What is time management                                                                          Ionut dumitru

Time management is the key to success and Technik to efficient productivity such as   How did the concept of time management arise. 
Take it as time is money and it has been born in the middle ages mixed with religious concern.
· Never let procrastination root itself that’s a time robbery.
· Aim to leave yourself free to do the work you can do.
· Efficiency in your life needs to be soulless if you day is or week is cleared you are ready for action.
· You need to be clear about purpose aims and objectives at work. The situation will hen tell you what are you priorities for the terms of importance and urgency which these are not the same.
Sens of time
There is nothing I wish more that you should know and which fewer people know than the true use of value of time. Lord chesterfield 1846 book of time p44
Keeping time log 
The principal of time log or audit is to divide each day for the next week or two into fifteen to twenty minutes of interval. At the end of each hour you record how your day was and what you have done. Some people write diaries or write about their day to see how their day was spent and what has achieved.
1. You need to develop a clear understanding about what you will chose to spend your time on
2. Identify and document your goals in life 
3. Identifying the real priorities and knowing the different between urgent and non urgent 
If you want to enjoy one of the greatest gift in life Is to having enough time. To do things, to rest, to do things in life through time and to get them done at the best of your ability. Remember there is only one way to successfully manage time, take enough time to think and plan things don’t leave the problems to the last minute. Benjamin franklin 1824 time management book p81
My time
Since the day I realized what time is the rest of my days has changed I realised that life is time and you decide what to do with it and how you spend it so is like money the less time you have the harder it is. I decided to invest the time in my self   knowing my future goals in life and spend that time that I have on that mission planning my day planning my life panning my sleep. I have used sources of research such as book and media to find the best way to keep up with time in this day or era just so I can understand what is the meaning of time and how others see it. 
The planning 
Ihe who has every morning plan the transaction of the day and follows out the plan that carries a thread that will guide him thought the labyrinth of the busy life. The orderly  arrangement of his time is like a ray light who guides him through the tasks in life. Victor Hugo 1866.
It is not enough to be busy. The question is what are you busy about. Henry Thoreau. 1856 time skills book p100



Academic writing                                                                           Ionut Dumitru
[bookmark: _Int_pBR5SxgK]It handles professionalism and maintains correct grammar follows by style. Academic writing and speaking it depicts a way of authentic presentation of formalised ideas finding valuable information It follows structural language and format including body paragraphs and a conclusion. The characteristics of academic writing which together distinguish it from other forms of writing are that it is:
· Structured
· Balanced
· Precise
· Objective
· Formal
Academic writing is a professionalism writing style that it is used by academic fraternity such like schools,colleges,universitis and other research organizations. Grammatically used correct and well-polished will present ideas and concepts to the readers especially in the academic institutions. As a model of best performance of the academic on the academic individual of the person and the result of the simulation from course of study demonstrating knowledge and expertise  
· Engage in an open enquire where the answer is not known at the first sight but also where you leave yourself to multiple suggestions.
· Identify the meaning of the subject 
Examine and determine if they are related to each other.
Structured
[bookmark: _Int_51o3MnfV]All academic writing should have a clear structure. The structure will often derive from diverse types of writing for example, a report will have an introduction (including the aim or aims), a method section. the writing should be coherent with logical progression through and logical with the various parts of writing.
Balanced 
Gives two ideas of recognizing and validating each prospective and suggesting a different approach.
Precise 
Eliminate unnecessary words. Each word should be understood in its own way 
Objective
Academic writing is objective The emphasis id where the arguments and the information. It tends to use nouns and nouns phrases more than verbs also adverbs. Maintaining logical flow ensuring that ideas flow clear and precise from one to another.




Formal 
academic writing is more formal than everyday writing. It tends to use extensive words and   more complex sentences. It is more common that in English spoken language to use colloquial or informal words and expressions that go into academic writing.
Definition of academic writing 
as a professional writing style and directed to sources within the academic fraternity such as schools and colleges. Research organisations that is well polished universities keeps the professionalism and maintains the grammar produces ideas and concepts to writers also readers that those in academic institute like lectures and students there are multiple types of resource-journal artifacts, essays, research proposals.
Why is academic writing important? 
When you know the importance pf academic writing your communications skills and ides work more effectively. Academic writing is a little different giving other ways of professional presentations of formal ideas separate ways of finding results.
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What is critical thinking                                                                    Ionut Dumitru 

Meaning of critical thinkings 
Critical thinking is "thinking about thinking". It is unevaluable skill to everyday context. Approaching to process information at solving problems and leading to objective conclusions It can be split into two key areas, Logical Fallacies and Cognitive Bias.
· A cognitive bias is when someone makes bad decisions that they think that is a desirable choice. (“What is Critical Thinking? - Spaceship Earth”) 
· Critical thinking is the key to success in your life.
· Making better choices 
· Can make you and others around happier. 
· Ensures you options well taken. 
· Better relationships 
Where to use critical thinking 
there are times and places where critical thinking is required such like investing your money you must use research and news finding out more about the investment you want to do but you are not sure if in fact you can invest in something that will not be a scam and you ending up losing money.
Problem solving 
The critical analysis is that people can easily identify what is the problem and by considering various choices going ahead to find the best one.
Examples if critical thinkings 
· a doctor analysing the case of the patient deciding the order in way the patient should be treated. 
· a construction worker evaluates the best materials to use to do the best job.
· a lawyer reviews evidence and strategy to win a case or to be settled out by the court. 
· a restaurant manager reviewing and alkalizing the customer feedback forms to use the information and to train the employees for better service. 
Analytical thinking 
[bookmark: _Int_alQPXCuS]One of the major aspects of critical thinking is good analysis. This is an observational ability that allows a critical thinker to look at situations objectively and effectively, individual and processing and understanding them. This comprehension includes how you work, what that you are doing right, what they think can be done better and any potential risks.


Communication 
 Critical thinking allows you to better analyse your conversations and other ideas with when doing Essey or planning especially when working as a team with multiple people is about letting yourself out the box and allows you to comprehend and understand a mindedness to higher order.
Define critical thinking  

Thinking rationally is a purposeful process in which involves obtaining and organizing. the ability to analyse a situation or information objectively, and then process this information effectively and develop conclusions based on logic and deductive reasoning. Critical thinking allows you to think about things without being guided by personal beliefs and subjective opinions. It also allows you to more effectively observe and study situations and people, because a good critical thinker knows what information is valuable and useful for an effective analysis.
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