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TIME MANAGEMENT, ORGANISING AND ACADEMIC WRITING

One of the reasons I’m part of University of Wales Trinity Saint David London is that I want to changes my future. I want to have and give to my family good future. Now me and my husband have own business. We opened Fast food restaurant in King’s Lynn.
That’s why I chose to study CERTHE Skills for the Workplace because this course will help to
my family business to develop and will also help to me and my family how to manage it.
For my report I decided to write about Time Management, Organising study and Academic
writing.
Time Management is part of my life. I do my Time management everyday because I’m a
mother, wife and women. It is very important for me to have time for everything and
everyone. I always have plan for the day but sometimes the plan is changing.
Time Management is the process of organizing and planning how to divide your time between different activities.
The key to time management has 5 tips. These are:
1. Set reminders for all your tasks – the key to time management success is to know your deadlines and set reminders ( setting a reminder 15 minutes before a meeting or event )
2. Create a daily planner – make a list of the tasks that you need to accomplish that day and note in upcoming meetings or deadlines as you become a were of them. As you complete your list, make sure to tick off the tasks you have completed. I make my list always on the phone because my phone is always with me. I’m not use note book because I always forget at home.
3. Give each task a time limit – on your daily list of things to do, pen in how much time
you think each task will take you.
4. Block out distractions – first and foremost, turn off your email notification. Make
sure you minimize non-work distractions such as your phone, social media of your
favourite online store.
5. Establish routine – create a routine that makes the most sense for your routine, you
won’t be able to procrastinate.
The Time Management has 7 skills:
1. Planning is a fundamental component of time-management since it helps you
identify and plan your daily tasks. Planning also includes creating work plans to meet
deadline.
2. Prioritisation is part of the planning process. It involves assessing each of your tasks
to determine their importance.
3. Maintaining boundaries – learning to say no is a challenging skill to develop because
your time is your most precious resource.
4. Organisation – being well – organised makes it easier to find documentation when
you need it.
5. Communication – strong communication skills refer to verbal and written
communication.
6. Stress management – taking regular breaks, exercising and meditating can help you
relax and focus.
7. Self – discipline – good time – management requires self – discipline.
I still use Time – Management and I will continue to use it every day not only for my
personal time and for my family business. Good Time – Management, good job done. This is
my motto.
My second choice for my report is Organising study. Organising study is a chart or schedule that allows you to block out time needed each day for well-defined leaking activities, goals and routine daily tasks. Organising is important because being organized makes everything else easier. It help you get to work faster without wasting time looking for stuff.
Good organization give me the opportunity to be able to do my job by looking at them from the most important to those that are not so important to finish.
Being organised is key to establishing a productive study schedule and staying on top of the increasing workload.
Here are top five tips of Organising study:
1. Create a study timeline will help you to effectively spread out your revision over the weeks. Most importantly is planning your approach in advance will bring some much-needed structure.
2. Prioritise important tasks is an excellent way to ensure you dedicate the majority of your time to the most important tasks. You can using a priority matrix to assist you in re-organising your tasks and prioritising those that are both urgent and important.
3. Set time limits – structure study sessions by organising them into 30 minute blocks; break up your study sessions with short 5-10 minute breaks.
4. Set specific goals – make sure to consider what it is that you aim to accomplish by the end; create a to-do list and notice all of the tasks that require your attention; setting yourself short-term goals can help to reduce procrastination and increase your motivation to get working.
5. Peak energy period – my peak energy period is in the evening. I don’t know why maybe because then I had done all the tasks for the day. At the time obviously my muse is comming.
My last choice is Academic writing. 
Academic writing is clear, concise, focussed structured and backed up by evidence. It has a formal tone and style, but it is not complex and does not require the use of long sestinas and complicated vocabulary.
Academic writing is:
· Planned and focused : answers the question and demonstrates an understanding of the subject.
· Structured : is coherent, written in a logical order and brings together related points and material.
· Evidenced : demonstrates knowledge of the subject area, supports opinions and arguments with evidence and is referenced accurately.
· Formal in tone and style : uses appropriate language and tenses and is clear, concise  and balanced.
The four main types of academic writing are:
· Descriptive – it’s purpose is to provide facts or information.
· Analytical writing includes descriptive writing, but also requires you to re-organise the facts and information you describe into categories, groups, parts types or relation ships.
· Persuasive writing has all the features of analytical writing the addition of your own point of view.
· Critical writing is common for research, post graduate and advanced undergraduate writing.
Steps of the writing process: 
1) Select an interesting topic.
2) Do research and record sources information
3) Formulate a strong thesis statement that you will argue.
4) Plan your essay and make a basic outline.
5) Write the first draft of your essay.
6) Revise your first draft and improve the content, logic and the flow.
7) Edit and proofread your final draft to ensure that your essay is flawless.
When I do my Academic writing I always follow these steps. It’s much easier for me and I always make a plan. 
I use Time management, Organising study and Academic writing at home, at work when I have to go somewhere , on holiday with my family or for my course now. We live in a world of technology but I still use pen and paper. I’m not write nothing on my phone without my shopping list. He is always on my phone because my phone is always with me.
The reason to chose this three topics is because I have some experience. For the first time  when I started to use Time management, Organising study and Academic writing was in school and I still use them nothing that I graduated from a long time ago. As a person with some experience I would like to say  that succeed you must first believe in yourself. To believe in your self is the key to achieving your goals. 













