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Time Management 
According to the Cambridge Dictionary (2004) time management is “the practice of using the time that you have available in a useful and effective way, especially in your work”. Time management is a skill that enables a person to organize and arrange their day-to-day activities, whether they be as part of their professional and personal lives.
Time management is about how to plan time by planning what needs to be done for the day and how important it is. It is important to decide which priorities are urgent or non-urgent versus how important or non-important they are. This can help in managing professional and home life better as it is possible to develop a healthy and productive schedule. Effective time management improves work-life balance by helping people prioritise tasks, set boundaries and help to reduce stress. This can be done by organising work effectively, people can complete tasks within designated time leaving more time for family, personal interests and rest (Indeed, 2025).
Research shows that goal setting and structured planning can increase productivity and decrease burnout. For example, the 7 Habits of Highly Effective People (Covey 1989) promotes prioritising important tasks over urgent distractions to maintain balance. Similarly, the World Health Organization (2019) also highlights that poor time management and long working hours can contribute to stress and reduce wellbeing.

According to Sheffield University (2026) time management is important to studying as it supports how students can use these techniques to form the right habit for their study. By prioritizing tasks, students can make sure that they are using their time wisely. 
It is said that if students who have used time management techniques effectively as it allows students to complete more work in less time. This is because the attention is focused on the task at hand and not wasted on distractions. This supports students to create healthy working habits and achieve improved or better work.
[bookmark: _Hlk168432427]An important step to time management is identifying priorities in order to ensure that time management is being used effectively. This can be achieved by using the Eisenhower Matrix. The Eisenhower Matrix is a management philosophy based upon the study of President Dwight D. Eisenhower’s management beliefs and style. The matrix helps individuals separate out urgent tasks from important tasks. The Eisenhower Matrix defines important tasks as larger projects related to one’s career goals and strategic planning initiatives, while urgent tasks are defined as those that need to be or give the appearance of needing to be addressed right away and are usually completed quickly and easily (Obolensky, 2017).
The ability to manage time is important when it comes to studying and can have a large impact on an academic journey. Using time properly to complete tasks and achieve goals can help to keep on schedule and improve academic achievements. As part of my studies, I have started breaking tasks into smaller segments and have aligned them with a deadline. This has helped me to alleviate pressure and anxiety about upcoming deadlines and has also helped me to see how much work I have remaining to complete. I have also started working out what is urgent and what is not so urgent. This has helped improve my planning. 
Academic Writing 
Academic writing is a formal and structured written technique that is used by all students within higher education. Academic writing plays a large part in higher education and academic lives as it is used to allow students to engage in critical thinking, articulate their ideas effectively, and contribute to the academic communication within their chosen course. Academic writing is used to present an argument clearly, back it up with evidence and provides the reader with a clear approach to what has been written (Gabi, 2022)
According to Cardiff Metropolitan University (2024) the primary objective is to contribute to the collective body of knowledge by sharing insights, advancing theories, and engaging in intellectual discourse within a particular discipline. Academic writing is characterised by reliance on evidence-based argument, a critical approach to evidence and argument and importantly, the proper citation and attribution of sources. It necessitates critical analysis, synthesis of existing knowledge, and the development of original insights. 
Academic writing can be produced in different forms whether it is writing essays, research papers, or dissertations, academic writing has several important benefits. 
As Silva (2018) states, academic writing is important for developing scholarly writing skills and a sense of scholarly identity. This also benefits students, as Writernjerih (2024) says engaging in academic writing encourages the development of critical thinking skills. It requires individuals to analyse, evaluate, and synthesize information from various sources, enabling them to form well-reasoned arguments and make informed decisions.
An important part of academic writing is the reviewing of one’s own work. This can be done by using the process of drafting, revising, and refining your work. Using tools such as Turnitin. According to Turnitin (2024) is an academic platform that helps universities detect plagiarism by comparing submitted work against a vast database of student papers, academic publications and web content. It can provide similarity reports and feedback tools to support proper citation and referencing. can also assist you in ensuring that your academic writing is credible and how true your sources are. The Turnitin similarity score can be used to assess that one’s work is not made up, plagiarised, or copied in any form.  A low score may indicate that that the piece of writing has been written properly using your original, ideas and thoughts. It may also indicate that quotes and referencing have been produced correctly. High similarity scores can mean that the learner may have accidently plagiarised or referenced quotes from other people properly. This is beneficial as it enables the learner to look back on their work and find possible mistakes to ensure that their work is of a high standard.

Critical Thinking
Critical thinking is the ability to think clearly and rationally, understanding the logical connection between ideas. Critical thinking can be described as the ability to engage in reflective and independent thinking. Critical thinking is crucial for students because it helps them analyse information, evaluate arguments, and develop informed decisions (Kim, 2019).
As Ryan (2023) states, it emphasizes a rational, objective, and self-aware approach that can help to identify credible sources and strengthen conclusions.
Critical thinking can provide a variety of benefits in many aspects of life. It can be used to enhance problem-solving skills, that allow students to analyse difficult problems and come up with efficient solutions. 

Critical thinking can also develop and improve decision-making skills, by allowing individuals to evaluate different options and make informed choices. Critical thinking promotes creativity and innovation, as it encourages individuals to think outside the box and consider alternative perspectives that differ from their initial thought or opinion.
Critical thinking can effectively enhance communication skills, as individuals are able to communicate their thoughts and ideas openly and rationally. Critical thinking and communication work side by side. According to Novak (2022) good critical thinking directly influences the quality and nature of the messages being sent, the conversations being had, the decisions being made, and the overall quality of communication interactions.
Critical thinking helps communication improve, and good communication influences critical thinking. Critical thinking does however come with its barriers. One of the barriers to critical thinking is a lack of information. When there is not access to appropriate and true information, it becomes difficult to make informed decisions and think critically. Without sufficient information, the understanding of a situation or problem may be limited, leading to biased or uninformed thinking according to D’Northwood and Rattray (2025), Critical thinking in higher education involves three elements: the skills to construct and evaluate arguments, the dispositions to questions to question assumptions and remain open minded, and the originally to develop new ideas or insight.
Critical thinking is vital to people as it helps to develop a particular method to coping with difficult situations as it enables them to view it in a different way developing a rational, fact-based approach or response. It is important to collect as much true information as possible from reliable sources before making assumptions or making judgment. Finding reliable sources and filtering thorough research can help overcome this barrier.
Seeking diverse perspectives is an essential aspect of critical thinking. It involves actively seeking out and considering different viewpoints, experiences, and opinions. By engaging with diverse perspectives, individuals can gain a broader understanding of a topic or issue and challenge their own biases and assumptions. This can lead to more well-rounded and informed decision-making.  
In conclusion, time management is the process of dividing time to to plan ahead of tasks. Time can be effectively managed when prioritising tasks in accordance with urgency and breaking tasks into smaller segments to make completing tasks achievable. Academic writing on the other hand is a formal structured writing technique used to convey ideas. It involves evidence-based research, knoweldge critical analysis, synthesis and proper citations. Finally, critical thinking is a tool that should be used every day in our lives whether we are in educational environments or our personal lives. By actively engaging in critical thinking, people can approach challenges with a well-rounded perspective, have the ability to make informed decisions and produce positive outcomes. Despite being a complex skill, developing critical thinking skills can lead to improved personal and professional success. 
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