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Element 1 – Essay
Time Management 
The motivation for this essay is to find what is the best way to control the time management. Time management is a very important process in any development. Time management is a process of consciously planning and controlling time spent on specific tasks to increase efficiency. It’s an action that will help you to be more productive, will increase chances of advancement at your work and will give you more opportunities to achieve your personal and career goals. 
We live in a fast-paced society. We have fast foods, fast tools to help us reduce the time of the process. Our phones and computers have fast system. Our entire life is on fast mood. Our inability to wait lead to frustration and frustration leads to disappointments and this is going to procrastination and the chain can be bigger and bigger. Time management is one tool that can help us be effective and reduce stress. 
Well planning of the study time was an essential part of online learning during the Covid-19 pandemic. That period was exceptionally challenging for students to manage they time for study, being at home and having the comfort and a lot of things that can be a distraction from the important tasks (Er, Erkan 2022). Around us we have distractions that are hard to ignore. Those can be visual and imaginary which can disturb the focus from work and this will impact the productivity. According to research by the University of California, is taking 23 minutes and 15 seconds to regain focus on work after being distracted (Time Champ, June 2024). The common distraction tools are social media and email overload. It’s very easy to get distracted when we hear the phone buzzing. When we open it is like a never-ending loop. The information is coming so quick that we scroll for more and more without being aware of the time spend on that. More activity that can distract us are meetings, that can be too long and deviate from the topic. Noise, multitasking, cluttered space can be things that easily make us lose focus. 
One of the most dangerous distraction is procrastination. Procrastination is the act of delaying tasks until the last minute or past deadline. Sometimes procrastination is confusing with laziness, but they are two different concepts. It’s possible to procrastinate even if you aren’t lazy (Solving Procrastination, 2024). Also, procrastination have very strong links to depression, anxiety and poor impulse control. Procrastination can have major impact on our life and also on our health.
Time management Is very import and requires active decisions. Finding a perfect strategy for time management depends on your personality, ability to self-motivate and self-discipline. The benefits of implement a strategy for time management will give you more free time. By allocated the specific time for completing tasks will result in having better results and more free time. When you manage the time well you will make better decisions. You will have more time to balance the decision and to choose what is benefiting you. Meditation can help with procrastination. Meditation enhances focus and the capacity to remain concentrated on what is important and resist tempting distractions (Linkedin, June 2023). If you have an organised work space and environment, your services can be improved. Your productivity will raise; therefore, you promote rate will be higher. 
In order for you to deliver an excellent time management you have to plan your tasks very carefully; you can use digital tools like calendar apps or other organized tools. You have to avoid multitasking, is best to focus on one task at the time, like this your service will have brilliant outcome. The biggest enemy for productivity is procrastination, therefore, you have to avoid having the things that distract you around your work space, is best if you break your work in segments and give sufficient time to complete each of them. 
You can keep a journal of your daily activity and this way you can see the time when you are more productive and where are the times when you need to pay more attention on. 
Time management is a critical skill for anyone who wants to be successful in business (J, Frostick March 2023). You can maximize your productivity and make the best in your job or business if you manage your time wisely.  Time is an integral part of who we are. When you take time to reflect, to think and to balance your projects, your work or the different situation is life, you will find out that your final decision is wiser and they will bring benefits to your life. Oliver Bureman in his book ‘Four Thousand weeks, Time management for mortals’ experience an important lesson: the more you try to conquer your time, the more frustrated, stresses and empty you feel (O, Bureman 2021).
A conclusion: ‘Now is our moment to rethink. And if we do, time might just save us.’ (J, Odell 2023).
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The Importance of Microsoft Excel for Student Study
Microsoft Excel is a powerful spreadsheet application that plays a crucial role in the academic success of students across various disciplines. Its ability to organize, analyse, and visualize data makes it an indispensable tool for enhancing learning outcomes. This report explores the significance of Excel in student study. For data organization and management Excel allows students to organize large amounts of data efficiently. By using functions such as sorting and filtering, students can manage their research data or project information effectively. According to N, Smith (2021) in Understanding Microsoft Excel: A Student's Guide, organizing data in Excel helps students to streamline their study processes and improves their overall productivity.
Statistical Analysis shows that Excel's built-in statistical functions enable students to perform complex analyses without needing advanced statistical software. The ability to use functions like AVERAGE, MEDIAN, and STDEV allows students to conduct various statistical tests, making it easier to interpret data in their research.
Visual representation of data is a key aspect of effective communication. Excel provides tools to create charts and graphs that help students present their findings clearly and concisely. In Data Visualization with Excel (D, Kusleika 2022) emphasizes that visual aids significantly enhance the understanding of complex data sets.
For students managing their finances, Excel is an excellent tool for budgeting and financial planning. Using Excel to track expenses and income can foster essential financial literacy skills, preparing students for future financial responsibilities (J D, Taylor 2027). Excel's collaborative features allow students to work together on projects in real-time, even from different locations. According to K, Udoagwu (2021) in Online Collaboration Tools for Students Excel facilitates teamwork by enabling shared access to documents, making it easier to combine ideas and data.
Students often engage in research that requires data collection and analysis. Excel provides a structured environment for inputting and managing research data. Students can streamline their research processes by utilizing Excel for data entry and preliminary analysis.
Working with Excel enhances critical thinking and problem-solving skills. Students who engage with Excel are encouraged to approach problems systematically, breaking them down into manageable parts. This analytical mindset is beneficial not only in academic settings but also in real-world scenarios. Proficiency in Excel is often a prerequisite for many job roles, making it an essential skill for students entering the workforce. Employers frequently seek candidates who can demonstrate their ability to use Excel for data analysis and reporting, thus enhancing students' employability.
In conclusion, Microsoft Excel is an invaluable tool for students, facilitating data management, analysis, visualization, and collaboration. The skills developed through its use contribute to academic success and prepare students for future career opportunities. With its wide range of functionalities, Excel not only supports students in their studies but also equips them with essential skills for the workforce.
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