Time management
Time management is the process of acquiring skills to organise and align your tasks and objectives into a schedule. This allows you to achieve your objectives on time by distributing tasks effectively.  
Simply put, it is about prioritising tasks by importance and completing them by investing the necessary time without waste.  
Effective time management helps you focus on what matters. It encompasses organising, aligning, productivity, objectives, goals, timing, and the accomplishment of your tasks."  [1] 
Challenges 
There are challenges to time management, and these are 
1. Goal Settings 
Setting daily goals ensures you achieve them, eliminating the chance of forgetting or leaving tasks unfinished. 
2. To-do List 
These will keep you updated on your goals and their deadlines, making each task easier to manage and execute. 
3. Procrastination 
This is a common problem that can be easily eliminated by maintaining a to-do list. 
4. Multitasking 
This is a double-edged sword; while it has benefits, it often leads to spending more time than necessary on a single activity as your attention shifts to other tasks, leaving work unfinished. 
5. Distraction  
These everyday obligations often disrupt the flow of work; once distracted, it is easy to lose track of time. [2] 




Critical Writing  
Critical writing needs critical thinking because critical writing is primarily the process of evidencing and articulating your critical thinking. [3]  
To be effective in critical writing, you need to be efficient in critical thinking, and these require both skepticism and objectivity. [3]  
1. Skepticism  
This requires you to approach your academic work with doubt and a questioning attitude. In essence, you need not automatically accept everything you hear, read, or see as true. More reasons why everything needs to be thoroughly researched. [3]  
2. Objectivity  
This requires approaching academic work with a neutral perspective. When engaging with critical writing, you need to acknowledge anything that influences your thinking and perspective. In this instance, you need a high level of self-awareness so that you can focus more on your opinion, thereby developing a reasoned argument. [3]  
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