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Task 1 a. Time Management
“For every minute spent in organizing, an hour earned.”              
Benjamin    Franklin

Time is a resource that cannot be touched, has limited availability, cannot be stretched or expanded, quickly slips away, and once used, cannot be regained, hoarded, or retrieved for future utilization. (Kalu, 2012).
Time management is the act of arranging and preparing how much time is dedicated to different tasks or actions, in order to increase efficiency and reach objectives. 
Several methods of time management, I presented in this assessment:
1. R.A.C. method:
 RECORD all tasks you need to do.
ANALYSE the importance of every task and the time to do it.
CHANGE them in order of importance.
To avoid procrastination and wasting time on unimportant and non-urgent tasks, it can be helpful to follow the RAC method for monitoring activities. This involves prioritizing tasks based on their level of importance and urgency (Jovanov, 2016).
2. POMODORO technique:
Take a short break, every 25 minutes. After 4 Pomodoro (intervals of work) take a long break.

This video explains in detail the POMODORO technique:
POMODORO technique (Med School Insiders, 2016)
3. SALAMI method:
That is exactly what you do, with multitasks. Slice them into smaller goals and scheduled them following the sequence.
4. STEPHEN COVEY’s method:
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Two Time Management Techniques: Eisenhower Matrix & Pomodoro (2017)

Stephen Covey's quadrants are a matrix with four sections. Each of them represents a certain priority category in tasks. At the same time, each quadrant includes a set of activities that must be managed differently.
The first quadrant contains all tasks that cannot and should not be postponed in any way. 
The second quadrant corresponds to what should not be considered immediately but is of great importance.
All those superfluous activities that take place by habit could be placed in the third quadrant.
Watching TV, checking e-mail every 5 minutes, and looking on social media, could be placed in the fourth quadrant.
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Task 1 b. Similarity Score
             The Similarity Score for students is a measure of how similar their work, such as essays or assignments, is to other existing work to detect instances of plagiarism, such as previously published articles or other students' work to avoid any academic misconduct.
As seen in the screenshot below, my similarity score is 11%. In my opinion is a good score. I have got this score because I avoided plagiarism and I used paraphrasing. Paraphrasing is the act of rewording someone else's ideas or information using different words and sentence structures but retaining the same meaning. Before paraphrasing, my similarity score was 26%, but I decided to paraphrase at the time of writing this assessment so that I don't come back later. Also, I can exclude the reference list from the Turnitin Settings respectively, my similarity score will decrease.
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											Screenshot1


Task 2. SWAY
             Microsoft Sway is a versatile and powerful tool for creating engaging and interactive presentations, making it a useful addition to the Microsoft Office Suite. Sway provides an intuitive design interface that simplifies the process of creating compelling visual content.
           I create my e-portfolio with this topic in Microsoft SWAY this is my link: https://sway.office.com/20SMpFQos0OB9wPp?ref=Link
             Microsoft Sway welcome page where I chose Create New for start to create my topic like in  Screenshot 1.[image: ]
                                                                                                                              Screenshot 1

            After that I started build my topic like in Screenshot 2. In this page I can swich between Storyline and Design to see how it will look like at the end. With a small set of actions but sufficient, step by step it is obtained interesting work.
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                                                                                                                             Screenshot 2
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Description automatically generated with low confidence]              By pressing plus, you have a set of actions at your disposal, such as putting a title, entering text, image, video, audio, all of which you can reduce or increase, I showed with arrows in Screenshot 3


                                                                                                       



                                                                                                                      Screenshot 3
           At the end, after finishing the work, I can export to PDF or Word or share my link like in Screenshot 4 and 5.
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Task 3. Automatic Referencing Tool
  
Reference management software simplifies the process of managing references for academic papers, dissertations, or theses. This is achieved by generating a database of sources that are linked to your word processor, which can be used to insert citations and compile a reference list in your document (Proofed, 2018)
The tool typically prompts the user to enter information such as author name, publication date, title, and source and then generates a properly formatted reference or citation. This can save time and reduce errors, particularly for those who are unfamiliar with the citation style requirements.
EndNote, Mendeley, RefWorks, and Zotero are among the most commonly used reference software programs globally, frequently utilized by both students and researchers (Fiona Gardiner, no date).
These tools often integrate with other software programs such as Microsoft Word or Google Docs, making it easy to add citations and references to a document.

