-Time Managment-


[bookmark: _Hlk221551180]What is time management?
 Time management is the art of effectively planning your time. the art of time management allows you to efficiently and productively complete the activities and tasks you need to in the appropriate amount of time also involves prioritising your to-do list so that you complete urgent or essential tasks
 
Five essential skills for time management


1. Prioritization: The ability to distinguish between urgent and important tasks to focus on high-impact work, ensuring deadlines are met.
2. Goal Setting & Planning: Defining clear, realistic, and achievable goals for the day or week, followed by mapping out the necessary steps to achieve them.
3. Organization: Being organised is like having a well-stocked toolbox – you know where things are when you need them. For managers, organisation is key, but it’s not about being rigid. It’s implementing systems for efficiency. A handy tool is the daily to-do list. Make one the evening before and gain focus as soon as you start work. Perfection isn’t the goal – do what works for you and your team.
4. Avoiding Procrastination: Break down large tasks into smaller, less daunting components and tackle them early to reduce anxiety and last-minute stress.
5. Set Reminders: After you’ve created your calendar, give yourself periodic reminders to stay on track. Knowing deadlines is important; however, staying on top of the micro tasks involved in meeting those deadlines is just as important. You can set an alarm on your phone, write it down in a physical planner, or add an alert to your digital calendar. [1]
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-Critical Thinking- 

What is Critical Thinking?

Critical thinking is the objective, rational analysis and evaluation of information, evidence, and arguments to form sound judgments. It involves identifying biases, examining, interpreting, and synthesizing data from multiple perspectives to overcome partial or distorted thinking. [1]

Four Key Aspects of Critical Thinking

1.  Evaluation: Assessing the validity, relevance, and strength of arguments.
2.  Analysis: Breaking down information to examine its components.
3.  Objectivity: Setting aside personal beliefs to evaluate information fairly.
4. Synthesis: Connecting ideas to understand the broader context.[2]

Four steps to develop critical thinking
1. Identify Biases: Recognize personal and external biases that may distort judgment.
2.  Evaluate Evidence: Assess the credibility, accuracy, and relevance of data.
3. Gather Information: Collect data from diverse, reputable sources.
4. Ask Questions: Challenge assumptions and ask "why" or "how" [3]

Five Key critical thinking Benefits and Application

1)      Enhanced Problem-Solving: Facilitates breaking down complex issues, identifying root causes, and developing effective, innovative solutions.
2)      Improved Communication: Fosters clear, concise, and persuasive articulation of thoughts, while aiding in understanding diverse viewpoints.
3)      Superior Decision-Making: Enables evaluation of options, assessment of consequences, and evidence-based choices rather than emotional reactions.
4)    Self-Reflection and Growth: Develops awareness of personal biases, promoting intellectual humility and continuous learning. 
5)     Information Evaluation: Helps filter misinformation, analyze facts, and identify biases, leading to better-informed conclusions. [4]
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