Shazaib Younis                                              Essential skill (e portfolio)                                                 Task 1A,B
350 words essay on time management and critical thinking. 

Time management  
Time management is the ability to plan and control how time is spent on tasks to increase efficiency and productivity.[1] Effective time management is an important skill for success in any career. It basically means how much time you spend on a task to improve efficiency. In my job field, this skill helps prioritise important projects making sure deadlines are met on time without compromising on the quality of the work.[2] Using tools like the Eisenhower matrix or digital calendar helps students move from being reactive to proactive.[3] By setting aside specific times for focused work, people can reduce the mental strain from constant multitasking. Studies show that those who learn methods experience less stress and achieve better academic results. As for instance if you are a student who is given an assignment and a deadline and you manage to finish your assignment before the time this can make you feel relief and you will not be stressed  on the day of the deadline and the quality of the work will be great than someone who has not been consistent throughout the whole time and leaves the assignment for the due date and they will do it last minute and there will be a compromise in the quality of their work.  [1] For graduates showing this ability to manage time well is very appealing to employers as it shows dependability and the ability to meet the diverse challenges of todays work environment. [4]
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Critical Writing
Critical writing is a complex process of reflection that demands a variety of analytic skills and attitudes [2]. Unlike descriptive writing, which simply summarises facts, critical thinking requires that ability to think clearly and logically by assessing information instead of just accepting it[3]. This skill enables individuals to challenge underlying assumptions and recognise potential biases in academic or professional sources [4]. In higher education mastering this skill is important as it shows deep intellectual engagement and the ability for independent thought [1]. Additionally developing a critical mindset lays the groundwork for making better and more effective decisions in the workplace [2]. By evaluating the validity of evidence before forming an opinion a writer can create logical arguments that are fundamental to scholarly and professional communication [4]. Ultimately honing these analytical skills is important for success in any career as it allows individuals to tackle complex problem and stay discerning when faced with conflicting information [3].
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My similarity score on Turnitin for task 1 (time management and critical thinking) summary is 18% which means it is okay for a level 4 student. As it was green, it was a relief. When I looked at the report most of the matches were my references and some common phrases everyone uses in this module. It is good to know my work is mostly original, but it also shows me that I have used quite a few direct quotes from the sources I found. In future I want to get that score even lower by working on my paraphrasing. Instead of just swapping a few words around I’m going to try to explain the ideas in my own words to show my understanding of the material. I also plan to use fewer direct quotes and focus more on my own analysis. Checking my draft on Turnitin early will help me spot these issues before the final deadline so I can make my work better. 
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