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Element 1

What is good time management?
(and how do we achieve it?)
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As usual, I have sat here for the best part of a week worrying about my to-do list. There is work to be completed, did I reply to that email? What activities do the children have this week? And does my oldest have the correct ingredients for cooking? That’s without general housework and work commitments. The more worried I become, the less productive I feel like being and with that arrives the frustration towards myself for lack of productivity. However, like many others I find myself racing around in the final hour in an attempt to ‘be organised’. And personally, it just isn’t working for myself or my family. And I’ve been left wondering, what is good time management? And how can I be more productive with my time?

The phrase, ‘there aren’t enough hours in the day,’ is frequently used in all facets of life. Mothers, employees, students, teachers. We all find ourselves trying to beat the clock whilst completing our daily tasks and commitments. Whether it is work, home or school, life is complex, and our responsibilities increase with age, but it’s important to remember you’re not alone and support is available. a vast amount of our population struggles to effectively manage their time.
An employee study by acuitytraining.co.uk found, ‘Less than 1 in 5 people,’ of the 500 employees they interviewed, ‘have a proper time management system.’ Richardson.B. (2022) www.acuitytraining.co.uk. Further to this, they continue to reveal, ‘Over 20% (21%) feel that their work is either never under control or only under control 1 day per week.’ Richardson.B. (2022) www.acuitytraining.co.uk. These numbers are relatively high for such a small workforce; however, I believe studies in larger organisations wouldn’t differ greatly due to the overwhelming challenges people face personally and professionally every day.
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However, our ability, or lack of to manage our time effectively, doesn’t necessarily stem from a poor work/life balance or having our plates too full. Sometimes we are the product of our own downfall at the hands of procrastination. ‘Procrastination is the act of delaying something that must be done, often because it is unpleasant or boring’. Cambridge Dictionary (2023). 
Procrastination is detrimental to good time management as it further distracts our already overwhelmed state. 
So how do we avoid procrastination?
· Set yourself realistic goals- Making the task too big can be overwhelming and off putting. By making the goals smaller, they appear more manageable.
· Timetable- If you are an individual who responds to visual cues, a clear, well managed timetable is a productive method to assist in good time management. It promotes organisation which is effective in calming the feeling of overwhelm.
· Location, location, location- It isn’t always about the workload, sometimes it is down to your working environment. Procrastination is tempting in a familiar environment as the urge of distraction is too much. For example, there’s that boxset you’d like to finish, or TikTok’s to scroll through. It is important to be aware of these potential distractions and have a plan in place to avoid them.


So how can we avoid procrastination?

· Set realistic and small goals - Set yourself a timer, aim to complete 20 minutes without being distracted. Once you are into the flow of things you may find yourself want to continue with the task.
· Create a plan - Utilising your time can be the most productive way to avoid distractions, especially for visual learners. Having a clear, visual timetable can be less overwhelming and allow time to complete your asks and have the much desired ‘down time’.
· Assess your procrastination - Is it scrolling through TikTok’s to avoid the housework? Or finishing that boxset instead of completing your studies? Being aware of your problem areas is an opportunity to eliminate the issue. If being at home is problematic, maybe a library visit would be more productive? Or, if you find yourself scrolling the internet instead of working, then perhaps utilising your phones, ‘do not disturb’ feature during study time would be beneficial to you. Being aware of your behaviours and addressing them is a productive way of learning to manage your time effectively.
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Ultimately, I believe it is down to the individual and their circumstances whether good time management is achievable. It is about having the discipline and desire to self-evaluate and make changes. Although there are many factors that can contribute to a person not having the ability to do these things, so it cannot always be a ‘blame game’ where time management is concerned. We must remember to take our time, plan, and priorities our tasks.

Can you commit to these changes? Start today. Decide on your action plan, hit ‘do not disturb’ and tackle your to do list!
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‘Critical thinking has been'identified as

a crucial general skill contributing to
academic and career success in the
twenty-first century. With the
inereasing demands of the modern
workplace and a global trend of
accountability in higher education,
educators and employers pay great
attention to the development of
students’ eritical thinking skills

throughout their training’ (Studiesin

HE (R080, Vol 45. ‘Thinking critically
about critical thinking”).

People who are critical thinkers can
analyze facts objectively to make an
informed decision. Bernard Marr
states, ‘Critical thinking isn't about
being constantly negative or critical of
everything. It's about objectivity and
having an open, inquisitive mind. To
think critically is to analyse issues
based on hard evidence (as opposed to
personal opinions, biases, ete.) to build
a thorough understanding of
what's really going on. And from this
place of thorough understanding, you
can make better decisions and solve
problems more effectively.’ Mare

* Observe ~ Critical thinkers can look at
facts objectively to be able to question
$heir validity or original origin.

* Analyze - The abilify to gather,
interpret & acknowledge factual
information before spreading
misinformation.

* Inference - Reach logical conclusions
based on the data, and facts observed.

+ Communicate - Be able to share
correct, and accurate information
based on the research conducted by a
critical thinker.

* Problem Solving - Critical thinkers are
often excellent problem solvers as they

question facts and sources. (Birt, J
(R023), How to How to improve critical
thinking skills in 6 steps. Indeed.com).

Can you develop your own critical thought process? Ennis believes, ‘Although some sceptics question if critical thinking can be explicitly
taught (e.g,, Willingham, 2008), many have argued that appropriate instruction can strengthen individuals’ critical thinking disposition
and sharpen their critical thinking skills. Two mgjor models of critical thinking instruction exist: separation (teaching critical thinking
directly as a course) and infusion (embedding critical thinking as part of & content course)’(Ennis, 1989). I believe we can train
ourselves to be more aware of our fact checking skills to develop our ability to think critically. If we are reading an online source, it is our
responsibility to check the sources validity and any facts and dates that can be found. Making a conscious effort to do this will allow us to
be more accountable for what we share online and in person.
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