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            Introduction  

this course has been fabulous we have learned many important and desirable things for our future.

They have been a very dynamic class and full of valuable information and I will continue to explain the knowledge that I have acquired and that for my personal opinion were as important as they were; Time management / Organising study, CV writing and public speaking and giving presentations 

























Time management / Organising study
Time management is is a tool that helps you control and plan your time and to perform specific tasks efficiently. Good time management helps you reduce wasted time, achieve your goals faster and have a much more organized life, which can be translated as a minimization of stress, helping you to focus on the truly important goals.
Prior to the start of the course, I did not have a strong knowledge, this is one of the reasons why I enjoyed the class, as I felt I was developing this skill. For example, before this course, I had a particular difficulty with organisation, which led to a struggle in managing my social and working life. This was greatly improved following the start of the course, as I learnt the tools and skills needed to overcome this. This has allowed me to focus my initial time on the tasks I deem as most important, allowing me to maximise the time I have available to me. One example of a tool, was learning how to effectively prioritise the tasks I have in the upcoming weeks. 
An effective method I have learnt and used to effectively prioritise is to create ´To-do-lists´, in which I will rank all my daily or weekly tasks, before ranking them in terms of importance. This then allows for me to order and plan my day, placing tasks in a time frame. Furthermore, I also learnt of the importance of allowing time for other activities and breaks within this time frame, to ensure my energy levels and focus did not drop and am therefore able to reduce any time wasted on tasks. In addition to this, In our discussion we found it essential to return to unfinished tasks, even if the predetermined time limit has been exceeded. I therefore incorporated this into my method.
Following a day of these tasks, I leant from the course to reflect and self-assess the success and efficiency of these lists. To do this I used the SWOT (Strength, weakness, opportunities, threat) technique. This would involve me looking back over the lists and which tasks I completed, looking for what I had done well (strength), this will have allowed me to gain more free time than I would have planned for (opportunity). In addition to the positives, I would also identify areas where I did not reach my expectations or felt I had wasted time, perhaps as I spent too much time on my phone (weakness). Consequently, I would have lost time, and tasks would have passed onto a second day, highlighting the need to improve the organisational side of my management. 
As a result of this management technique, as well as diaries and action logs, I found that, the extra time I had in the day had dramatically increased, while the amount of tasks to complete dropped. 


                                                              CV writing 
CV is one of the most important skills, if not the most important, when looking for a better job because it is a fundamental tool in the search to achieve your goals both personally but especially work.

To develop the topic of how to write a CV properly, first and foremost, we must have the term curriculum vitae absolutely clear in our head. 

“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process”(Morgan, 1997: 339)

Therefore, writing a CV is like creating your personal brand to attract the attention of the company in which you are interested in being part of, you are probably the best prepared person and with the greatest knowledge and skills for the job but if you cannot capture the Employer attention will likely go unnoticed.

   To write a CV correctly we must take into account different factors or sections to achieve the objective set, I would divide them into 5 main aspects to take into account that using it properly will result in a competitive and professional CV which will give more opportunities to get a better job. These 5 sections are: appearance, knowledge, skills, attributes and other things.

Appearance: this is one of the most important aspects to take into account when writing a CV. As we all already know, CV is an official document, therefore the appearance and way of organizing your CV is extremely important, therefore we must take this factor into account so as not to make mistakes.

CV being an official document must have a professional appearance that denotes seriousness and organization, this will speak very well of you and the person you are.

Try not to fall into the most common errors such as the over-animation of your CV or putting a lot of color on it, it is okay to try to attract attention but when you put a lot of color or decorate your CV that leaves you not too serious, remember the important thing in The CV is the information you provide and above all how you organize it. 


Knowledge: this is one of the pillars of a good CV, expressing in an organized and effective way the knowledge that you have managed to obtain in your life either through academic study or personal study is a fundamental factor to write a CV in a professional way .
This should be a few first sections in your CV after your personal data such as, name, email, telephone number, address etc ..., this will help you to capture the attention of the company in which you are interested, because they They are looking for people with strong knowledge and who are capable of developing their work efficiently.
 The proper way to organize your knowledge would be by naming your academic qualifications starting with the most recent one up to the first one you have achieved. For this, you must clearly write the title of the qualification followed by the date on which you achieved it and the qualification obtained.

The skills obtained should be your next section, in this section we will include your best skills or the skills that you think would be good for the job you are applying for, here we will also include what would be our work experience in detail including all skills learned during the time we were working on this job.
 
As in the knowledge section, here we will also organize it from the most frequent skill or experience obtained to the oldest. In our work experience we must include the date (month and year) of the job that we developed during that period of time and a brief description of what we did at work.
The attributes are basically the responsibilities that you have taken during your work experience. In this section, it should explain and show a great knowledge of the responsibilities acquired.
In the section on other things, it is a section a little more personal where we will talk about ourselves as a staff, for example, our personal tastes, hobbies, concerns and dreams, this will give the company a broader vision of how you are as a person and why both as a worker. 



                                            Public speaking and giving presentations
This has been one of the classes that I have enjoyed the most since I work for the public, therefore each information given in that class has been of great help to me for personal and professional development.

It is the ability to express yourself clearly and without problems in front of several people, this is a very important aspect both in your personal and work life. In class I have learned certain patterns that are quite useful to develop my ability to speak in public fluently and to capture the attention of the audience at that moment, such as:

opening; Basically they are the first moments in your exhibition and they are the most important, in this part of our speech is where we will capture the public's attention and we will give them a notion of those that we are going to develop next.
speaking; This is where we are going to develop more broadly what we want to explain or the information we want to give to our audience. One of the most important aspects in our presentation is to speak naturally and with confidence, for this it is very important to practice before and be very clear about the information you want to provide. It is also very important to keep your speech fluent and forget about breathing pauses and thus also give the public time to digest the information.
Another very important aspect for a public presentation is the body message, try to make yourself look relaxed and with natural expressions, it is very important to maintain eye contact with the public in order to capture their attention and that they stay focused on what you are saying. Something that can help you a lot is to make a few small notes so you don't lose the thread of the presentation and thus be able to speak in a more natural way.
Another important aspect is the behavior, it is important that you show some enthusiasm and joy when speaking but do not overreact because the public will notice it.
To help you in this aspect, it is very good to involve the public in your speech that feels part of the performance, we can achieve this by using humor but without overdoing it.
And to finish the conclusion part is also important in this part we will make a small summary about the most important information to be clear if people understood what you wanted to say in this part you can also open a question section so that they can ask you any questions that the audience has.




                                                          Conclusion
This course has been of great help to my future both work and personal, it has offered me a great variety of knowledge that I did not possess and that by being able to practice them will help me exponentially in my future.

I have enjoyed each class because I feel that in each one of them I am receiving truly valuable information that helped me to maintain the interest and desire to attend each of the classes.

I'm still trying to introduce this knowledge into my daily routine, which is not being very difficult for me because it is not easy to build new habits, but the most important thing is that now I have the knowledge and I am aware of what I truly fail and what it does to me. it is necessary to grow as a person and as a worker. So I can only say thank you for sharing that valuable knowledge with us.
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