
This essay aims to see how time management impacts my university life, professional development and personal life. I will make an introduction using my favourite technique ‘Eisenhower quadrant’.
[image: ]'Important activities have an outcome that leads a person achieving his or her own goals' and, 'Urgent activities demand immediate attention and are usually associated with achieving someone else's goals' (lecture material). The (UWTSD library) Modern Machine Shop journal, Wayne & Chenski 1928 Gardner publications article teaches how to tactfully utilise my time where we can delegate tasks and stress we are there for support if need be. The statement ‘Not important but urgent, urgent but not important prevent you from achieving your goal’ I would say it’s safe to say this is a generality and should be seen as valuable advice in most cases. When I look at how the quadrant is dissected to the most basic elements (image below from Forbes Eisenhower-matrix/), I can gain a very comprehensive understanding it helps being more decisive about my day.
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Before joining this course I had a lot of tasks -between the lower left quadrant high importance, low urgency and the lower right quadrant low importance, low urgency. After reading extensively on this I understand if we can leave time for the unseen not urgent tasks or even the unseen urgent tasks we would be far better equipped. Tackling the most time-consuming tasks with low urgency could free up time for tasks that bring maximum benefit or immediate results or peace of mind for future planning. As I delete more on the lower left quadrant, I can come up with newer decisions on the top left, moving up the quadrant, I can simultaneously delete tasks in one quadrant to add more tasks in the same, enabling me to add or make newer decisions.  My greatest challenge was collating notes and reading existing class notes, If I tackle the non-urgent but life-affirming tasks like eating well and appearance, I become freer with my time. Of course, I could eat anything yet tasks such as eating well, appearance, and self-care are integral to how we perceive ourselves through how others see us. Therefore I have learnt productivity and quality of life/ work go hand in hand. In the online academic handbook www.google.co.uk/books/edition/Time_Management/eTikPZ8SAAEC?hl=en&gbpv=1 2005 publication by Harvard Business School from page 10 it gives 3 examples of how urgent tasks take up our because we are compelled (we will lose out if we don’t) in certain situations such as when the accountancy department has lost the receipts’ now we must get copies or not get reimbursement at the time.
I would like to conclude that as a beginner of formally learning time management my priorities are to keep things simple to put tasks into categories and blocks.  On page 21 in the publication Harvard business essentials: time management; increase your personal productivity and effectiveness ISBN 1-59139-633-6, we are given 3 excellent meters to look at prioritization. I believe the changes are happening slowly and incrementally and I can see myself benefit from the methods studied on the course and further reading. 
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Importance of Academic writing, its definition and why it’s important? 
 
Academic is defined as ‘to describe things that relate to the work done in schools, colleges, and universities, especially work which involves studying and reasoning’ (Collins Dictionary). In academic writing, we move beyond opinions and bias, through investigation and evidence. To achieve a higher quality of academic writing we must use better models of reasoning, one such model is Bloom's Taxonomy.  
[image: ]
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The ncbi journal explains that ‘knowledge’ is the first step to our cognitive learning ability. Knowledge is a superficial learning where there is simply a ‘retention... of discrete pieces of information like facts, definitions or methodology’. 
Comprehension is a basic method to test knowledge. Can they paraphrase, see classifications, groups or similarities, can they spot categories?  It is progression because ‘learners begin to incorporate knowledge into their existing cognitive schemas by which they understand the world’   Application leads to analysis, in this process learning objectives are being met through ‘Distinguishing between fact and opinion and identifying the claims upon which an argument is built require analysis’. 'During synthesis, you will be creating new knowledge out of old. Synthesis is not focusing on one idea...using other ideas to compare and contrast'. https://engineering.rowan.edu/_docs/civilenvironmental/blooms-taxonomy.pdf (page1) ‘evaluation’ hopes to bring a higher level of understanding, bringing out new ideas and concepts. The University of Toronto resources (https://teaching.utoronto.ca/resources/active-verbs-for-blooms-revised-taxonomy/) outlines the definition of ‘evaluation’ (Adapted from: L.W. Anderson and D.R. Krathwohl (2001), A taxonomy of learning, teaching, and assessing (Boston: Allyn and Bacon) interprets evaluation to multiple active verbs as ‘design, formulate, invent, create, compose, generate, develop, agree, appraise, assess, award, choose, compare, conclude, criteria, criticize, deduct, defend, determine, disprove, estimate, evaluate, explain, influence, justify, mark, measure, perceive, prioritize, rate, recommend, rule on, select, support, value’.  All this requires higher cognitive ability, because originality of thought must be present in a good evaluation or learning is just anecdotal and superficial. Blooms taxonomy is a comprehensive method for creating the building blocks to academic writing for academic writing is insufficient without critical thinking.  
 
