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[image: ]THE ULTIMATE GUIDE TO MANAGING YOUR TIME

What is time management? “Time management is how you plan, organise, and do your tasks and activities in a smart way.” – Clayton (2023). Before anything finding a way that works for you to help you keep good time management is most important. What works for someone else might not work for you. I’m sat here, writing a blog on time management and in reality, I’ve left this to the last minute! So for me, I would consider my time management skills as poor.

The sole purpose of time management is to find or create a routine that benefits your needs to help you use your time wisely and boost your productivity. Once you have a routine in place you are more likely to stay on top or ahead of your work and meet your deadline. – Netex (2021).

My lesson learnt from this is that leaving my work to the last minute is definitely not going to help anything, in fact I’m more stressed and frustrated with myself for putting it off. So, finding myself a routine that works around my schedule is at the top of my list. 

How can we practice good time management? To help practice good time management dividing up your work tasks and prioritising on importance will help keep a steady working pace in good time. When you know what works for you to help you manage your time you will manage your time more effectively and become more productive. – (Mind Tools, 2023) 

Staying open minded and positive about reaching your end goal is just as important as putting the time and effort in. – Mind Tools (2023) 

Dweck (2023) Once said “Your view of yourself can determine everything. If you believe that your qualities are unchangeable — the fixed mindset — you will want to prove yourself correct over and over rather than learning from your mistakes.” 

Staying motivated and positive on something I’m finding difficult is a real struggle for me! I’ll always find something else to do just to avoid what I should be getting done. But hopefully if you’re anything like me – a procrastinator – some of this information may help. Knowing where you are spending most of your time is important to help you understand what you need to avoid doing. This will help you change any habits you can see are stopping you from reaching your potential. For me, my phone is my biggest reason for my procrastination. As soon as I see a notification pop up, before I know it, I’ve stopped what I’m doing to check it. Keeping my phone is a separate room to me when I’ve set aside a few hours to do my uni work has been the best solution for me. This helps me to stay focused on my work and helps me to avoid any non-work-related distractions. Also, setting reasonable time limits and “batch processing” has helped me to stay focused and keep a positive mindset towards my studies. Giving myself a three-hour time limit every other day has helped me to keep a steady pace and not made me feel overwhelmed and like I’ve fallen behind on my work.“Batch processing” for example, “Grouping similar tasks so you can work on them together. Group them by objective or function.” Has been useful to help me use my time wisely and stay positive throughout. –Slack (2021)

Another big factor in my own journey of keeping good time management is having my own work area. Having a calming and quiet environment to work in with minimal distractions works wonders. I find that keeping my space tidy and organised encourages me to work and helps me stay calm and positive. A quote from (Indeed Editorial Team, 2023) that reads “You can also take the time to organise your virtual space, such as sorting emails or clearing your desktop, to encourage a better workflow.” Has encouraged me to sort through my laptop and bin any old documents that I’m no longer in need of and are taking up storage. 

Why is good time management important? Learning how to manage your time properly offers many benefits. According to Coguric (2023) “When you understand why time management skills are important, you gain the motivation to stop sitting around and pursue your goals.” 

Good time management has many benefits, some of these according to Nagy (2023) include:
 
1. “It creates more balance in our lives.
2. It significantly reduces stress levels.
3. It creates more time for spontaneity.
4. It limits distractions and makes us more focused.
5. It urges us to take better care of ourselves.
6. It makes us work smarter and do a better job. 
7. It helps us beat procrastination.
8. It gives us a sense of achievement and greater confidence.
9. It helps us discover what’s really important in our lives.
10. It gives us increased energy.”

Ensuring that you practice good time management is important as it will not only allow you to provide your work to a better quality, but also help you to avoid any work-related stress or anxiety. 

[image: ]I am someone who gets extremely overwhelmed with the smallest of tasks. I have found that categorising my work into importance has helped me to put all my focus on one task at a time so I can get it done and submitted on time.
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There are many ways to become a better critical thinker. One key skill that will help to improve your critical thinking is asking questions. Asking questions will help to gather more information and increase your curiosity. Becoming an active listener and ensuring you are taking in other thoughts and opinions though they may be different is key to development as this will help you form away from any bias thoughts. –TSCFM (2023).
KEY STEPS TO CRITICAL THINKING.
· “Open-mindedness
· Respecting evidence and reasoning
· Being able to consider different perspectives and points of view.
· Not being stuck in one position
· Skepticism
· Clarity and precision.”
· Wooll (2022).



TSCFM (2023)
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CRITICAL THINKING, WHAT IS IT?


“Critical thinking is the ability to effectively analyse information and form a judgement.” -     
Ryan (2022).









WHY IS IT IMPORTANT?

The importance of critical thinking is to ensure all perspectives are taken into consideration to exclude the risk of unfairness. The process of critical thinking is assessing your options and finding the best outcome that works for you.

According to Munodawafa (2023) “Critical thinking skills enable individuals to think creatively, solve problems quickly and efficiently, and make informed decisions that can have a positive impact on their team and their company.” 
HOW TO DEMONSTRATE GOOD CRITICAL THINKING SKILLS.

According to Martins (2023) “There are 7 steps to demonstrate good critical thinking in the workplace. These steps are: 

· Identify the problem.
· Research.
· Determine date relevance. 
· Ask questions. 
· Identify best solution. 
· Present your solution. 
· Analyse your decision.”
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