MODELS
  
· TIME MANAGEMENT

	DAYS /
TIME
	MONDAY
04.04.22.
	TUESDAY
05.04.22.
	WEDNESDAY
06.04.22.
	THURSDAY
07.04.22
	FRIDAY
08.04.22
	SATURDAY
09.04.22
	SUNDAY
10.04.22.

	8a.m.
	MORNIG
RIUTINE
	MORNIG
RIUTINE
	MORNIG
RIUTINE
	MORNIG
RIUTINE
	MORNIG
RIUTINE
	MORNIG
RIUTINE
	MORNIG
RIUTINE

	9a.m.
	HOUSE WORK
	SHOPPING
	HOUSE WORK
	SHOPPING
	HOUSE WORK
	COURSE
	COURSE

	10a.m.
	GIM
	GIM
	GIM
	GIM
	GIM
	COURSE
	COURSE

	11a.m.
	WORK
	WORK
	WORK
	WORK
	WORK
	COURSE
	COURSE

	12a.m.
	WORK
	WORK
	WORK
	WORK
	WORK
	COURSE
	COURSE

	1p.m.
	WORK
	WORK
	WORK
	WORK
	WORK
	COURSE
	COURSE

	2p.m.
	WORK
	WORK
	WORK
	WORK
	WORK
	RELAX
	RELAX

	3p.m.
	WORK
	WORK
	WORK
	WORK
	WORK
	SHOPPING
	FAMILY
TIME

	4p.m.
	RELAX
	RELAX
	RELAX
	RELAX
	RELAX
	FAMILY
TIME
	FAMILY
TIME

	5p.m.
	MAKING
DINNER
	MAKING
DINNER
	MAKING
DINNER
	MAKING
DINNER
	MAKING
DINNER
	FAMILY
TIME
	FAMILY
TIME

	6p.m.
	DINNER
TIME
	DINNER
TIME
	DINNER
TIME
	DINNER
TIME
	DINNER
TIME
	DINNER
TIME
	DINNER
TIME

	7p.m.
	CLEANING THE KITCHEN
	CLEANING THE KITCHEN
	CLEANING THE KITCHEN
	CLEANING THE KITCHEN
	CLEANING THE KITCHEN
	MOVIE
TIME
	RELAX

	8p.m.
	STUDY
	STUDY
	STUDY
	STUDY
	STUDY
	MOVIE
TIME
	STUDY

	9p.m.
	STUDY
	STUDY
	STUDY
	STUDY
	STUDY
	RELAX
	STUDY

	10p.m.
	STUDY
	STUDY
	STUDY
	STUDY
	STUDY
	RELAX
	STUDY









· ORGANISING STUDY

	DAYS/
TIME
(p.m.)
	MONDAY
04.04.2022
	TUESDAY
05.04.2022
	WEDNESDAY
06.04.2022
	THURSDAY
07.04.2022
	FRIDAY
08.04.2022
	SATURDAY
09.04.2022
	SUNDAY
10.04.2022

	8 - 8:45
	ACADEMIC AND EMPLOBILITY SKILLS
	ACADEMIC AND EMPLOBILITY SKILLS
	ACADEMIC AND EMPLOBILITY SKILLS
	DIGITAL SKILLS AND RESEACH
METHODS
	DIGITAL SKILLS AND RESEACH
METHODS
	NO
	DIGITAL SKILLS AND RESEACH
METHODS

	8:45 - 9
	BREAK
	BREAK
	BREAK
	BREAK
	BREAK
	STUDY
	BREAK

	9 -10:30
	ACADEMIC AND EMPLOBILITY SKILLS
	ACADEMIC AND EMPLOBILITY SKILLS
	ACADEMIC AND EMPLOBILITY SKILLS
	DIGITAL SKILLS AND RESEACH
METHODS
	DIGITAL SKILLS AND RESEACH
METHODS
	(RELAX)
	DIGITAL SKILLS AND RESEACH
METHODS




· ACADEMIC WRITING
TOPIC




READ AND 
RESEARCH




PLAN





STRAT YOUR WRITING




REVIEW AND
EDIT
 



REFERENCES:
· https:// www.michaelpage.com
· https:// www.utep.edu
· https:// www.kidshealth.org
· https:// www.library.leeds.ac.uk
· https:// www.sydney.edu.au




