Task 1a
Time management
Introduction
Time is the most valuable human and organizational resource.
Time constitutes the main essential element in the life of individuals, groups, and societies, as it is one of the most essential elements that must be taken care of and given its right and preserved. Knowing that time plays a key role in human life, we must manage our time well. Quality time tries to make learning easier and more enjoyable by making the material realistic and more interesting. (Van Fleet.2021)
According to (Atkinson Frank 2009, P.5) Managing time is about achieving balance.
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The importance of time management: 
Whatever we do in our life it is important to manage the time to not be the person who regrets and says I wish I had done that before... 
If you able to manage your time, then you could relieve anxiety and pressure of work. 
As noted by (Black 2007) if you want to take back control of your desk, priorities your work and create more time to enjoy yourself, manage your time is for you. 
By managing time goals are achieved and the optimal use of financial and human resources is achieved.
 In my future career, such as a teacher I can use time management to balance my professional and family life. By doing this I can make sure that I am able to devote enough time to each of my roles. Additionally, I can use my time management skills to plan to make sure that I am able to meet deadlines and stay organized. Time management will also help me prioritize tasks so that I can stay focused and productive.
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The time management is worthy goal of many human activities. It concerns variety problems related to goals definition, assessment of available resources, control of management policies, scheduling of decisions. (Stoilov 2021, P17)
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Task b
Similarity score
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My similarity score is 23%. After I finished my writing, Turnitin is the one I have used to assess my work and received feedback.  I will also use the report to check for grammar and spelling mistakes. Finally, I will use the Turnitin report to ensure that my overall writing style is consistent and that I am presenting my ideas in a clear and concise manner. After that will read my paperwork couple of time to identify any mistakes or areas that need to be corrected. With these steps I will be more confident and able to improve the quality of my work.
Score 60 
I have scored myself 60% for the work I have done so far because I have put considerable amount effort into my work. however, I will continue to find ways to improve my work and achieve greater success 











Task 2
My E-portfolio[image: ]

I have used Microsoft sway to create my E-portfolio.
These are the tasks that I inserted to my E- portfolio:
Task one is Time management.
Task two is E-portfolio.
Task three is Mendeley Reference Manager.
Task four is the group poster.
My E-Portfolio link below:
Learning in the Digital Era (Naska Sulaiman) (2221742) (office.com)















Task 3
Mendeley Reference Manager
[image: ]1.From google search or any web browser find Mendeley Reference Manager, then download it.

[image: ]2.After you downloaded the application, you need to create an account from ELSIVIER account, which require an email address, family name and password.

[image: ]3.After the application installed, then you will need to enter your email address and password you created, after that you should see the application been load and it is your Mendeley library.

[image: ]4.The next step which is important is downloading Mendeley importer to your internet browser.
[image: ]5. Here I added Mendeley importer to Microsoft Edge.
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[image: ]6.There is three ways to add files to your Mendeley:
1- Add files from your computer using (drag and drop)
2- 2-add entry manually
3- 3-import from other software


[image: ]

7.I have added reference book to the library.
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Task 4
Poster [LIFE IS TEAM SPORT]
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[1] Trust [2] Teamwork [3] Communication [4] Challenge
I have teamed up with Masod Karim to design a group poster about (life is a team sport).
The main challenge we faced while creating the poster was finding the right images and quotes that would best explain our message and theme. We had to make sure that the images and quotes we chose would be relevant and meaningful to our task. We had to also ensure that all our sources were properly referenced. The poster includes a central image of a group of people working together to reach a common goal, with a quote around the image that reads “Life is a team sport – Teamwork makes the dream work. This quote is an important reminder that success is only possible when everyone works together. The poster also includes information about the importance of teamwork and encourages the viewer to act. We believe that our poster conveys our message effectively, and that it will help to motivate and inspire people to work together towards a common goal.
The bright colours and cheerful expressions of the people in the poster emphasize the importance of having a positive attitude and working together.
Overall, it was a wonderful experience working on this project. We had the opportunity to work together to create something that is both informative and visually appealing. We also had the chance to learn more about teamwork and the effects it can have on our life. This was a great learning experience, and I am proud of the poster we created.
Trust is the foundation of any successful team. Without trust, there can be no collaboration and therefore no success.
Respect is essential in any team. Respect the opinions and ideas of your teammates and show them the same respect you expect from them.
Challenge yourself and your teammates to grow and develop. Encourage each other to strive for excellence.
Effective communication is the key to any successful team. Make sure everyone is on the same page and communicate openly and honestly.
Leadership is an essential element of any team. Set a good example, be a role model and motivate your team to achieve their goals.
“Teamwork makes the dream work” (John C. Maxwell)
Group members: Naska Sulaiman & Masod Karim.
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