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Time
management

+ Time management is the ability to organise
time to achieve a healthy balance between
personal and academic life.

+ One system designed to help organize
priorities is the Eisenhower Matrix, which
organises tasks into urgent and important
tasks.

« This theory was popularised by Stephen
Covey in his book, ‘The 7 Habits of Highly
Effective People’ (2004).
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Source: Asana (2022)
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Time
management

« Brian Tracy’s novel, ‘Eat That Frog’ (2013),
highlights how individuals should plan
their days out in advance and create to-
do lists to keep track of the tasks they
have completed.

* These theories and ideals present how
students can overcome procrastination
and manage their time management
effectively.
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Source: WHSmith (no date)
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Students can allow more focus to tasks
because they have designated times for each
tasks to be completed.

They can complete additional research and
further studying.

Students can meet deadlines more effectively.

Students can avoid excessive stress from not
planning.
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Referencing

* Referencing is when students give credit
to academic work which has been
copied or paraphrased into their own
academic writing.

* The University College London (no date)
stated the importance of referencing as it
presents the student with honesty and
shows how they are differentiating their
ideas from other academics.
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Improving
reference
skills

Students can establish
academic credibility.

Referencing correctly shows
the student has ethical
morale.

It is helpful for completing
assignments.
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Conclusion

« Time management allows students to work productively and efficiently.
Principles from the Eisenhower Matrix and ideals from Stephen Covey and
Brian Tracy demonstrate the importance of learning how to manage time.

* Referencing is integral to a student's progression as university institutes
expect students to avoid plagiarism and uphold high academic standards

when completing assignments.
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To improve time
management, | will, each
week, plan out the week
ahead and leave room for

unexpected tasks or
events.

To improve referencing, |
will review feedback from
assignments, practise
referencing different
sources, and ask tutors for
help if I am struggling.
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Important skills for
university students
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Two skills which are important at

university

Time management Referencing

Itis essential because without planning and If students fail to reference accurately then they
organising time, students cannot meet deadlines. could face disciplinary action.




