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Time management.
 
Time management involves being able to prioritise tasks, breaking them down into more manageable chunks, and understanding how to effectively spend energy in order to be more productive and successful. It also helps you to manage your distractions and work on more important tasks while avoiding procrastination.


                                                                                              [image: ]
(Skills you need, 2020)
Basic elements of good time management include developing an action plan, establishing priorities, setting goals and allocating the right amount of time to each task.
According to Macan, et al (1990), college students find it very stressful.  "In many Universities time management is offered by counsellors to improve behaviours and attitudes, stress, and self-perceptions of performance and grade point average (GPA)”.
Time management is not about doing more in less time, it’s about doing the right things at the right time. The pomodoro Technique helps you identify your priorities, create a plan that can help you stay on track and reach your goals. - “The PT is a timeboxing strategy originally meant for optimizing personal work and study and then applied to XP”. Vaccari (2008). 
Time management plays an important role in the success of many careers, including computer programming, the future I envision for myself. These skills help programmers stay organised, prioritise tasks and improve collaboration, which leads to higher productivity and successful projects. These skills help you manage stress and deadlines and avoid burnout. The field is constantly evolving, so it’s important for computer programmers to manage their time for effective learning and adaption of new technologies. Time management skills can be a key to success in achieving a successful career.
I want to own and sell properties, time management is important for this because it includes tasks such as responding to inquiries, showing properties, managing contracts, paying bills and keeping a record of activities. Good time management skills are a must for success. According to Wendelien Van Eerde “One month after undergoing time management training, trainees reported a significant decrease in avoidance behaviour and worry and an increase in their ability to manage time” , they followed on to find that  “The results suggest that time management training is helpful in lessening worry and procrastination at work”. Procrastination kills success but time management kills procrastination so its obvious that you have to manage your time well to achieve your goals.
How to lower you Turnitin similarity score.
To make sure your Turnitin similarity score is on point, you might have to change a few things around such as the word order, the word form, paraphrase (Make sure to Change verbs, nouns, adjectives and use different synonyms), assure you have used direct quotes like (A. smith,2018), make sure you have referenced correctly and got the full references. If you go to click on the ’Funnel’ on the far right, you can then click exclude bibliography, apply changes and have your similarity score lowered. My score was original on 37% after excluding bibliography my score jumped down to 16%.

How to set up and use Mendeley

There are many places you can find out how to use Mendeley, you can search 'How to use Mendeley' on Google or Youtube many sites and videos will appear, here's two I'd recommend UCL  Mendeley quick start guide and on the university of south Carolina guides library installing Mendeley desktop.

[image: ] Step 1 : Create an account : you can create your own Mendeley account by visiting the Mendeley Official website by clicking on create account
[image: ] Step 2 : Download and install Mendeley, download the right desktop version of Mendeley based on your operating system (Windows/Mac)
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Description automatically generated] Step 3 : Once your account has been registered and the right desktop version has been installed, log in.
[image: ] Step 4 : Install the Mendeley web importer to your browser (if needed). Do this to be able able to add references while browsing the internet.
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Description automatically generated] Step 5: Cite papers. You can insert citations and bibliography very easily by using Mendley Citation Plugin. This Plugin is available in MSword and LaTeX. Once you install the plugin, you can search for the citation, and insert it into your document.

[image: ] Step 6 : Collaborate with others. You can collaborate easily by creating groups and sharing your library.

[image: ] Step 7 : Once created group you can select the 3 dots beside it, they'll be options for manage group, rename and delete, go to select manage group it will then bring you to a point where you can invite other team members for collaboration.

[image: ] Step 8 : sync your library. Do this by clicking the circling arrows sign in the top right.




Team skills
[image: Text, map

Description automatically generated] This is my team poster on 'Life as a Team sport' that our university team of 4 made.




Firstly, at the end of the day at university we all swapped numbers and had a WhatsApp group chat set up so we could keep in contact an exchange details and information.

[image: ]  Secondly the team arranged for a meeting on MS teams to collaborate and complete this task I initiated the call.

[image: ] Thirdly, team member Matthew organised the group by emailing the team and designating roles to each of us for this task.

[image: ] Fourthly,  I then responded with an email completing the task I was designated giving the team the subjects and also adding a well known quote referenced.
[image: ] and then there was then back and fourth information shared between each other on Outlook and Whatsapp.

[image: ] Majib then shared the references he had found via word that we could all access.

[image: ] Finally, after contributing ideas between each other Shak Shared with us the final design of the poster.
I enjoyed working in a team everything went smoothly as we had organised individual tasks that Team member Matthew designated to each other team member we all fulfilled our roles successfully mine being selecting the main words/subjects, Majib selecting the references based off my, as you can see from the steps above, we communicated and collaborated on a few applications including Outlook, MSteams and Whatsapp. Working as a team helps reduce stress and workload on individuals and help build relationships and enhance your social skills. I believe the team was respectable, organised, and co-ordinated, everybody contributed ideas and followed instructions. When team members feel respected and respect each other, they establish trust, if they feel valued and appreciated, they'll know and understand that "respect helps employees to think innovatively and work hard as they know that their ideas would be appreciated”. Following instructions and taking initiative when appropriate is very important for teams to thrive, when people go to use there initiative there ideas have to align with the team goal “If an idea doesn’t align with your key strategy or the larger mission of your organization, it is likely to be a waste of time and resources", it is very important to have the desired end goal in mind when everyone is contributing ideas and solutions "since a project has a defined ending, it is important that each contributor to the effort knows the desired end result". According to S,A,K, Khan, co-ordination between team members needs to be organised and clear so everyone understands either their tasks, the end goals and what is main priority "coordination concerns the level of common understanding about how and what each member is contributing, and the interrelationship between their contributions. Clear goals and priorities are integral to this". Working as a team is very underestimated and should be used much more as it helps increase creativity and problem solving like John C Maxwell says “Team work makes the dream work”.



I would grade myself 55% because I believe I have appropriately included and referenced a range of literature, I included quoted references and a photo reference, demonstrated knowledge and basic understanding of underlying concepts and my work was structured organised and coherent.
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