Name : Venetia  Marguerita Bembridge Francis 2108963 University uwtsd birmingham 7/12/2021 teacher b.pathak  ) )  TASK  2.     TIME MANAGEMENT SKILL teach me to be focus on task at a time minimise distraction keep a task list my do and don't taking control of your time  planning  delegation and your goal time management help a person becomes more productive and efficient.                            PRESENTATION SKILL if  you are going to deliver a presentation skill you need to be focus confident show everything from the design of the slide the tone of your voice focus on the audience.                  NOTE TAKING I utilise note taking to keep track of what I have learn in a particular course if you take note it help you to remember what you have learned to maximise my time in class I can take notes and evaluate them later and it better for me it help me to understand more what the teacher say  (( the feed back help me to be confident when I am doing a presentation and note taking help me a lot I can always go back over them and that help me remember and catch up with my work Good time management helps you work smarter ensuring you get more productive work done in less time.        4D TIME MANAGEMENT    DO.    DELAY.    DROP.    DELEGATE                                                                        DO :this just mean  taking in action immediately if task is urgent and important do it before deadline   DELAY : By delaying work that not needed right  away by putting off important  task.                             DROP: certain unimportant task what is not important to do get rid of email that is of no use to the work that you are. Doing.                                                                                                                                       DELEGATE: Most tasks should be delegate or outsourced properly depending on the task and the level of the employed    WHAT  IS TIME MANAGEMENT time management skills are essential for our daily life time is a crucial factor for a person  managing time is vital for a person for a smooth career (Rivera, 2019) I can learn time management helps a person become more productive and efficient                                                                                                                        CRAAP.                        CURRENCY can be more import in some  other  field  like those in the humanities but having current information is usually recommended considering currency is important thought so you are not using information that has been supplanted with new   better ideals and research.    RELEVANCE all of the sources you use in a project  should be relevant to your topic while you may not find the perfect source that exactly captures all of your idea the sources you should be related in some way if you are researching the space x program an article about founder Elon musk’s recent divorce is not relevant to your task.  AUTHORITY: Let us know that someone with expertise or experience in the topic is sharing their knowledge remember though that authority is contextual having a pH.d .in astronomy would not give some one authority to write about the impact of music therapy on children  who have autism the expertise of experience need to be relevant to the topic .  ACCURACY determining the accuracy of a source ensures that you are using information that is supported and free from errors   PURPOSE source may be written to entertain inform persuade or some other purpose understanding the purpose help us to see if there are any biases of underlying motives that may affect the way the information is presented.                 BY SARAH BLAKESLEE Of  THE UNIVERSITY OF CALIFORNIA AT CHICO MERIAN LIBRARY       
