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[bookmark: _gjdgxs]Element 1 – Time Management
Time management is the process of organizing and planning how to use someone’s time for lots of activities effectively. By managing your time well, you can achieve more work in less time, reduce your stress and improve your productivity. This skill is essential for both academic success and personal success. Helping people utilize their time more effectively.

Prioritisation is a key aspect of effective time management. It involves the identification of the most critical tasks and the allocation of necessary time and resources to them. For students, this could mean prioritizing studying for exams over social activities. The 4A’s of time management (Avoid, Alter, Accept, Adapt) offer a strategic approach to handling various tasks and commitments.
1- Avoid: Eliminate time-wasting activities.
2- Alter: Modify tasks or environments to save time.
3- Accept: Recognize and plan for tasks that can’t be avoided.
4- Adapt: Adjust plans and approaches as needed to stay on track.

In my academic journey after I learned about these skills (the last 2 months), I have tried to implement them effectively in my life. For example, before beginning to apply this to my life, I was often late for many of my responsibilities and not doing my work on time; via the use of effective time management skills, my punctuality and deadline awareness have significantly improved. To add another example, I used the Eisenhower Matrix to prioritize my tasks. Assignments with imminent deadlines were categorized as more urgent and important, receiving immediate attention, while less critical tasks were scheduled for later. Additionally, I used a digital planner to allocate specific time blocks for attending my classes and going to work.
In our personal life, time management helps us to achieve a much better work-life balance. It is also key that time is allocated for leisure, family and self-care activities which are vital for maintaining mental and emotional health. Bad time management can lead to stress and lower life satisfaction, highlighting the importance of time management well in all aspects of life.

Several models provide frameworks for time management. One highly recommended and used model is the aforementioned Eisenhower Matrix, which categorizes tasks based on their urgency and importance. This model helps to prioritise tasks as follows:

1- Urgent and Important: Tasks that require immediate attention

2- Important but not Urgent: Tasks that are important but can be scheduled for later.

3- Urgent but not Important: Tasks that need to be done quickly but are not crucial.

4- Not Urgent and Not Important: Tasks that can be deferred or eliminated.

Using the Eisenhower Matrix can help students manage their study time more efficiently by focusing on tasks that truly matter.
The importance of time management and planning can’t be overstated. Recent studies such as one by Alghamdi show that students who apply effective time management strategies report higher academic performance and lower stress levels. Planning allows for a more organized approach to tasks, reducing the likelihood of last-minute cramming and improving the quality of work produced.
Wang, Zhang and Liu conducted a study demonstrating that university students who adopted structured time management practices showed significant improvements in academic performance and stress levels. This research shows that planning and prioritization play a huge role in the academic performance of students.
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Academic writing is a formal style of writing which is used in universities and scholarly publications.  It is characterized by a clear focus on evidence-based arguments, proper citation of sources and a solid approach and a convincing tone for authority and objectivity. Academic writing includes essays, research papers and journal articles and it follows specific conventions. For example, solid language, critical thinking and communication of ideas.
Academic writing plays a very important role in critical thinking skills. By improving in scholarly writing, students, teachers and researchers analyse information, look at evidence and set up arguments. This process improves their critical thinking ability and make informed decisions. A study at the University of Toronto says the structured nature of academic writing encourages rigorous analysis and synthesis of information, leading to deeper understanding and insight.
Academic writing is fundamental to the development of knowledge. It allows teachers and researchers to share their findings, create new theories, and build the work of others. This teamwork really pushes the boundaries and continues the improvement in all sorts of areas. For example, peer-reviewed journal articles go through a strict review process, so you can be sure of their validity and reliability. As noted by Swales and Feak, academic writing serves as a critical tool for the dissemination of scholarly work, fostering an environment of continuous learning and development.
Engaging in academic writing makes one better at explaining complicated ideas clearly. Writing clearly and to the point is key to research and theories. It's a skill useful not only in academic life but also in work and daily life. For example, a report by the Harvard Writing Project says that academic writing teaches you to present your ideas in a clear and convincing way which is highly useful and a vital skill for most careers.
Proficiency in academic writing is a key to success in university and professional careers. Plus, the ability to write professionally can get someone noticed, can lead to increased funding opportunities and can help someone to find a job. Graff and Birkenstein say that mastering academic writing is like having a golden ticket to a world of opportunities. It shows everyone that you have obtained the ability to understand the field and disseminate ideas of your own.

-Analyse: Academic writing is a clear and precise form of communication, one which follows certain rules.
-Agree: A lot of sources agree that academic writing is very important for critical thinking, gaining knowledge and ensuring academic and professional success. And it allows people to communicate clearly and effectively.
-Argue: Some people think academic writing is too strict and hard to understand, which can kill creativity and make it hard to express yourself. But it is organized in a way that makes it easy to analyse and talk about, which is important for people to take their work seriously.
-And so…: When you get good at academic writing, you don’t just do well in academic life, you also learn skills that you can use in any job. Being able to write academically can open the doors of any job. It makes sure that people notice and appreciate what you do.
Academic writing is key to sharing ideas clearly. It is very important for learning, critical thinking and communication abilities and the achievement of academic and professional success. By following the rules of academic writing, people help make scholarship more serious and keep learning going.
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Critical thinking is a crucial process that involves analysing, evaluating and synthesizing information to judgements and decisions. It involves different skills like interpreting, analysing, inferring, explaining and self-regulation. The importance of critical thinking is questioning what you think you know, being aware of your own biases and looking at the things from different angles and perspectives to a logical conclusion. It is an important skill because it makes your work better and more believable.
To understand critical thinking, you should know what it’s made of and how it helps us solve problems and make the right choices. It involves several key elements:
1-Analysis; Breaking down complicated information into smaller, easier to handle parts to figure out how it all fits together.
2-Evaluation; Helps to find out if the information legit and useful and if the reasons and proofs evidence presented.
3-Inference; Drawing logical conclusions based on available evidence and reasoning.
4-Explanation; Clearly and concisely communicating the reasoning process and conclusions.
5-Self-regulation; Reflecting on one’s own thinking processes, identifying potential biases and making necessary adjustments.
Paul and Elder define the critical thinking as the art of analysing and evaluating thinking with a view to improving it. They emphasize the importance of intellectual standards, and they want it to be clear, right, exact, important, deep, wide, logical and fair.  For example, when they are checking out a research paper, they ask themselves if the ideas are clear, if the data was collected in legit and valid way and if the conclusions make sense in the bigger picture of the field.
Facione highlights that critical thinking is purposeful and self-regulatory judgement which results in interpretation, analysis, evaluation and inference as well as the explanation of the evidential, conceptional, methodological, criteriological or contextual considerations upon which that judgement is based. This way of thinking about things makes sure that we look at every part of a problem or argument very carefully. For example, when you see different search results, you should check how they did the research, what the situation was and what proof they have before decide what to think.
Applying critical thinking in academic report writing improves the quality of the work produced. It makes sure that the arguments are organized, the proof is believable, and the conclusions make sense. When writers apply critical thinking, they can avoid mistakes like using information that they haven’t checked, writing reports that they are not sure of or making claims without proof.
Also, critical thinking is very important for spotting and fixing the mistakes in academic writing. When writers critically evaluate sources and arguments, they can make sure their work is objective and balanced. This is very important in academic context, where the goal is gaining knowledge in a fair manner.
Critical thinking makes sure that academic work is solid, fair and adds something important to the conservation in a particular field. Recent literature underscores the importance of critical thinking in academia, highlighting its role in fostering deeper understanding and more robust conclusions. (Paul & Elder)
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