The benefits of academic writing are many. Course material emphasises the key points to why 'academic writing' is vital (https://uowtsd-my.sharepoint.com/:w:/r/personal/2234570_student_uwtsd_ac_uk/_layouts/15/Doc.aspx?sourcedoc=%7B65938447-68C3-47F7-81E0-FF52348E72AF%7D&file=Importance%20of%20Academic%20writing) It states it is integral to 'Academic and Professional Growth' enabling the following; 'academic and professional success', and 'highly valued in educational settings', making us able in 'publishing research articles, securing grants, and presenting at conferences activities' instrumental 'for advancing one’s academic career'.  
 One merit of academic writing is to persuade readers to 'see your point of view as worthy of consideration', 'even if they don't agree with you. (Succesful Academic Writing, Anneliese Singh & Lauren Laukkarila, Guildford Publications 2017) These are essential ingredients for developing an inquiring mind over the long term. In psychology, it's called 'schema building'. 'Schema is a mental structure to help us understand how things work. It has to do with how we organize knowledge as we take in new information, we connect it to other things we know, believe, or have experienced. And those connections form a sort of structure in the brain'. (https://www.edweek.org/teaching-learning/opinion-what-is-schema-how-do-we-help-students-build-it/2019) 

Critical thinking
The assignment requires for us to delve into ‘Why critical thinking is important and how it enhances the quality of work?’ I will attend to the key components of critical thinking to answer this. Stella Cottril is a leading academic and author. Stella’s YouTube interview with Bloomsbury Academic titled ‘ Thinking and learning critical thinking with Stella Cottril’ begins with a clear explanation into the opposite achievement to of critical thinking.  I have condensed her points into a comprehensive table for anyone beginning to understand the benefits of critical thinking (this applies to academia and all areas of life.
 [image: ]  .

The class lecture places emphasis on quality critical thinking, it explains that surface level fact and evidence fishing is quite different to actual in depth critical analysis. Below is a class slideshow pointing the comprehensive differences
[image: ]
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The assignment demands we look at sources from 2017 onwards that is in the last 7 years, but I have chosen to include a quote from a Palgrave 2005 book ‘Study skills critical thinking’ 1st edition because the quote beautifully explains the concept built upon in all her latter books, critical thinking involves 'identifying correctly when we need to gain more information?' and 'Selecting effectively the right type and level of information for the purpose'. This is reinforced in ‘Blooms taxonomy’, below is a diagram illustrating stages that can be applied to look for and apply information with scrutiny.




[image: ]

The most basic form of critical thinking is to take knowledge and comprehend it competently using paraphrasing etc, then we progress to initiating the critical thinking process where we can apply ‘ learned material in new and concrete situations’ or ‘demonstrate the accurate use of a concept or theory in a different context.’ The University of Toronto goes into great detail to define what it means to evaluate (https://teaching.utoronto.ca/resources/active-verbs-for-blooms-revised-taxonomy/); ‘design, formulate, invent, create, compose, generate, develop, agree, appraise, assess, award, choose, compare, conclude, criteria, criticize, deduct, defend, determine, disprove, estimate, evaluate, explain, influence, justify, mark, measure, perceive, rule on, select, support, value’. Finally a well thought evaluation leads to synthesise new ideas from old, and the purpose of critical thinking is not to just grasp pre-existing ideas but to synthesise these ideas and innovate or re-establish them. 
 
This takes us back to Cottril’s points, ‘on how to gain and select information?’ David A Hunter in his book A Practical Guide to Critical Thinking: Deciding What to Do and Believe, 2009,(ISBN: 9781118583081) on page 220 expresses ‘Do not personalise reasons’, he tells us that how ‘Reasons and evidence are universal’ so to make them personal is  a superflous effort and a dichotomy to logic. Hunter tells us if we can’t answer the following ‘a - what evidence do you have? b- what are your reasons? c - why do you believe that? Our enquiry becomes insufficient and ties back to Stella’s writing to ‘identify’ when we need ‘more information?’ Hunter argues those questions are the fundemental points to critical thinking and if we can’t answer it we have formed a bias in our opinion which Hunter calls ‘to personalise’. If we can get passed the confines our our own biases (as given an example of in the table top of the page), we can ‘to develop a sound line of reasoning’ that is ‘objective’. ‘Hunter’ in ‘Practical Guide to Critical Thinking (page 220)’ tells us how to get there, by asking the following ‘what evidence is there? b- what reasons are there to believe that? c- why should we believe in that?
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Cited from: (https:/www.ncbi.nm.nih.gov/pmc/articles/PMC4511057/)
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FIGURE 2. Interrelated Stages of Bioom's Taxonomy
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Ditferences between Descriptive and
Critical Thinking

« Highlight the differences between descriptive and critical thinking:
+ Descriptve Thinking:
+ Focuses on presenting facts.
« Typically acks analyss or evaluation
+ Provides a surface-level understanding.
+ Criial Thinking:
+ Involves deep analyss and evalustion.
+ Leads to informed decisions and insights.
+ Encourages a comprehensive understanding.
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Source:
https://www2.uwe.ac.uk/services/Marketing/students/New%20Student
$%202019%20entry%20onwards/FBL/September%202019/BloomforB
usinessstudents.pdf
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* A priorities involve your critical goals. They are tasks with high

value and are of primary concern.

* B priorities involve enabling goals—activities that indirectly
support your critical goals. These are tasks with medium value
and a high degree of urgency.

* C priorities include both urgent and nonurgent tasks with little
value.
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