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1.0 Introduction
What Is Time Management and How Can It Help You?
In order to work more efficiently, time management is the method of planning out your available time and regulating how much time you spend on certain activities. Some people find it easier to manage their time than others, but everyone may improve their time management abilities by developing routines. Your work and well-being may suffer as a result of poor time management, which may result in:Creating substandard work, Deadlines not met,Stress levels rising,Work-life balance is being ruined,Reputational damage.
What is reflection ?
A process of analysing and assessing oneself, our viewpoints, qualities, experiences, and actions / interactions is known as reflection. It assists us in gaining understanding and determining how to proceed.
What exactly is summarising?
To generate a summary of a text or other materials, summarising or summarisation is used. It's a shortened text, movie, or article that communicates the most significant information for the creator of that material, is written "in your own words," and specifies the information "someone should focus on" when studying that content.
Summarization must produce a description of the most essential aspects found in the original source, including the major subject, main points, and key concepts.
What is Paraphrasing?
Substituting a few words or rearranging phrases is not the same as paraphrasing. Consider what the original writer was attempting to communicate and, if possible, construct an entirely new statement. Use a short direct quotation if there is a core phrase well stated by the original writer (see below). The reader may see what you think about the original material or how it fits into your work by paraphrasing it. Making a long para from a source and only putting a reference citation at the conclusion is academically improper.

2.0 Time Management
Have you ever wondered why some individuals appear to have enough time to achieve whatever they want, while others seem to race from task to activity and never manage to do anything?
It can't be that some individuals have less work than others. It's much more probable that they're making better use of their time, or that they have superior time management abilities.
The capacity to spend your time wisely and efficiently is known as time management. You may also think of it as the skill of having enough time to do all of your tasks without feeling rushed. It appears easy, but it is far more difficult in practise. This article outlines some of the fundamentals of effective time management.
Because few, if any, of us have enough time to complete everything that is required of us or that we desire, time management skills are crucial.
Time management is described as the ability to use your time effectively and efficiently. But what if you're working as efficiently as possible but still can't get everything done? Working effectively and prioritising your time is a better way to think about time management.
People who are good at time management, in other words, are good at getting things done. They are, however, better at prioritising and determining what truly has to be accomplished and then dismissing the rest.
They are capable of doing so because they recognise the distinction between urgent and significant.
'Urgent' duties require your immediate attention, but whether or not you actually devote it to them is debatable.
'Important' tasks are important, and failing to do them might result in significant consequences for you or others.
For instance:
It is critical to answer the phone. If you don't, the caller will hang up, and you won't know why they called—which might be crucial information. It might also be an automated voice informing you that you may be entitled to compensation if you were mis-sold insurance. That is irrelevant.
Regular dental visits are essential (or so we're taught). If you don't, you risk developing gum disease and other issues. However, it is not urgent. However, if you wait too long, you may get tooth pain, making it necessary to act quickly.
Picking up your children from school is both necessary and essential. They'll be waiting in the playground or the classroom for you if you don't arrive on time. Others, such as teachers who are waiting with your children for you, may be inconvenienced as well.
It is neither essential nor vital to read humorous emails or check Facebook. So, why is it the first thing you do every morning? To help you recognise and avoid other items that may distract you from completing your urgent and critical duties.
3.0 Reflection
Reflection is a method of gaining insight into your professional practise by critically thinking about any aspect of it. The knowledge gained and lessons acquired may be used to keep good practise going, as well as lead to new advancements and improvements for both the professional and their clients.
Various people learn in different ways, and while one person may benefit from dwelling on a great outcome, another may benefit from focusing on a difficult scenario. It is critical that you reflect in the method that best suits you in order to get the most benefits.
Writing is commonly used for reflection, maybe because it helps us to dig deeper into our thoughts and develop them more methodically. It can, however, take the shape of a discussion with a 'critical friend,' instructor, or mentor.
Reflection tries to go beyond merely stating what happened. It aspires to be intellectual, analytical, and deliberate.
Be honest, even if it's tough or painful, be reasonable and detached (although if it frequently deals with feelings and emotions, we strive to look at them objectively); tie experiences to larger settings, other views, and theoretical frameworks
People's thoughts usually fall into one of three categories:
particular occurrences, such as a class activity or task, lengthier processes, such as a project, assignment, course, or progress over a semester or year; crucial moments, such as anything that had a substantial (good or bad) influence on the person.
While there are many various types of reflection, it is crucial to recognise that certain activities that are closely related to reflection are not reflective in themselves. Talking, meeting with your team, meeting with a supervisor, or writing about your day are not always reflective activities, but they may become reflective if you use them to analyse your practise and produce insights.
