	
	
	



[bookmark: _GoBack][bookmark: _Int_ZKWOEhQa]Essential skills for study and employment
Good time management is challenging but an essential skill. We can use some techniques to help:
 [4] H.Schachter,(2021)
· Make a list of what you need to do [2] Normans Media Ltd, Coventry,( 2015)
· Set yourself reminders and deadlines
· Priorities important tasks
· Get rid of distractions while you are working 
· Avoid procrastination (Hailikari, T. et al., 2021) [1]
· [bookmark: _Int_necyjtzt]In a study of 135 university students, Hailikari et al. (2021) found that time and effort management, as well as psychological flexibility are crucial factors in reducing procrastination 

[endnoteRef:13909] [13909:  ] 
From https://www.skillsyouneed.com/ps/time-management.html. To help your prioritise your tasks, think about how urgent and important they are. 


[bookmark: _Int_4Q0tHDsF]One of the techniques I am going to use for this assignment is called SMART. This stands for:
· Specific - clear plan or clear idea
· Measurable - you can tell if you are making progress
· Attainable - doable
· Relevant – related to the subject
· Time based – time limited
From https://www.toolshero.com/personal-development/smart-goals/

For example, I am going to do my assignment this weekend. I am going to plan what I need to do and find where I can get all the information. After doing this I will have a short break. This way I can come back refreshed and work more effectively. When working I will put away any distractions (such as my phone).
[bookmark: _Int_XRECF3fV][bookmark: _Int_6CcT7nGL]Because we are living in the digital age, it is important to have basic knowledge about IT for education and employment. We need to be able to create digital documents, communicate with others, draft emails, fill in electronic forms, create presentations, etc. (The Globe and Mail, Toronto, 2020.) [3]
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Similarity
As I look back to my assignment, I can see some similarities which are mostly from references and pictures which I use to show I done my research from there I can improve my similarity by using my own words or rephrasing
 
scores
[bookmark: _Int_t9957slN]As I did challenge work to find all this information and understand about time management and about computers, I give myself 80% mark because I knowledge and understanding skill  as I constrate during my lecture I can  see improvement in myslef 
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How important is the task?
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