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1.0 Introduction

This report will be about the different types of essentials skills in work and study . It will
explain how to manage time and how to use it effectively in your life. It will describe the
different techniques and ways of improving your time management skills and why it is
important to have these skills. It will also show what is technology for assessment and where
it is commonly used. It will explain what is refworks and the mains functions it has. It will
explain in what areas of work or study it is essential technology.

2.0 ESSENTIALS ..........

2.1 Time management

2

%me management is a sorting of choice making used by individuals to set up, preserve, and
adjust their time to changing circumstances. This means time management, as it is in
general represent in the literatfe, contain three parts: arrange, protecting, and modify time. (
éeon B,Faber A, Panaccio A, Does time management work? A meta-analysis,2021)

Time management is the action of deliberately planning and manage time spent on single
tasks to grow efficiency. You may be familiar with setting target date, writing to-do lists, and
giving yourself small rewards for accomplishing certain activities. (Coursera,2023,
Professional Development)

Time management will help me in the future by keeping everything in order and scheduled
propetly. It will also help me have everything to know what, when, where has to be done and
that | can identify anything that could cause problem and take longer time to get it done.

2.2 Technology for assessment
0
Technology is becoming an essential part of many Testing and assessment practices in vari-

ous contexts for e.g. educational and workplace, innovating ways in which data are col-
lected, analysed, and explained..( APA Member ServicesDate ,2021)

Internet is a very special program which is getting very liked each day. The cause for this to
happen is the progress in lechnoﬁgy and its ability to get linked to everything. This feature of
getting linked has given different opportunities and a huge range of expansion. The fact that
technolc&r in many fields has changed through the generations. ( S. Balaji, Karan Na-
thani & R. Santhakumar loT Technology, Applications and Challenges: A Contemporary Sur-
vey,2019)




Technology will help me to make things easier and to find it quickly as possible.it will also
keep my work order and more manageable. This will help me by to link my work within
different areas.

3.0 Reflection

| have changed my writing by paraphrasing the words that have been highlighted | did this so
that my work will not get plagiarism and that my work will not get a bottom mark or failing the
class, educational interruption, or dismissal from the university.

I have simplified the sentences to make it easier for the reader to understand it, | did this to
make it easier for all the different types of audience that would like to read my work.

I have checked my work couple of types to correct all my errors. This has improved my
writing skills and understand the meaning of the exact work and the meaning of plagiarism.

209861592  5/07/23, 15:48 30%

This shows how much | had at first try doing the submission.




4.0 Automatic referencing tool

ProQuest
B RefWorks

ProQuest's RefWorks is an online tool for managing citations and bibliographies. References
may be stored, organised, and formatted in user-created databases. RefWorks' main functions
include the ability to import references from multiple sources, the creation of folders for
reference organisation, the generation of citations and bibliographies in a variety of formats,
and the ability to collaborate with other users (Meise, 2022). RefWorks can sync with many
other word processors, and it also stores your citations in the cloud so you can retrieve them

from any computer.
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EndNote is a piece of reference management software produced by Clarivate Analytics that
has both a desktop programme and a web-based counterpart named EndNote Online.
References may be saved and sorted, citations can be added to papers, and bibliographies
can be made in a variety of formats. With EndNote, user may import citations from many

sources and it can be synced with your tavourite word editor. It also includes tools for

collaborating with others and managing PDF files.
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In ACS publications, you may cite references in text in three ways:
1. By superscript numbers, which appear outside the punctuation if the citation applies to a whole
sentence or clause.

Oscillation in the reaction of benzaldehyde with oxygen was reported preulcusl-,'.|
2. By italic numbers in parentheses on the line of text and inside the punctuation.

The mineralization of TCE by a pure culture of a methane-oxidizing organism was reported [6).
3. By author name and year of publication in parentheses inside the punctuation (known as author-
™ date).

The primary structure of this enzyme has also been determined (Finnegan et al., 2004).
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" date).
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5.0 CONCLUSION

In conclusion this work has shown that the internet is very special program. That the technology is
becoming essential in many parts of the work of study spectrum. It explains what time management
is. It explains what is reworks and demonstrates the mains uses of it. It also show the e-portfolio that
I have created. The images show what is on each of pages.
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means time management, as it 15 in general represent in the iterature, contain three parts: arrange, protecting, and medify ime. { Aeon B Faber
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Time management is the action of deliberately planning and manage time spent on single tasks 1o grow efficiency. You may be familiar with
setting target date, writing to-do lsts, and giving yourself small rewards for accomplishing certain activities. (Coursera 2023

Professional Development)

Technology for assessment

Technology is becoming an essential part of many Testing and assessment practices in various contexts for .. educational and workplace
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Internet is a very special program which s getting very liked each day. The cause for thes to happen is the progress in technology and its abil

get linked to everything. This feature of getting linked has given different opportunities and 2 huge range of expansson. The fact that technology

many fields has changed through the generations. [ S. Balaji, Karan Nathani & R. Santhakumar | s A

Conternparary Survey, 2018)

Reflectiony A

Reflection

| have changed my writing by paraphrasing the words that have been highhghted | did this so that my work will not get plagiarism and that my work will not get a
bottom mark or failing the class, educational interruption, or dismissal from the university.

| have simplified the sentences to make it easier for the reader to understand it, | did this to make it easier for all the different types of audience that would like to
read my work.

| have chacked my work couple of types to corect all my errors. This has improved my wiiting skills and unders

meaning of plagiarism

and (he meaning of the exact work and the
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