When you reflect on your academic or professional activity in this way, you may become more aware of your own personal views, expectations, and prejudices. This self-awareness should aid you in completing your studies more successfully, since it makes you aware of the assumptions you may make unconsciously or blindly as a result of your worldview.
4.0 Summarising
Summarising assists for quick comprehension and comprehension of the subject.
Summarising helps you understand a lesson's organisational structure and combine the learning of the important themes at school. It allows you to concentrate on the parts of an assigned text that are important to know and remember.
One of the most difficult tactics for pupils to grasp is summarisation.
Time, models, and plenty of practise are all necessary for learning to summarise.
It is critical to be proficient in the art of summarisation in today's work culture because it can save time, money, and energy. In practically every professional context, summarised versions of material are used.
Education experts have produced a huge range of summarization approaches over time. All approaches have three major features in common:
The selection: identify and retain key concepts from the original source.
Remove any extraneous information from the text/resource.
The substitution: reiterate the original text's phrases.
In order to find relevant sentences, several automatic summarization algorithms employ whole text. When the whole text is unavailable, some systems rely on abstracts, key phrases, or other summary-like formats.
Some automatic summarising algorithms provide grammatically perfect summaries, while others generate fragments of the original texts with a few additional phrases to assist express the key themes. Some automatic summarization systems utilise a language model to capture the meaning of sentences and a grammatical model to verify that they are syntactically accurate, hybrid techniques combining both language models and grammar models are also available.
Summarization systems are classified according to whether they extract or abstract information from entire texts to create their summaries. Extraction-based summarizers discover a group of key phrases that are most important to the document's topic, whereas abstraction-based summarizers extract sentences that are indicative of some selected piece of the whole text.
A summarising system's efficiency is determined by various aspects, including the kind of text, the summary method employed, and the user's preferences.
Summarization techniques, on the other hand, have been found to be efficient in decreasing the quantity of material that readers must read in order to grasp the essential ideas of a document.
5.0 Paraphrasing
To avoid replicating an original source directly, paraphrasing is a crucial communication method, especially in research articles. However, understanding how to paraphrase takes some experience, so we've outlined what you need to know below, beginning with a basic definition.
We've all seen programmes or heard news reports that we wanted to share with others. What happened, how it happened, and why it happened may have been conveyed to our friends, family, or coworkers. We used our own words to describe the plot, the main characters, the events, and key elements. This is known as paraphrase, which is when you use your own words to convey someone else's message or thoughts. The original source's ideas and meaning must be preserved in a paraphrase, the key points must be conveyed, but the phrasing must be your own.
Make better word choices.
Sometimes you just want to recreate the original content in your own words—perhaps to match your own writing style, or just because you prefer your own word choices. In any event, paraphrase allows you to use your own words or phrases while keeping the message's fundamental meaning intact.
Change the subject.
If you appreciate the original passage's wording but wish to move the subject to something different, paraphrasing can help.
Do not plagiarise.
Plagiarism is when you rewrite someone else's text without changing the wording. You must at least say it in your own words or quote it directly if you want to repeat a sentiment or mention another person's study, but overusing quotes can also be problematic.
Use quotations sparingly.
When the author says it best themselves, quotations are fantastic, but when you use too many, you're effectively duplicating someone else's work. To make a piece of writing your own, vary between paraphrase and direct quotes if you're frequently referring other people's work.
Avoid using offensive language.
A straight quote's phrasing may not always suit what you're writing. A mechanical error, such as a partial quote with the incorrect subject-verb agreement or gender pronoun, is frequently the cause.
It might also be inappropriate or out-of-date wording. For instance, the famous (yet outdated) saying "a good guy is hard to find" can be modernised to "a good partner is hard to find."
Make long quotes shorter.
Finally, paraphrase can help you compress a big, verbose quote into something more digestible. Some authors are paid by the word, but if you're producing anything that needs to be brief, you can paraphrase their original material more effectively.
6.0 Conclusion
Effective time management skills may benefit both your business and your personal life. You enhance your capacity to get things done, make better judgments, and most importantly, get total control of your primary priorities when you learn to manage your time on a regular basis.
Reflection is frequently viewed as a cycle that may be completed once or repeated when a set of goals or activities is developed as a consequence of the first cycle.
Summarising is the process of collecting material from a lengthier chapter, theory, or write-up and condensing it into a smaller version that includes all of the original version's facts and important ideas.
Replacing another author's original material with your own words is known as paraphrasing. In essence, it is a fresh piece of writing having the same meaning as an existing piece of literature, rather than a straight quote.
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