     Mendeley Reference Software
According to Mendeley (no date), their software is a powerful tool for managing references and citations in academic writing, making the research and writing process much easier and more efficient.
· It is easy to use Mendeley reference tools, using a few steps:
· Go to the Mendeley website and create an account. 
· Once you have created an account, download and install the Mendeley desktop tool.
· Now, you can import references to your Mendeley library from databases, search engines, and websites.
· Once you have imported your references, you can organize them into different folders 
· When you are writing your paper, you can use the Mendeley plug-in to insert citations. Simply click on the citation in your Mendeley library and it will be inserted into your document.
· Once you have inserted all your citations, you can use Mendeley to automatically generate a bibliography or reference list for your paper.
· You can edit and finalize your paper, making sure that all citations and references are correctly formatted.
I added four screenshots with the Mendeley referencing tool:
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                                                                              Screenshot 3	                                          Screenshot 2
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                                                                                                                                         Screenshot 4

Also, I would like to refer to this video (Top Tip Bio, 2022), as being indisputable helps in understanding and learning how to use Mendeley Reference Software.
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Task 4. Collaborative Teamwork and Professional Academic Poster

[image: Text

Description automatically generated with medium confidence] Professional Academic Poster 
 When designing a poster, it is important to keep the design simple yet elegant. A catchy title can capture the audience's interest, and the author's details should be included either at the top or bottom of the poster. Non-serif fonts are often used for light reading. The design of the poster should relate to the subject matter, using background images, unusual shapes for text boxes, flow diagrams, scans, or photos of examples to demonstrate concepts visually. We can use color to set the tone and highlight key features. It is best to use short sentences, bullet points, questions, quotes, photos, illustrations, graphs, charts, and summary tables to convey information in fewer than 500 words. We should not overcrowd the poster and leave clear spaces (Day, 2018). 

Teamwork
“Finding and keeping a good team is amongst chief executive’s most highly rated ingredients of success” (Taylor and Humphrey, 2002).  
If a group is dedicated to achieving efficiency for the common good of everyone involved, it can function as a team (Smith and Katzenbach (2003). 
When we start working on a task with a team, we typically focus on achieving the end goal. However, in order to improve our team skills, it is beneficial to take a step back and examine the process. By doing so, we can gain a better understanding of the usefulness of every aspect of teamwork. 
The way that each member of a team thinks, believes, feels, acts, desires, and is driven, all interact with each other to produce the team's dynamics, which impact both the energy levels of each individual and the team.
According to Cottrell, S. (2021, p.168), if a group is inclusive, each person is willing to make concessions regarding their personal interests, to reach the most optimal outcomes for the entire team.
It is not necessary for team members to have a personal liking or friendship with each other. Nevertheless, every individual should be able to anticipate common politeness and respect. 
Showing kindness and respect towards others is a fundamental and straightforward lesson. However, it can be necessary to remind people that demonstrating respect is crucial in all situations, especially in a professional setting.
  If each person takes responsibility for the well-being of others, promoting inclusivity becomes an easy task (Cottrell, 2021). 
[image: ]In our Team, we were 3 members. Alexei Nica, Vera Karakoleva and Me. We created a group in Microsoft Team as you can see in screenshot 1 and talked about our task.  	

	                                                             Screenshot 1
[image: ]We decided who will do what and everyone was happy with his task for this teamwork. My task was to design the poster and make it. I created it in Adobe Express (Adobe Spark). It is a great platform to create posters, flyers, social content, banners, etc. I focused on making the poster according to the accumulated information about ‘Life is a Team Sport’.  Also, we created an QR-Code for our poster.
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