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Introduction


       In many ways, academic writing is unlike any other writing, even writing which may seem of a similar formality, such as business or legal writing. The demands of academic writing are specific, and usually clearly defined by the particular university department or school that will assess it. However, these demands often seem unclear or hard to follow for many university students. At the simplest level, the differences between academic writing and other writing are the expectation of the academics who will assess the paper. Time management is the process of organising and planning how to divide your time between different activities. Get it right, and you’ll end up working smarter, not harder to have more done in less time, even when time is tight and pressures are high.
Summarizing, is a way of including other writers ideas in your own work by rewriting the original so that it's in your own words. You can use summarizing when you don’t need to provide the same amount of detail as in the original text. A summary is shorter than a paraphrase, as it only contains the main points from the original and leaves out most of the details. Keep the main points, but leave out the rest of the information from the original. We reflect quite natural in our day to day lives, thinking about things that have happened, weather we handled them well. In academia we may be asked to formalise our reflections to show that learning is taking place.







Academic writing.
       Academic writing is a type of writhing used most of the time in universities. We can find this type of writing in books on academic topics, essays in school, dissertation, journal articles and research papers. Academic writing should be concentrated and precise. An academic text should not be just a selection of ideas about a topic, it need to have a clear idea. Belcher, D. (2004). An academic text should contain information that is relevant to our research purpose. An academic text about a topic should be precise and impartial and should contain only arguments and evidence based on clear research on reliable sources. It’s important to use clear ideas and precise language to be sure your reader understand exactly what you mean. Try to be very specific and avoid to use words like “maybe” or “possible” as this give the sensation that you don’t have confidence in your arguments. Academic writing use clear source to support all ideas and it’s very important to use credible and correct source. Hinkel, E. (2002).  Very important is also to write correct grammar punctuation and citation give a good idea to readers about the author. Academic writing should not be personal and you need to avoid to focused on the author, most of time you need to focused on research itself. In academic writing it’s also important to know how to write numbers, how to use spelling and punctuation differences, introduce abbreviation, using verb tenses in different sections. Academic writing should be formal and objective, clear and precise, focused and well structured, well sourced, correct and consistent. We need to be carefool not to write to personal and not to be emotive and very grandiose. Hyland, K. (2000). 
Academic writing follows the same writing process as other types of texts, but it has specific conversations in terms of content, structure and style.


                Academic writing is.                                          Academic writing is not.
	Correct and consistent
	Personal

	Formal and unbiased
	Long-winded

	Clear and precise
	Emotive and grandiose

	Focused and well structured
	

	Well sourced
	



Time management


       Time management is the process of organising and planning how to divide your time between different activities. If we organising our time well we end up working smarter and manage to do more in less time. People planning everything in a very short period of time. Time can help you to set up goals accomplishment, but also can be a barrier witch can stop you to accomplish other task. To accomplish things in life we using our time and in some cases time management is philosophical and other cases is concrete. For example some people are very sick and they have such a short period of time to live and others have a full life. In the first case people doesn’t have the luxury to use clocks, calendars, holidays, birthdays and concept of time management become very important. Bond, M.J. and Feather, N.T. (1988)
Every large and small company are working a lot of time on efficiency because time cost money. Every manager can make time more efficient by fallowing some theories developed by researchers in the field of time management. Most of people have the same time but not all of them have the same accomplish because not everybody use time efficiently. We can classify time as a system of references which we can use to describe, complete, complete or plan different activities. We can’t slow down time, we can’t not store time and we can’t stop the time. The only thing we can do with time is to make plans for different activities. Some of activities can be time consumer and some activities can be time wasters. We also ca classify time as effectiveness time (doing the right things) and efficiency activities (doing things right). We can define time management as a philosophy in which we can look how time is spent by people in work environment.
People start for a long time to use different method for time management like time diaries or detailed logs. This kind of methods can have benefits for us to see how we use our time, but we need to try not to use to much time with planning our time. It’s very important to us our time efficient ant try to use the method that work best for us, because some methods work for some people but doesn’t work for others.
Time Management refers to managing time effectively so that the right time is allocated to the right activity. Effective time management allows individuals to assign specific time slots to activities as per their importance. Time Management refers to making the best use of time as time is always limited. Claessens, B.J.C., Van Eerde, W., Rutte, C.G. and Roe, R.A. (2004).
Ask yourself which activity is more important and how much time should be allocated to the same? Know which work should be done earlier and which can be done a little later.

