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According to1

highlight ‘s importance 1 productivity, reducing stress and.forgetfuiness, and improving communication, especially in the workplace (Indeed,
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ndeed (2024), 018 nisation gkills help in managing and compleling timevbound tasks efficientiy. As a career finding organization, they

2024). Ona similar note, We orgariised our tasks by highlighting the parts we chose to do in different colors and adding our names to the gections SO
ys o not confuse O forget them gimple parts of the forms Were completed within class hours together, while longer parts which requirc researc

" were to be done in our oWl time. AS previousiy mentioned, larger sections N forms were also split amongst the two of us, instead of assigning
whole sections to make this workload less intimidating. Moreover, We connected the new tasks allocated with s_irmiar previous tasks we ha

experiences with to recognize cach other's parts casily and complete them quicker. Furthermore, We were flexible with organizing our time for

- these weekly tasks around other assignment due dates. Whenever due dates overlapped, W€ would work on more sectons of this assignment within.
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Time’ management and organisation,are deeply intercormected. you need to organize your time to Manage a1l the tasks, .arid prganize

your tasks to manage your tme. The tasks in these assignments had frequent short due dates for every part, hence Making time
management even more criiciai. As they were assigned on a weekly basis every class, the previous week's work must be completed

pefore the next class. This 1s O poth give the lecturer a chance to provide us with feedback, and to prevent the work from piling up.. We
often barely caught up to the weekly deadlines Or submitted late, which led to lower quality work and later feedback. Therefore, we set-
due dates for ourselves 1o share our parts before submission, to ensure our parts were aligned. This helps with seting schedules to -

integrate our daily lives with the tasks W€ need to complete. 1L was especially needed when & due date was set after a break such as

" class hours to prioritise other assignments in our private time. c- oy

- <

‘
.

reading week or spring break, where it becomes evell more difficult to palance academic responsﬂoihties with social life. Similarly, The = ~

University of Manchester (n.d) states that “time management involves the ability to plan and prioritise your workload”. They also _ .

highlight the importance of a balanced, adaptable, schedule of studies, work, and leisure to he able to meet deadlines (The University of v e

Manchester, n.d.).
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igsed. During the span ot this assignment, this had happened to botl

] the work tha
the group o inform them of our absence and updated each other on
; s ' teamwork means supporuns team members when they ar

\zork really shined through during the ethics form, where it was unexpecjtediy long an

ore manageable. Furthermore, we zldso decreai{:d the
indiv] i into smaller par

forms amon st us as well, two were done individually. and the other spll

mentions that teamwork helps us achieve goals by delegating tasks and workload evenly.
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S&s érzlgérgl) Sﬁf;%ezlgﬁgg;gpﬁzﬁprgi ﬁs ttilile t.raiis}fetr of mdefss?fges, whether spoken, written, etei.. from one person to another Furthermore
iohts the importance o effective communication in preventin misund di nfl; :
them respectfully when they arise Misunderstandin ] - " ih freq O ot d e and to resp
: gs are detrimental to group assignments with frequent short deadline
s such a
would lead to even more work to resolve. All team members must he on the same page as to not have duplicate work or work left Snodldﬂrfeazsist }aey

result of unclear task allocation. To tackle this issue, We shared the access of the Word files of forms we worked on together. Moreover speaking

up about what we want to do can be difficult, and even more so for what we don't want to do; however, it must be done to ensure every member is

comfortable and confident with their tasks Hence, I often took initiat ' m m
¢ and LU . 8. Hence, nitiative to speak about which parts 1 wou '
sound less intimidating and flexible as this assignment went on. Finally, as the assignment Waspmostiy e do, with o'~ attempts {0

completed in pairs, large group
d their ideas respectfully without
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[ confirm that I have not used any Al tools 1n the research and creation of this

Assignment. I confirm that I have not presented any Al generated materials as my own
Work. I confirm I have copies of my drafts, notes, and other resources I used, which I
May be asked to provide in evidence.
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