TIME MANAGEMENT
Time management is an important part of majority of people’s lives; some manage it well and some don't. There are many books and articles on time management and how we can be more efficient with our time and get more out of our day without wasting precious moments. Time is precious and most of us want to spend it with friends and family making memories but sometimes it can also be overwhelming if not managed correctly.

One of the most important things to remember in time management is having the right attitude and planning things in the correct manner. Time management involves not just keeping your paperwork tidy and your desk clear, but a whole way of working that underlies all your actions and interfaces with all facets of your job. [1]

Time management and organisation work in harmony. If you lack organisation, you find yourself jumping from one task to another with no clear working method and this usually results in missing paperwork or missing deadlines. Organisation and planning give you the opportunity to work within the time you have efficiently and effectively [2]
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Time management will allow me to work more effectively and efficiently without putting pressure on myself, staying organised will let me meet targets with no difficulty and will prove my worth to my employers, who could also consider me for future promotions due to my timely work and meeting deadlines. It also shows dedication and respect for what you do at work.












CRITICAL THINKING 

Critical thinking has become a very important part of the world today, one of the skills researchers and educators agree critical thinkers should possess and practice is the ability to look at a problem or a situation from different prospectives.[3]

Central to critical thinking is the process of identifying what the argument is that is being put forward and determining whether the premises justify accepting the conclusion. The broader aim is to improve our deliberations and, ultimately, our decision-making.[4]
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Critical thinking involves many skills together such as evaluation, selection, focusing attention, judgement and construction of a reasoned case. One must require attributes like being honest, curious, open minded, fair and calm.[5]

Critical thinking is highly valued in a workplace; it can essentially make a difference in the development of my career and success going forward. Critical thinking skills draw on underlying sets of thinking skills, for example focusing on attention on to detail, discovering patterns, keeping a calm and open mind when you get information, research, and asking the right questions.
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