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In the first week I have learnt time management  which involves the 4D strategies   which are ,decommitment  stands for ditching it  that means a dropping or turning away from a prior commitment that means  it's not very important and you have the option to not go or not do it. The second D is deferment which is to delay it  or in other word putting things off the unit . The third D  stands for downgrading  such as doing things a less standard then perfect instead of not doing it . Lastly the last D stands for delegation which involves asking others for help or telling them to do the work for you and also forgetting that it is your own responsibility  to do so .  This can reduce stress because you will have time for everything and you don't have to be worrying of submitting  your work late or forgetting or even don't worry about  not understanding it beausse this method time management can save you time it includes so many methods of how to lay out your work to look more clear and structered .This method could also balance out your  work life beasuse with this you can take breaks and have more free time to spend on yourself rather than just doing work and spending  less time on yourself. This  method can help you see  what your skills are and how you can improve them by going over your weaknesses each time .

Following weeks I have learnt  writing techniques , which is a promodo technique which is a way of taking breaks during work or writing  and this method could help you save time for relaxing, can also  take the pressure on your body and could give you time to think.  Other  methods could be taking notes and this way  taking notes can help you to remember things and when you are writing  it can be easy for you to write , and also makes you not forget any key ideas and key notes . There are 5 r's of  taking note method  which is record which is the main column as many meanful facts and ideas you have . The second r is reduce which is summarizing facts and ideas you have put down on your notes that you have taken .The third r  is  recite  which means to   read out loud what you have taken notes down and this will help you to remember them . The fourth r is to reflect which is to read  over work and think carefully about the possibilities and opinions . The last r is for review where you read over your work and then you summarize it  and look for any mistakes and if  it's making any sense.  

There are so many ways of note taking such as linear note taking which is a method  where information is recorded in a chronological or sequential order , also this method includes   headings , subheading  and key words rather than full sentences .  Another way is mind map note taking which has a topic and branches out with subtopics and details by connecting them with lines or arrows .  

The other way is the charting method, which means it uses charts to condense and organize notes , meaning that this method will help to show clearly the information and also can  lay out the information in the structured form . This  method is very popular  and it's for laying out the  pros and cons which is mostly used for this because this way it's very clear and  nicely laid out .  

Another method is the sentence method which  refers to the various ways a writer can construct and arrange sentences to create a specific effect or achieve a particular goal.These techniques include using different sentence types, varying sentence length and structure, employing active and passive voice, and incorporating transitional words and phrases. 

The last method is the outline method which is a note taking method that structures information using main topics and subtopics to organize ideas. Also with this method the text can be broken down  and the information can be broken down into columns with more clear information and with technique it can be added some information that supports the text.


Next I have learnt the procrastination technique which is understanding your mistakes and weaknesses and trying to break down large tasks into smaller tasks  that you can understand in other words is making yourselves this as manageable steps .  This method can make you see clearly what your weakness   is and how you can improve it .

 After I have learnt the cornell note  technique   which is an structure writing frame which involves an tile at the top , an cue question at the side of the paper ,an main note and key thoughts at the middle of the paper and lastly an summary at the bottom this method helps you to keep everything structured and  clear, also this way the work will be structured and well presented.

Next I have learnt referencing technique which is an practice of acknowledging  information , or summarized ideas , which suggests that  your avoiding plagiarism where you are just getting the key idea from the text  however your also putting your own   knowledge as well and your just summarising what you have read by just adding small bits from the text . 
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