when it came down to writing essays or documents as one of the main topics is academic writing.
Time Management and Organized Studies - What have I learned?
What I have learned in this specific topic from my module is what takes time, how I should manage it and learn what exactly waists my time and how to prevent that. The definition of time managing is the ability to use your time efficiently, specifically when it comes down to work and education. We also found out that most of the reason that take up the most time during the day is usually FAMILY, EDUCATION, NORMAL HUMAN NEEDS (eating, hygiene etc.). 
One thing that it is important that I have learned in this lesson is also how to properly formulate a timetable and to manage your time the proper way, which acquires to write down all the task you must do for the week and write them down in a planer in such a manner that you have enough time for work and your own personal life and like that everything is balanced. 
We also made a list in which we wrote down all the way and things you might need to plan your time one of them is to formulate a timetable for a certain amount of time and put down all your tasks, another great way is to get a planer in which you can write down all your tasks for the day, week, month, etc. And one last way to just get a diary to write down anything you need and might want to do during the certain period you want. 
In this lesson I also have learned the basic time management principles which are to direct you affords appropriately, which means to things that are mor important also to direct your effort to more efficient tasks that means concentrate on tasks that require a lot of time and energy and finally to reduce your time waste as much as possible. 
Your natural body clock is also something we have learned during that lesson in which we should use our peak hours for the hardest tasks as that allows us to work and make better things and decisions. 
Time Management and Organized Studies (1. Importance, 2. Relevance, 3. Significance:
1. The effective use of time management can have an enormous positive effect on your work and life in general. When you learn how to manage toy time properly you improve the ability of getting things down on time, make better decisions and the ability to do your key daily tasks.
2. The relevance of time management its greater than some people might think. A lot of people why work in big companies manage their time with timetables and complex schedules which helps them with not missing any deadlines, meetings and important appointments which could be easy to miss if not careful. It also helps in making your job faster which is quite relevant in most big companies.
3. Time management its quite significant when it comes to specific roles in some jobs, for example team leaders, managers, or business owners, this is a fatal skill that any of those job roles requires as they are once who control a large group of staff members and are responsible for making timetables and organizing everyone's work hours, if they do not have this skill, they would be ineffective, unproductive, and most unorganized. Most of those roles require that you manage your personal and work life well, so you do not fall behind.  
Academic Writing - What have I learned? 
In this lesson we mainly learned grammar rules that would help in constructing an academic essay by using a few different topics that were added in this lesson under the name of Academic Writing.
One of the topics that were included was Understanding clause structure, we learned how one clause is constructed what it contains, and we also had to learn how to analyse it as there is different types of clauses.  A clause contains mainly a Verb and a Subject that is classified as a basic clause and its easiest to analyse, but a clause can also contain (transitive/intransitive, compliment, adverbal) which make up for a more complicated sentence build. 
Another one of the main topics that we have learned is sentence structure, a sentence should always contain a least one clause which at its minimum should be made up of a verb and an object. There are four different types of sentences (simple, compound, complex, complex compound). There are also four sentences problems that are (short sentences, overlong sentences, Run-on sentences, sentence fragments). 
We also learned about paragraph structure and how we should analyse and construct one paragraph, a paragraph is a group of sentences that represent the same topic, all of them together they explain one of the main ideas about the specific topic mentioned and all the sentences in that paragraph will always relate to the same idea. Each paragraph will discuss a different topic or differing idea. We analyse a paragraph by identifying the topic, what the main idea of this topic might be and what helps explain the idea of the main topic. 
We learned what an academic essay actual is – an academic essay is a formal piece of written English that addresses a specific topic and idea and produces, through reading research, a response which indicates to the matter that the students understand the specific question. An academic essay answers a question by developing an argument abound the specific topic, you will later on support that topic by providing evidence on the matter, and the person writing it is also expected to write down what they think about that topic by also adding evidence to support that idea ( you can get evidence to use by reading around for that specific topic, YOU CANT WRITE THE ESSAY UNLESS YOU HAVE RESEARCHED OR READ ABOUT THAT TOPIC). It is quite important that you plan your essay prior to writing it as it would be easier to formulate later (planning- INTRODUCTION, MAIN BODY, CONCLUSION). And it is always important to brainstorm your ideas before you write them down as like that you know and learn what you are writing about. And at the end of every essay when it has all done a person should always proofread it as there could be mistakes and something that they could have missed and could essentially be added back into the essay. 
