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[bookmark: _Toc167728823]Element 1- Time management.
According to Claessens et al (2007), There is no agreement on the definition of time management in past studies, however Aeon (2021), defines time management as “a form of decision making used by individuals to structure, protect, and adapt their time to changing conditions. Also, stella (2019), describes that time management is an essential tool and skills for students to enhance their quality live and reduce stress in study professionals.
Therefore, time management is an important skill for both personal and professional lives, because it helps to increase productivity and decreases stress and anxiety due to procrastinating,  in other word  it helps me to accomplish goals by making a system for my live and day that actually get me to do things that I must do, also reduce the stress levels , peace of mind by improved decision-making , removes uncertainly it helps me to set priorities for Increasing  productivity (stella ,2019).
There are many types of time management models and Techniques I have found such as Pomodoro, Pareto, Eat That Frog and so on (Daniel 2018) , However I applied the Eisenhower Matrix in this task, which supports me in prioritising tasks by urgency and importance and sorting out those less urgent or important tasks which I shouldn't do myself,  this results in four quadrants with different work strategies,  we call the first quadrant that do first sector as its tasks are so important and urgent for my life and study and it needs to be done today or tomorrow the latest,  I could use a timer to help me concentrate while trying to get as much of them done as possible, an example of the first task could be deadline of submitting my assignment, an appointment with doctor, attending my class lecture and preparation of my class and materials and check my children’ homework. The second quadrant we call the schedule sector as its tasks are important but less urgent and I should list those things that I need to put in my calendar here an example of that could be a long-planned return to the gym and meeting with friends. The third quadrant takes up things I could delegate as they are less important to me than others but still pretty urgent me should keep track of delegated tasks by e-mail telephone or within a meeting to check back on the progress later an example of a delegation could be somebody calling me for urgent favour or requesting me for a meeting maybe I could delegate this responsibility by suggesting a better time for me or somebody for the job or give the necessary information back to the caller and have them deal with the matter himself.  The fourth and last quadrant is there to help me sort out and eliminate the things that I really shouldn't do at all, discover and stop bad habits like surfing the Internet without a reason or other forms of procrastination like gaming too long just to find an excuse for not being able to deal with important tasks in the first and second quadrant.
Time management has good impact and make me feel in control my study, avoiding panic and stress when deadline coming by doing 30% of my assignments each week, which is the knowledge I learned to construct my study.
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There are two parts of academic writing in this task, first I'll give its definition and second, I'll talk in more detail at the features of academic writing.
Academic writing is a formal understandable written expression of one’s own evidence-based perspectives (Gabi, 2022) Additionally it allows you to communicate ideas, information, opinion, and research to the wider academic community, on other word it is a form of professional identity-work in higher education (French, 2020).
Academic writing can be divided into two types: student academic writing which is used as a form of assessment at university and expert academic writing, which is writing that is intended for publication in an academic journal book. These both types of academic writing are expected to adhere to the same standards and the purpose is the creation of new knowledge, which can be difficult for students to master.
Academic writing is used to answer research questions these questions are either provided by a course instructor or developed by the writer or researcher and good academic writing starts with focused and specific questions to be answered and emphasises logical reasoning.
The characteristics or the features of academic writing which together distinguish it from other forms of writing are seven different features that academic writing should be structured evidenced critical precise balanced objective and formal.
First features is Structured in academic writing should be very logical and clear,  focused and concise in order to aid the reader’s understanding by follow the main ideas or arguments that structure often derives from this genre of writing for instance reports usually begin with an introduction with the aims, method section, result section and a discussion section, however an essay on the other hand will have an introduction including a thesis that will be divided up into body paragraphs each of which should have a topic sentence and it will finish with the conclusion probably containing a summary these are the most common genres of academic writing. 

Second feature of academic writing is that it should be evidenced this means opinions and arguments which is an essential component of academic writing and should be supported by evidence in a logical and compelling manner, in other words facts reasons examples statistics citations.
The third feature is critical so academic writing does not simply describe, information should be analysed and evaluated in other words a writer should make judgements about it before it's used.
The fourth feature is precise academic writer should use clear and precise language this will enable the reader to follow the ideas more easily the use of technical in other words subject specific vocabulary sometimes.
Fifth feature is balanced, academic writing should be balanced this means the academic writing should give consideration to all sides of the issue and avoid being biassed (Day, T. 2023).
Sixth feature is objective, academic writing should be objective emphasis should be placed on the arguments and information rather than on the writer so instead of I wrote a book, the book  was written, so this uses passive which is fairly common in academic writing instead of in my opinion.
Seventh and final feature is formal the academic writing should be formal academic writing tends to use more complex sentences and also tends to avoid contractions and colloquial or informal words for example instead of this isn't the case this is not the case (Molinari, J. 2022).
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Paul, R. and Elder, L. (2006) defines Critical thinking is the art of analysing and evaluating thinking with a view to improve it, also Cottrell, S. (2023) describes critical thinking as a complex process of deliberation which involves many types of skills and attitude, which requires an open mind, perseverance, system, accuracy, and precision.
Critical Thinking has been recognized as one of the most important thinking skills and one of the most important indicators of student learning quality, In order to develop successful critical thinkers (Alsaleh, N.J., 2020.)
Critical thinking skills are important because they enable students “to deal effectively with social, scientific, and practical problems’’ Hence students must be able to think critically to solve problems to make effective decisions.( Snyder, L.G. and Snyder, M.J., 2008)
So Critical Thinking is Process to Identify the problem which it is to find solutions or answers, then we need to gather data or information, opinions, and arguments, after that analyse and evaluate the data to Identify assumptions, Reach a conclusion, Present your solution, Analyze your decision. (Cottrell, S. (2023 ) .
Hence the key five techniques for critical thinking are learning and understanding to evaluate reasoning, evidence, account for bias, engage user technology and developing a clear confident approach to reading and writing (Chatfield, T., 2022). 
During attending my lecture, I have learned three main critical thinking tools, SWOT analysis, Fishbone diagram, Mind mapping, Decision trees to enhance my study skills, however due to the limitations of words required in this task, I applied SWOT analysis framework because this framework is practical and effective also it is a quick and easy tools (Thomas , 2014  ). Practicing SWOT analysis seeks to identify both the strengths and weaknesses (internal factor) and opportunities and threats (external factor).
Therefore, after I applied, and I practised SWOT driven by the strengths, weaknesses, opportunities, and threats during the first semester. I found out my positive strengths as I am positive thinking student and friendly person and great with my colleagues also I am responsible and organised person and always put effort on doing everything,  I made these stronger by attending my class earlier and prepare my materials before the lecture even starts, also to look at the weaknesses to do the academic tasks like referencing practicing not to be as first week of my study where I was  very shy and very easy to get nervous when I stand in front of my colleagues and I got distracted easily and Always hesitated.
The opportunities available such as the academic staff are very helpful also my lectures allows answered my questions and never hesitated and given me all kind of the support need as its different environment and experience I had also encourage me to talk in front of my colleagues also trying my best to improve writing skills and reading and growth my knowledge,  which were good opportunities, therefore I invested these opportunities in order to change my weaknesses to become strengths. Also, right now I don’t think there is threats but in general the weakness might become threats at the end if I do not invest the opportunities, it might affect me the overall my course. So, all positives and negatives of SWOT analysis conducted on my experience during these cures makes it easier to decide how to move forward to priority first.
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