


Task 1a. Time Management
Effectively managing time is more than just creating a to-do list and ticking off completed tasks. It involves having the skills to schedule, rank in importance, seize opportunities, and, of course, relinquish certain tasks. (Indeed Editorial Team, 2023).
There are multiple methods of time management, such as: Pomodoro technique, Eat this Frog, 80/20 rule, To Do-List, SMART Goals, etc. 
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[image: ]One of the methods that helps us make sure that time is enough for everything and that also teaches us to identify what we should dedicate time to and what not is Stephen Covey's 4 quadrants. 









(Thriving Schools, 2017)
The time management matrix consists of four quadrants, each of which represents a different type of task:
1. Tasks falling under this quadrant require immediate attention as they are both urgent and important.
2. Tasks categorized under this quadrant are important but not urgent and require proactive planning and action.
3. Tasks in this quadrant are urgent but not important, which can be distracting and may interrupt more significant tasks.
4. Tasks in this quadrant are not important and not urgent and are activities that do not contribute to long-term goals or priorities (Covey et al., 2020).
Although until now I have not used any time management method, I consider the Covey Matrix the most efficient method for me, which I will use to prioritize. This method will help me to focus on task that truly matter. Will increase my productivity and decrease stress level, identifying important and unimportant task.
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Task 1b. Similarity Score
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Description automatically generated]My similarity score is 45%. It is too high score to finish the work and I analysed what I can do, to decrease this score. I saved pdf file from Turnitin where is explained my similarity. First to do, is paraphrase when citing. Second, to exclude reference list in the Turnitin, because in task 1a are 250 words only and four references, and it is obvious to have a high similarity score. Turnitin is a good tool, to check your similarity and to understand exactly what to do, to have an improvement assessment.



Task 2.   SWAY

          I created my e-portfolio in MS SWAY, my link is this:
https://sway.office.com/CZ63yrMFyHx37oh3?ref=Link
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Task 3. Automatic Referencing tools 
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(Enago academy, 2022).

Referencing has become an essential component of research in the modern world. Consequently, its significance in academic writing is increasing continuously (Anonymous, 2021)
Referencing management software provides a range of advanced features that differ across various tools. Utilizing these programs alongside the appropriate referencing styles can enhance the credibility and quality of academic writing.
Zotero is a reference management software that is available for free and developed as an open-source project in 2006 by the Center for History and New Media at George Mason University. It operates within a web browser and streamlines the research process by facilitating the storage and organization of references (Harding, K. 2014)

Several advantages using Zotero:
1. Zotero allows users to organize their research materials into collections, subcollections, and tags, making it easy to locate and manage sources.
2. Automatic citation creation: With Zotero, users can easily create citations and bibliographies in a wide range of citation styles, saving time and reducing errors.
3. Collaborative features: Zotero allows users to share their collections and collaborate with others, making it easy to work on group projects or share resources with colleagues.
4. Integration with word processors: Zotero integrates with popular word processors such as Microsoft Word, Google Docs, and LibreOffice, allowing users to insert citations and generate bibliographies directly within their documents.
5. Free and open-source: Zotero is free to use and is developed as an open-source project, which means that users can contribute to its development and benefit from the contributions of others.
I used Zotero for the first time and I was pleasantly surprised how easy and effectively was to create references for my assessment. I compared it with Mendeley, which is also installed on my computer and even if Mendeley is considered the best referencing tool, Zotero has better integration with web browsers, it is easier for me to make a reference for the information found.
The following screenshots show steps taken by me with Zotero:
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Description automatically generated]I attached link to add it in “My Library” in Zotero.






								Screenshot1
Next, I added in text citation and reference in my Word document.
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								Screenshot2
I added a video, which also helped me to understand and use Zotero referencing tool. In this video is explained how to download, install register, and use Zotero.
How To Use Zotero (A Complete Beginner's Guide) (Top Tip Bio, 2022).
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Task 4. Collaborative Teamwork and Professional Academic Poster
 
Professional Academic Poster 
[image: Text

Description automatically generated with medium confidence] When designing a poster, it is important to keep the design simple yet elegant. A catchy title can capture the audience's interest, and the author's details should be included either at the top or bottom of the poster. Non-serif fonts are often used for light reading. The design of the poster should relate to the subject matter, using background images, unusual shapes for text boxes, flow diagrams, scans, or photos of examples to demonstrate concepts visually. We can use colour to set the tone and highlight key features. It best to use short sentences, bullet points, questions, quotes, photos, illustrations, graphs, charts, and summary tables to convey information in fewer than 500 words. We should not overcrowd the poster and leave clear spaces (Day, 2018). 
		
Teamwork 
“Finding and keeping a good team is amongst chief executives most highly rated ingredients of success” (Taylor and Humphrey, 2002).  
If a group is dedicated to achieving efficiency for the common good of everyone involved, it can function as a team (Smith and Katzenbach (2003). 
When we start working on a task with a team, we typically focus on achieving the end goal. However, to improve our team skills, it is beneficial to take a step back and examine the process. By doing so, we can gain a better understanding of the usefulness of every aspect of teamwork. 
The way that each member of a team thinks, believes, feels, acts, desires, and is driven, all interact with each other to produce the team's dynamics, which impact both the energy levels of each individual and the team.
According to Cottrell, S. (2021, p.168) if a group is inclusive, each person is willing to make concessions regarding their personal interests, to reach the most optimal outcomes for the entire team.
It is not necessary for team members to have a personal liking or friendship with each other. Nevertheless, every individual should be able to anticipate common politeness and respect. 
Showing kindness and respect towards others is a fundamental and straightforward lesson. However, it can be necessary to remind people that demonstrating respect is crucial in all situations, especially in a professional setting.
  If each person takes responsibility for the well-being of others, promoting inclusivity becomes an easy task (Cottrell, 2021). 
[image: ]In our Team we were 3 members. Me, Nadejda Toma and Vera Karakoleva. We create a group in a Microsoft Team and discussed task 4 of our assignment. We divided the work according to who felt good at what and well prepared. 
My task was to edit found information and place it in task 4 in Assessment 1.  I used my skills in Microsoft Word and added poster, screenshot and arranged text, kept the format applied to the entire document. Also, I used Cite Them Right website (https://www.citethemrightonline.com/, 2022), to guide how to do correctly the references in Harvard.
Also, we created an QR-Code for our poster. 
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Screenshot 1
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