Linkers is the last thing that we learned from that topic Linkers is the ways you can link words and parses together, they are usually used when you want to add ideas together, contrast them or show the reason for the specific idea you are writing about. Linking words/phrases can also be used to add ideas together, contrast them or show the reason for something.
Academic Writing (1. Importance, 2. Relevance, 3. Significance):
1. The importance of academic writing its major as most official documents, emails, and written letter its written and analysed in an academic way as that shows more respect and its more acceptable. Most documents that are written in an academic way are usually strongly analysed and made appropriate for the reader. Once you learn how to analyse anything, you end up having a skill that stays with you for life. Academic writing also teaches you to be professional even if you are sat Infront of people or reading out your speech to a group of people. To make a good essay you should master the skills of researching for good sources to include inside of it, and always be sure to add a conclusion to your essay. 
2. Academic writing serves as conversation device for conveying obtained know-how in a precise subject of study. It consequently points a serious tone and is frequently demonstrative of specific theories and statistics associated to a given argument. Academic writing is studied to decorate studying improvement or for use in assessing route comprehension.
3. The significance of academic writing is large as almost every job will require you to write and speak in proper English as its respectful and needed. As well of the fact that English is the most spoken language around the world and that makes it the most significant language around the world and it helps students, workers, tourists, and anyone who needs it. 
Public Speaking and giving presentations – What have I learned?
What I learned about giving out presentations is that they are an important way of putting out information to a small or big group of people and be able to receive immediate feedback, as they can ask questions in the specific moments and share their opinions which is important.
It is important when you give a presentation to engage with the group of people you are presenting it to and to also speak loud and clear as like that it would be easier for them to understand, you also should make sure your presentation is in order and makes since as like that it will be easier to present, and people will understand the point you are trying to give out
What I have learned about public speaking is that usually is to a larger group of people and it involves an important topic that would most likely affect that group in one way or another, like that that group can also be asking questions about what concerns them. 
In such situations it is important that you know exactly what you are talking about and to have done as much research as possible and to have made a list about what exactly you would like to mention, speaking loud and clear as well in a well-prepared order is a must as there will be a lot of people who will be trying to understand you.
Public Speaking and giving presentations (1. Importance, 2. Relevance, 3. Significance):
1. Effective verbal exchange competencies are a treasured lifestyles skill, which will assist you in your similarly training and in your future careers. Here are our pinnacle motives why public speak to me guides can do nothing however properly to assist you on your trip to success. Here is the significance of presentation skills, Presentations are an exceptional way to contribute to your English language mastering experience. They allow you to exercise all language areas (such as vocabulary, phonology, and grammar) and abilities (speaking, reading, writing, and listening). But most of all, they construct your self-assurance in public speaking. You can do it! Unsurprisingly, public speak to me training might also make you sense nervous! Statistic Brain located a whopping 74% of humans experience nervous speaking in the front of others. Speaking in the front of a class, in a language which is no longer your first native level, can be difficult. Yet, do no longer fret; we are right here to provide you the exercise and assist you need. You can attempt our public speak to me lessons out in a protected and encouraging surroundings for the duration of our Time to Shine.
2. Over the years, public talking in conversation has performed a fundamental function in education, government, and business. Words have the electricity to inform, persuade, educate, and even entertain. And the spoken phrase can be even greater effective than the written phrase in the palms of the proper speaker.
Whether you are a small commercial enterprise owner, or a student, you may gain from enhancing your public talking skills. Some advantages to talking in public include:
· improves self-self-belief
· better lookup skills
·  stronger deductive skills
·  ability to suggest for causes
3. Public speaking and presentations are really significant as they can change the opinion of people and help them see staff from your point of view and the opposite as well as you will always get immediate feedback. They are also significant as this is how the leading faces in a business or any job give out new information to their staff members so they can do their job much better. 

Conclusion of the Report:
In this report I hoped to show what I have learned and how that might help me in the feature as I do want to become a nurse. I did learn a lot of things that i was thinking that I knew but found out I didn’t and it surprised me a lot. I will be able to give much better presentations and I will be able to write better essays. I also learned how to formulate my words better and how to put them in better order so like that my listeners and readers can understand what I am talking about. 
References: 
I used the power points from the lessons and what I have personally learned and I wanted to report on that. 



