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Task 1 a
Time Management 
According to Stoilov, 2012, a worthwhile objective of many human endeavours is managing time It deals with a wide several challenges, including as decision scheduling, management policy control, and resource evaluation and evaluation. 
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                                      Fig 01: Stark 2020
 Pennsylvania CPA, 1994, states that time management experts set priorities for their tasks and commitments, finishing the higher priorities first. To effectively manage time, disruptions from outside must be managed, distractions must be kept to a minimum. Time log must have the day and date, make list the categories of each activity including work, personal, and social.
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 Fig 02: Covey 2015

 As stated by Schachter, 2021, it is more enjoyable to maintain the pace of the task you are working on than a schedule based on other considerations. The most significant and stimulating use of time occurs when we see it as a trade-off between the important and the unimportant. 
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Fig 03: Sesardic 2022

 According to Fahed-Sreih, 2020, one of the most crucial soft skills for advancing in your profession is time management. There is a lot to do at work, meeting deadlines, hitting goals, providing results, and completing projects all within a certain amount of time. To perform well in our current jobs and advance our career possibilities, we need to have good, effective time management skills. Using time wisely and doing well in work achievement requires the use of some excellent time management skills. Making wise decisions and having a fulfilling career are both facilitated by effective time management. It entails having a set of skills under control, planning, and efficient time management. The basic goal of time management is to help stay focused. 
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Task 1 B 
Similarity 

[image: ]
Similarity score.
My similarity score was 25% when it should not have exceeded 20%. the lower, the better. then I make improvements by substituting synonyms for specific terms when paraphrasing. Differentiating between sentence structures and using large chunks of texts when paragraphing also causes your similarity score to improve. As it is easier to paragraph larger chunks its more difficult for its meaning to change. Strictly avoiding copying and pasting information. Quotes should be included in quotation marks. Using quotation marks around quotes. Trying my best, I was able to reduce the similarity from 25% to 17% now my similarity score is low as require.
Score: 57 
I scored 57% myself I Participate in a wide range of literature, including sources obtained independently. The basic underlying concepts and principles are correct. Mostly sound arguments and logical conclusions. A clear understanding of the application's context. In a suitable structure, the work is mostly coherent, organised, and accurate. Working efficiently both independently and as a member of a team, contributing significantly to group activities.

Task 2 a
E-portfolio link
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I made my E-portfolio in Microsoft sway and it contain all my tasks.
Task no 1 is ‘Time management’ could find in first pages on my portfolio.
Task 2 is ‘Similarity’ could find in second section pages.
Task 3 is ‘Mendeley reference manage tool’ which is in section 3 on pages
Task 4 is ‘group poster’ which is on section 4 on page section.
This is my sway link:
https://sway.office.com/sRFtAsXsR7fO7H5A?login_hint=2232921%40student.uwtsd.ac.uk




‌

Task 3 
                                                                Mendeley reference manager 
Mendeley is a source management software company that was establish in 2007 by PhD students Paul Foeckler, Victor Henning, and Jan Reichelt and was acquired by Elsevier in 2013. It utilised to organise and distribute academic papers as well as to Creating bibliographies for scholarly articles.
Mendeley was one of Peter Suber's recommended repositories for green Open Access in 2012. Elsevier rescinded the recommendation. purchased Mendeley.

                                                                                     Mendeley Desktop
[image: ]

                                                                           Foeckler, Henning, Reichelt 2008

Mendeley Download 
Enter "Mendeley" into Google and click on the "Download" link.
[image: ]
Select "download Mendeley desktop."
[image: ]
Make an account
Download Mendeley Reference Manager from this link.https://www.mendeley.com/download

[image: ]

Make your own personal account. This allows others to locate your documents and allows you to keep chase of their usage.
Install the open-source software on your laptop. Under the Tools menu, you can also download the web importer.
[image: ]
Enter a personal email address then on the Register screen, enter your name and create a password before clicking 'Register'. On the next screen, press the 'Continue' button. You will now see a Mendeley library that is empty.

Once we are on Mendeley library page as shown below, we could find functions include to “Add New” 

[image: ]

Then how could we load files and books on Mendeley tool manager.
 We could add refences diverse ways as:
[bookmark: _Int_um3ky8IW]Add manually, Use an Identifier, use web importer, Upload a PDF
[image: ]
“Add entry manually” we must put Identifiers (ArXivlD, DOI or PMID) then press ‘search.’ The box underneath will show relevant information then we could save in library by “Add entry” as shown above.
[image: ]


“Mendeley web importer;” Select web importer button in your web page. It will ask ‘sign in.’
[image: ]
After ‘sign in’ we could see all the refences available then select ‘Add to Mendeley’ it will save in library.
Add references by uploading PDF; Select ‘Add new’ button find the desire pdf file in computer and upload it.
Use the Mendeley reference manager with Microsoft word; Download ‘Mendeley cite in Microsoft word’ 
[image: ] 
After instal it we find it on word page 
[image: ]
Select ‘Mendeley cite’ button then on left after sign in Mendeley we will be able to see our all references saved in library.
[image: ]
Find the desire reference in search function then select and add.



References
‌
How to use Mendeley: A step-by-step guide. (n.d.). Available at: https://stglibrary.files.wordpress.com/2018/07/how-to-use-mendeley-a-step-by-step-guide.pdf.
‌
Kovatcheva, P. (n.d.). LibGuides: Library - Mendeley Citation Manager: Step-by-step Mendeley experience. [online] uj.ac.za.libguides.com. Available at: https://uj.ac.za.libguides.com/mendeley/gettingstarted.
‌
Skinner, J. (n.d.). LibGuides: Managing references: Mendeley Reference Manager. [online] libguides.reading.ac.uk. Available at: https://libguides.reading.ac.uk/managing-references/mendeley. 

Wikipedia Contributors (2019). Mendeley. [online] Wikipedia. Available at: https://en.wikipedia.org/wiki/Mendeley.

www.youtube.com. (n.d.). How To Use Mendeley Reference Manager (Complete Beginner’s Guide). [online] Available at: https://www.youtube.com/watch?v=OzFHGFnAM2Q.
‌







Task 4
Poster ‘Life is a Team Sport’
Poster Screenshot[image: ] 

                                      POSTER life is a team sport1 - .docx

 
We collaborate to make a poster we discuss about teamwork, strength, benefits, then we support each other to make a poster. My task was to create a design for poster and think about teamwork strength, so I create a poster design according to the topic saving picture from internet then I make edit text with different font and style as it looks prefer.
 I want to discuss about communication:
communication is detrimental to team success. most prevalent basic factors of cooperation are team communication. Communication More than merely productive work is done in teams. It enables Everyone on the team should be educated on any subject which can affect their ability to do their jobs. Furthermore, it fosters trust, fosters Teamwork improves morale. e, and assists employees in remain in engaged at work. Its Improve creativity. This is why CEOs should invest in fostering Strong team communication is essential for successful teamwork. team interaction in a formal, face-to-face setting can help to create fruitful professional connections. But in a setting where teams are dispersed, ineffective communication can damage professional relationships. Consistency is to blame for it. as well as an underappreciation and poor communication. In such a case, Digital communication is required for businesses. the team's communication and cooperation tools. Employees' doubts the ability to brainstorm ideas and issues is made possible through effective team communication. with their peers, dispels these myths and managers. 
positive thinking leads to happier, more productive teamwork. Ongoing practise and perfecting of problem-solving skills is required. These are universal job skills that employers look for in candidates.
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