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Time management.

The purpose of time management is to expand productivity and effectiveness in a workplace. A variation of techniques and skills need to be used for managing time when you have a timeline for tasks, goals and projects. Time management is important reason being you may lose customers due to taking longer than needed completing your tasks at work. Depending on where you work you may have customers coming in at the appointment times you have provided them, not being ready to adhere to those times you may get bad reviews and have customers leaving your workplace. This is not good for advertising your workplace, people will see reviews and you will not get recommended to friends and family if you’re business is running slow.

Time management can help you achieve substantial results in a small period, giving you more time to think things through which also helps you to focus better. It helps you to maximise your strengths and plan your day thoroughly.

List of most important time management skills.
· Prioritising 
· Delegation
· Decision making
· Goal setting
· Avoid multitasking
· Problem solving
· Strategic thinking
· Scheduling
· Managing appointments
· Record keeping
· Meeting deadlines
· Self-awareness
· Stress management and coping
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My experience with time management.

I have had experiences with time management when I was working in a restaurant also while I was doing nails and bridal makeup. Working in a restaurant taught me to avoid multi-tasking as I was giving people their food and without finishing with that table, I would take orders from another table. This made me take more time with finishing the order for the first table their food would get cold and I would get complaints for the wait.
Working as a makeup artist it was crucial to make sure I get done on time because I would be doing the bridesmaids makeup and then the brides, I only had a certain amount of time to finish them off or they would be late for their own wedding. A lot of the times I would have the mother of the bride asking for me to do her makeup also even though this was not planned before hand, I would have to let them know it would not be possible as I had to keep it within my time schedule.
Doing nails, I had to make sure I had enough time to be able to make my work look perfect, I always took my time preparing the nails, filling and painting the nails as it had to be to a high standard to get recommended to others. This took a lot of time as I had to look into every little detail and had to make sure I was working within my time schedule so I can fit in my other customers for the day.
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Public speaking and giving presentations.

Public speaking is the task of being able to communicate before a large audience, like in university, the workplace or even in your personal life. It is good for reaching out to more people at once and takes less time than talking to each person individually. When it comes to public speaking most people are nervous and get anxiety but that is one of the things they need to work on before they do their speech. As being nervous may ruin their whole speech and people will not take them seriously. Being confident makes you stand out whether it is at a job interview or a lawyer in a court room being confident helps you put your point across and look like a better leader when speaking publicly. Public speaking is also needed for when you open your own business, talking to your employees who needs to do what, when and how if you are not able to do this your employees will not take you seriously.


Skills needed for public speaking:
· Plan appropriately
· Practice
· Engage with your audience
· Pay attention to body language
· Think positively
· Cope with nerves
· Confidence
· Passion
· Be yourself
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Delivering presentations is informing people, teaching, inspiring or even introducing new ideas to your audience, this consists of slides, word documents etc. Making a good presentation is formed by working with the audience’s point of view for example, if it is a more mature and professional audience you make your presentation stand out to their standards. If it is a younger audience for example kids in a primary school that you are trying to teach you would make the presentation more vibrant, more fun maybe add some pictures to keep them interested. You need to keep them connected with what you are presenting you must try and relate to the audiences as much as you can.

· Practice
· Adjust to your surroundings
· Interpret the mind of the listeners
· Make sure visuals match well with what you are presenting
· Think about the message you want to send
· Always ask if anyone has a question at the end or after each slide
· Make good eye contact
· Speak clearly 
· Make sure you give all the information needed to express what you are talking about

My experience with public speaking and presenting
My first time presenting was in university, we had to make presentations on academic skills. The way I prepared for it was by making sure I got to know my lecturer and class colleagues so I can be comfortable presenting to them as I have bad anxiety. I made sure that I had my camera on during lessons so it was not weird for me when people looked at me during presentation, I made sure I communicated with my colleagues on a regular basis so I would not stress too much when presenting. I made sure I answered all questions at the end of my slides and gave people time to take in what it says and what I mean.
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Online learning experience
Online learning is education that takes place over the internet, in the comfort of your own home or wherever you may be without having to go to campus. People have to take online courses due to pandemics, other problems or simply because they work and do not have time to come into college or university. Students watch teachers present slide shows through their computers during lessons and they talk them through each slide, it includes video call, audio, being able to share your work by sharing your screen and even messaging in the class group chat whilst you are learning if you are having any trouble or questions. Online learning is more flexible, it is better for everyone’s schedule as they have the luxury of learning on their phone, laptop computer or even a tablet wherever they are at the time.

Skills needed for online learning:
· Basic technical skills
· Reading and writing skills
· Motivation
· Independence
· Effective and appropriate communication skills
· Effective time management skills, as you need to make sure you are not doing anything else while online learning
· Make connections with lecturer and students
· Make the most of online discussions
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My experience with online learning.
My experience with online learning has been fun and interesting, the fact that we are able to do all the work we were expected to do on campus, online is spectacular. The amount of work it took to get everything ready for online classes and have lecturers learn the new ways of teaching is astonishing. Although in my opinion online learning is harder than on campus, there is the technical problems, getting signed out of teams for no reason during lesson, the video call freezing as the teacher is talking. There is more distractions around you during online lessons, you have more going on around you and it makes it a bit hard to focus at times whereas if we were to go to campus to do our classes we would only have the board and the teacher to look at and listen to. Another thing that makes it a bit harder is the fact that we do not get our online classes recorded so we can look back at what we may have missed due to technical difficulties. There have been people not able to attend class because their internet did not work or not be able to turn in their work on time and get less grades because their laptop broke down and that is one of the biggest downsides to online learning. I would definitely prefer going to campus to online learning as I would be able to interact with my colleagues more and with my lecturer making me more comfortable to ask more questions in class and talk openly when presenting.
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Conclusion
I have come to the conclusion that I have improved on my time management skills during this academic and employability course, I have made sure I have enough time for my lessons and have no distractions. Have given myself enough time to do my assignments, look through them and edit my mistakes, I made at least 2 drafts for each assignment before I turned it and had other people read them through first. I always make sure I come into online classes early and prepare myself for learning I give myself time to make sure there is no sounds in the background or people walking around me.
My public speaking and presenting skills have also improved during this course I have learnt how to share my screen with others to present my work, I learnt how to talk to my colleagues in a way that they would understand what I am trying to present to them. I have improved on my public speaking as I have had anxiety talking to even 1 person on a video call at the end of this course I was able to speak to a whole class without being nervous. This helps me by getting me ready to be a manager for when I open my own business, I will have people coming in for job interviews and employees that I will need to tell how to do their work and in my opinion if I was not able to do this in online class I knew I would not be able to do it in a place of work or management.
Online learning has taught me that no matter where you are and no matter what is going on you always have a way to learn, there is people with two jobs or little kids sitting in front of their laptops able to participate in the online learning experience. Whereas if we were to learn on campus it would be much harder for people to come in on time or find someone to take care of their child for each lesson that they have. For one it seems like a luxury to be able to be in your bedroom staring at a laptop for hours but on the other hand I think everyone would be more motivated on campus as there is nothing there to distract you, no phones, no laptops, no social media just the lecturer and the work you are told to do.
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