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Time management is an important skill involving planning and managing how to split your time between various tasks. Using time management techniques improves the efficiency and effectiveness of your work as you will be able to complete more tasks faster. Organising your schedule reduces the pressure as it will allow you to spend equal amounts of time on each task.(P. Forsyth 2013). It reduces procrastination which will allow you to accomplish your objectives. (Bakkerelkhuizen.com 2019). There are many strategies used to improve time management. Setting clear and realistic goals within a certain time frame will help keep you motivated to complete your tasks as you will have an end goal to look forward to.
The RAC method is a great way to plan your day. It involves recording your daily activities and the amount spent on each one. Then you need to analyse the time slots where you have been unproductive, pick out a few time-wasting activities and add up the total time wasted. Finally, changing these habits that take up your time unnecessarily. This involves prioritising tasks and limiting them to 5 to keep focused. Decluttering also helps save time by keeping you organised.  (Tsoneva 2017).
Other transferrable skills include communication skills which are extremely significant in a workplace as you will be required to work in a team. This also applies to your studies as you are regularly required to communicate with your professors for feedback so you can improve. Furthermore, organisation is required to maintain your productivity so you can keep up with deadlines. (C. Contributor 2020)
[image: ]My Similarity Score:

My similarity score is 8%. This is because I made by an extensive use of synonyms to replace certain words when paraphrasing. However, using too many synonyms, can result in the text not making much sense or losing its original meaning. Differentiating between sentence structures and using larger chunks of text when paraphrasing, also causes your similarity score to improve as it’s easier to paraphrase larger chunks because it’s more difficult for its meaning to change. Strictly avoiding copying and pasting information, allows you to avoid plagiarism; instead use quotation marks around quotes if needed. Too many quotes can result in an increased similarity score. Using these methods, my similarity score reduced to 8%. 
Score out of 100%: 68%
I gave myself 68% because I believe I have completely understood and demonstrated appropriate knowledge with relevant evidence. I have shown great use of structure and organised it accordingly. 

[image: ]Automatic Referencing Tool: 
Mendeley is a referencing programme created in 2007. Mendeley is a useful referencing tool especially benefitting researchers. This is because it allows you to import papers from different sources and can organise them and annotate them. Mendeley is key in automatically creating citations in many different styles such as Harvard. This saves time as [image: ]you don’t have to manually spend time writing citations as it automatically does it for you. (Stevens.edu, 2023)
How to Reference using Mendeley:
1. Download the Mendeley Desktop application. Then you can add files and organise them into folders as well being able to highlight and annotate them. 
2. [image: ]To use citation, click “insert citation” at the top left of your Microsoft Word document and choose “more styles” to select whichever form of citation you wish. (Libguides.com, 2022)
3. Once completed, you can choose to export file as a Word document or other type of file. 


Is Mendeley overall a successful automatic referencing tool? 
	Advantages (Mendeley, 2023)
	Disadvantages 

	Documents can be automatically retrieved instead of having to get it up manually- This saves time. 
	Work can be lost easily due to syncing errors.

	Can organise your files into folders
	Doesn’t support updated versions of Mac operating systems 

	You can highlight and annotate on them 
	No mobile apps available (Memphis.edu, 2022)

	You can drag and drop files, which makes it easier to use. 
	

	Overall, it is easy to use so its accessible to a wide range of users.
	

	Allows you access to many different referencing styles which you can import.
	

	Easily compatible with Word Document 
	




E-Portfolio: 
An e-portfolio is a digital collection of images and videos which can be used for academic assessments, career development, and personal reflection.  The following platforms can be used to create an E-portfolio: Microsoft Sway, Google Site, Wix, Weebly from which I used Sway. Sway provides me with a variety of themes, templates and design options that can customize my e-portfolio to reflect my personality. Uses of E-portfolios are not limited to businesses but can also include educational purposes such as academic assessments. Similarly, in a workplace, e-portfolios can be used to track someone’s professional accomplishments and the skills they have gained. As a result, they contain CV templates for this specific purpose.
Below I have provided the link to access my e portfolio:
	[image: ]
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About my Poster: 
As a cohesive unit, we have collectively concluded that each member should fabricate their individual posters, given the diverse range of ideas expressed by each team member. As all ideas hold intrinsic value, we decided that they should be treated with due respect, which led us to incorporate all the ideas into the poster design. However, we also decided to present them in different ways on each poster, in order to maintain individual creativity and uphold the value of each unique perspective. 
Poster:
 In Education?
Teamwork is an essential skill in education because it prepares students for the collaborative nature of the real world, teaches them to communicate effectively, fosters respect for diverse perspectives, develops leadership skills and builds a sense of community. (Sherfield School., 2019)

Teamwork can also have its problems including misunderstandings, communication issues, lack of commitment from some members, conflict and unequal participation. (projectmanagementcafe,. 2022).
Effective teamwork involves clear communication, mutual respect and collaboration. (Betterup.com., 2023)

In Employment?
The synergistic interactions of individuals in a collaborative effort, also known as teamwork, facilitates the opportunity for individuals to address and rectify their personal weaknesses, leading to a collective increase in efficiency. Consequently, this increases productivity and efficiency resulting in an increase of the organisation’s competitiveness within the marketplace (Barasha Medhi 2020)
.

Teamwork 
[image: ]
[image: ]
As a way of communication during our non-campus hours, we created a group chat on WhatsApp consisting of the 4 team members stated at the top of the page. We decided an appropriate time to do a group call and share ideas for the teamwork task we were appointed. 
Team Members: Asifa, Toqeer, Nighat, Abdul
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