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Element 1 time management 

[bookmark: _Int_oAKhc2dw][bookmark: _Int_q5Hj8n9Z]Time management is all about effectively managing your time to ensure you can increase your effectiveness, efficiency, and productivity. (Covey 2004) states in his work that ‘Time management is life management’ Time management in simple terms is the process of dividing and organising your time efficiency so that you can effectively divide your time between a range of activities or demands you have placed on you. If you can manage your time effectively then you can increase your productivity and effectiveness.  (Brown 2002) ‘The bad news is time flies. The good news is you’re the pilot’ the author talks about you being the pilot of your own life and that time is going to speed by regardless of how you use that time. Using it effectively requires you to be the pilot the writer is believe is urging you to take control of your own life. But how can this be achieved? 
There are many time management models which can support people in achieving a healthy and balanced lifestyle that will lead to a reduction of stress, more energy and being able to achieve more goals. These models help people to prioritise all the demands they have in life. (Eisenhower 1954) created a model which is known as both the Eisenhower Matrix and the Urgent – Important Matrix. This matrix is a tool that is used to help support people in prioritising tasks based on their urgency and importance.

[image: ]
The matrix divides tasks into four sections. The tasks in the Important and Urgent section are tasks that require immediate attention, these tasks are critical and time sensitive.  These could include responding to a crisis or a sudden deadline. The tasks in the second section Important but Not Urgent are tasks that are important for long term success but are lacking a deadline. These tasks could include the desire to learn a new skill or building a new relationship. The third section Not Important but Urgent are interruptions to your day that do require action and attention imminently but have little to no bearing on the long-term goal, such tasks could include replying to emails or attending meetings that are not related to your job role. The last section Not Important and Not Urgent include tasks that are either distractions or time wasters activities in this section could include scrolling through social media videos or excessively watching TV. 

The advantage to this model is improved productivity as it helps support individuals to understand how to prioritise tasks and streamline their focus. It also supports an individual's leadership skills by enabling to have more control over their decision making and subsequent delegation. This model will also support an individual's work life balance encouraging the individual to prioritise long term personal goals such as relationships, health, and personal growth.  However, there are limitation to this model which include the subjective nature of categorising tasks as this can be emotionally led and individuals may not understand the priority this could lead to ineffectiveness and critical tasks could be neglected.  The model has also been criticised for being too simple as often tasks fall into many of the categories this can lead individuals to plan poorly for more complex tasks.  To overcome the limitations of the model a combining of models could be effective such as SMART goals. 
Another aspect of effective time management is working smarter not harder. This means making sure your targets are SMART.  SMART is an acronym that stands for Specific, a clearly defined goal, Measurable, how will this be measured? Achievable, a realistic goal that is achievable with the resources provided. Relevant, the goal is linked to the overall long-term objective and Time – bound, a deadline is attached.   The concept of SMART goals originated in the business world but is now used across various sectors including Education. The model is credited to Drucker (1954) but it was later refined by Doran (1981)  in his management review he advocated that setting objectives that were specific measurable assignable realistic and time bound the advantages for this are they are more likely to stay motivated and on track as the targets are easily within your own reach and can give you a sense of direction.  The Practice of using SMART goals will help individuals set objectives that have clear actions for learning a new skill, it also means that teams can break down an overall target into smaller milestones. Students can use the models to help with academic goals. An example of this could be.
Specific - I will improve my referencing in my assignments by the end of the semester.
Measurable – I will not have any comments on my feedback around referencing
Achievable – I will look up examples of Harvard references and apply this to my assignments reference list.  I will do more academic reading around subject topics.
Relevant – Improving my referencing will support further academic studies
Time - bound – This goal will be achieved by the assignment deadlines at the end of the semester.
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Element 2 academic writing 

Cottrell (2019) discusses that there are many distinct types of academic writing, each style of academic writing will have different purposes and different audiences. It is therefore especially important that before undertaking your task you understand the style of writing required and who the intended audience is. 
Some of the diverse types of academic writing include;
· Essays
· Research Papers
· Dissertations
· Literature Reviews
· Case Studies
· Reports
· Grant Proposals
However regardless of the style of academic writing you will need to use a is a formal style of writing.  Adopting a formal style of writing gives your work creditability and demonstrates a satisfactory level of professionalism to help you demonstrate your understanding of a topic.
Swales (1990) details some of the main characteristics of academic writing are the use of formal language. Slang language should be avoided along with the use of contractions.  Academic writing requires the use of formal vocabulary and needs to be structured so that it conveys its meaning concisely. 
Academic writing also requires clarity and precision with detailed explanations. It is important that each sentence should be carefully considered and contributes to the purpose of the writing.
Academic writing often needs to be evidence based and have objectivity and is supported by credible sources. It also requires a logical structure to make it easier for the reader to understand the points being made. 
Academic writing requires the correct use of citation and referencing. Avoiding plagiarism is a particularly important part off academic writing, plagiarism is when the text is not yours and has been copied this can be a major concern for teachers and lecturers as it can be seen as an example of intellectual theft.  but it can be avoided quite easily by clearly understating what is the issue. You can also avoid plagiarism by summarising and paraphrasing, also quotations should not be overused in your academic writing. Learning to paraphrase can help you use other writers' ideas within your own writing. 
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Element 3 critical thinking     


Paul and Elder (2014) describe critical thinking as
 ‘The art of thinking about your thinking while you’re thinking in order to make your thinking better.’
They define critical thinking as the process of actively analysing, assessing, and reconstructing your thinking in a deliberate way to improve your reasoning.  Critical thinking is an essential skill for all individuals but can support an individual to make more informed decisions and solve problems effectively. However, developing these skills requires practice and self-reflection. 
Norris (1985) defines critical thinking as a set of cognitive skills that allow individuals to process and evaluate information and make reasoned judgements. According to Norris critical thinking requires a deep engagement with the topic to create judgements and form decisions. 
The key elements of critical thinking include the ability to analyse the information being provided and being able to break this information down into smaller parts, so an individual can understand the intricacies of the information. The Application of critical thinking to different situations can allow an individual to be a critical questioner and challenge research and ideas. It can allow an individual to be able to evaluate an argument and make a judgement on its validity and consider the whether the evidence is solid or from unverified sources.  Having the skills of critical thinking can aid decision making as a critical thinker can analyse and evaluate the information provided and forecast potential risks before reaching a final decision.  Hughes and Lavery (2008) outlined some barriers individuals may have in developing their critical thinking. An individual’s pre-existing beliefs may encourage an individual to believe their views are superior and in turn limit a person’s ability to be open minded. 

Critical thinking is an essential skill in a variety of contexts to help people make informed decisions but requires an individual to have the willingness to consider diverse perspectives. 
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