Summarising

       Summarising means to develop a summary of a text or other resource, using only what is important from the text and write in your own words. The result of summarising should be a representation of the most important countenance in the original source and focused about the central theme, main points and the key idea. Summarising it’s important because help you to understand the main idea of the text and the major points and it allow you to be focused on the most important elements that you need to remember. Cumming, A., Rebuffot, J., Ledwell, M. (1989).
A large number of summarisation have been developed over time by education professionals. Even the techniques have been developed over time by different people, most of them have commune ideas. Most of techniques use the idea, to discover and retain main idea from text, remove unnecessary information and reword sentences in the original text. You need to know that summarising is the process of compressing a large text into a smaller version by using only the main ideas from the text. You need to read the text carefully, you need to understand why the author write this text, what is the porpoise of you summarising and collecting the important information that is matching with your purpose. You have to do the difference between the main idea and irrelevant idea. You need to delete all the unimportant sentences and try to find synonyms without changing the meaning of the sentence. After the main idea and information is complete combine the notes to create the text. The last step is to evaluate your work to see if the text is similar in idea. A lot of students have difficulties whit summarisation because don’t use a strategy. Sometimes they can’t identify the important elements from text and don’t have the ability to transform the text. Day, J.D. (1986).
Summarising help people to learn the technique of taking out the most important idea from a text and help them to learn how to ignore the irrelevant information. By eliminating the nonessential information you can memorise more easy the main idea and remember more easy. 






Reflection
       Reflection is a process of exploring and examining ourselves, our perspectives, attributes, experiences and actions and interactions. It helps us gain insight and see how to move forward. Reflection is often done as writing, possibly because this allows us to probe our reflections and develop them more thoughtfully. However, it can also take the form of a conversation with a 'critical friend', tutor or mentor. Reflection attempts to move beyond simply describing events. It aims to: Borko, H., P. Michalec, M. Timmons, and J. Siddle.(1997).
· be considered, thoughtful, analytical 
· be honest – even when this is difficult or uncomfortable 
· be rational and distanced (Although it often deals with feelings and emotions, we try to look at them dispassionately) 
· relate experiences to wider contexts, other perspectives and theoretical frameworks 
The kinds of things that people reflect on tend to fall into three broad categories: 
· specific events e.g. an activity or task in class 
· longer processes e.g. a project, assignment, course or progress over a semester / year 
· critical incidents – something which had a significant impact on the writer (positive or negative)

Reflection is often seen as a cycle, which can be gone through once or carried out again when a set of goals or actions are planned as a
result of the first cycle. Calderhead, J. (1989)
Conclusion
       Time management is the concept of balance. The most important thing that you can still in your life is balance and moderation. By practicing the methods, ideas, and techniques you will become a master time manager, and have more time for your family and your personal life. Often, people take time management programs so that they can increase the number of things that they can do on a day-to-day basis. However, as the wise man said, “There is more to life than simply increasing its speed. The main purpose of learning and practicing time management skills is to enhance and improve the overall quality of your life. It is to increase the amount of pleasure and happiness you experience. A reflective essay is all about presenting your opinion and sharing your thoughts about certain subjects. Unlike other types of assays, writing a reflective paper does not need much research and references. You write about your thoughts and experiences. This is what makes such a type of essay so appealing and different. It’s very important to save our time and use it in a god way, for manage to do more and useful things. Reflection is very important in every day of our life because it important to reflect at the end of every day to see what have you done and how you can do the things bether.
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