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Time Management
“For every minute spent in organizing, an hour earned.”              
Benjamin    Franklin

Time is a resource that cannot be touched, has limited availability, cannot be stretched or expanded, quickly slips away, and once used, cannot be regained, hoarded, or retrieved for future utilization. (Kalu, 2012).
Time management is the act of arranging and preparing how much time is dedicated to different tasks or actions, in order to increase efficiency and reach objectives. Proficient time management comprises determining which tasks are most important, defining clear targets, creating schedules and apportioning adequate time for each task or activity.
Several methods of time management, I present in this assessment:
1. R.A.C. method:
 RECORD all tasks you need to do.
ANALYSE importance of every task and time to do it.
CHANGE them in order of importance.

2. POMODORO technique:
Take a short break, every 25 minutes. After 4 pomodoro (intervals of work), take a long break.
This video explains in detail POMODORO technique:
POMODORO technique (Med School Insiders, 2016)
3. SALAMI method:
That is exactly what you do, with multitasks. Slice them in smaller goals and scheduled following the sequence.
4. STEPHEN COVEY’s method:
[image: ]







Two Time Management Techniques: Eisenhower Matrix & Pomodoro (2017)

Stephen Covey's quadrants are a matrix with four sections. Each of them represents a certain priority category in tasks. At the same time, each quadrant includes a set of activities that must be managed differently.
First quadrant contains all tasks that cannot and should not be postponed in any way. 
Second quadrant corresponds to what should not be considered immediately but is of great importance.
All those superfluous activities that take place by habit could be placed in third quadrant.
Watch TV, check e-mail every 5 minutes, look on social media, could be placed in fourth quadrant.
 




TASK 2


Automatic referencing tool
  
Reference management software simplifies the process of managing references for academic papers, dissertations, or theses. This is achieved by generating a database of sources that is linked to your word processor, which can be used to insert citations and compile a reference list in your document (Proofed, 2018)
The tool typically prompts the user to enter information such as author name, publication date, title, and source, and then generates a properly formatted reference or citation. This can save time and reduce errors, particularly for those who are unfamiliar with the citation style requirements.
Some popular automatic referencing tools include EndNote, Zotero, Mendeley, and EasyBib. These tools often integrate with other software programs such as Microsoft Word or Google Docs, making it easy to add citations and references to a document.

     Mendeley 
According to Mendeley (no date), their software is a powerful tool for managing references and citations in academic writing, making the research and writing process much easier and more efficient.
· It is easy to use Mendeley reference tools, using few steps:
· Go to the Mendeley website and create an account. 
· Once you have created an account, download and install the Mendeley desktop tool.
· Now, you can import references to your Mendeley library from databases, search engines, and websites.
· Once you have imported your references, you can organize them into different folders 
· When you are writing your paper, you can use the Mendeley plug-in to insert citations. Simply click on the citation in your Mendeley library and it will be inserted into your document.
· Once you have inserted all your citations, you can use Mendeley to automatically generate a bibliography or reference list for your paper.
· You can edit and finalize your paper, making sure that all citations and references are correctly formatted.

I added 3 screenshot with Mendeley referencing tool:
[image: Graphical user interface, text, application, Teams

Description automatically generated][image: Graphical user interface, application
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					Screenshot 1
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Description automatically generated]






					Screenshot 3				Screenshot 2
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									 	Screenshot 4
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