	
	
	



Time management 
Time management is the practice of planning and organising how you spend your time to work more efficiently. It involves setting deadlines, making to-do list, and motivating yourself to complete responsibilities so you can enjoy other activities. Good time management helps reduce stress, increase energy, avoid procrastination, build confidence, achieve goals faster, focus on priorities and succeed in school or work.

Time management would help me prioritise task. Meet deadline, reduce stress improve productivity, deliver accurate analyses, and maintain a strong professional reputation. [1]
[1] C. Staff, “What Is Time Management and Why It’s Important?,” Coursera, 2025. https://www.coursera.org/articles/time-management?msockid=37f42f746b085701b683a456ae86476 (accessed Feb. 16, 2026).
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Critical writing 
 Critical writing involves examining and assessing information, often from several sources, to form a well-supported argument. Many new writers mistakenly believe that anything published in academic books or journals must be correct and should automatically be accepted; however, being part of the academic community requires a questioning approach to what you read. This means considering why a source should be accepted or challenged, such as by comparing it with other perspectives on the subject or by analysing the research methods to determine whether they are reliable or could be improved. 

Critical writing would help my career as a data analyst by allowing me to evaluate sources, challenge assumptions and interpret results accurately. It promotes clearer reports, stronger recommendations, and evidence-based decisions. By explaining insights logically, I could communicate value effectively and build credibility with stakeholders across diverse teams confidently. [2]
[2]  S. Smith, “Critical Writing,” www.eapfoundation.com, Jan. 06, 2022. https://www.eapfoundation.com/writing/critical/
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