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                                    Time management

1 Introduction
Time management is a way to help myself to plan and organise my daily tasks. It helps me to maintain my time effectively not wasting with important tasks and stay in track with my to do lists and my goals that I would like to achieve every day.
 Meeting the deadliness can be a tricky task for me, if I am not planning what I must do and submit my assignments on time. However, I must prioritize tasks, that needs to be done first and making sure I did not miss any of them. I had learnt in the class some of the methods to help me track my work in a short period of time.

Examples:
The one of them I had learnt in the class is the Eisenhower method all this works like that: I must do is making four boxes in each of them I will write: 1. do it, 2. schedule it ,3. delegate it and 4. delete it.
·   There are urgent and important tasks that, I must act quickly and do my deadliness.
·  Not urgent and important tasks is to plan for and work towards for shorts projects.
· Urgent and not important tasks unnecessary interruption from workers and checking the phone when it goes off and the meeting that are not necessarily need at that time.
· Not urgent and not important mildly refreshing and scrolling on social media or looking through my messages and not answering them which they are not my priority.
     
The second one is the 4D Strategy is the 4 methods:
1. Do: Devotate specific time slots for essential tasks to ensure timely completion. This helps me to do the work in time and started the work straight away. I will not leave the work on the last minute.
2.Defer: Put thinks away which are not schedule right away and doing them when I have more time.
3.Delegate: Ask for help when I know that person will do it for me.As, I was doing something else before and now, I have no time to handle it before the deadline.
4.Delete: I will skip the unnecessary schedules that are not important for me and move on something else more important. I will come back to them after I finish the necessary ones.

The third one is the Pomodoro technique and this is the one that helped me the most to organised myself and made my life easier. According to Francesco Cirillo the pomodoro technique it uses as a kitchen timer to break work into intervals of 25 minutes separated by a short break. This is the most efficient method for me as, I learnt how to do more tasks and pause for five minutes, which makes an enormous difference. I am not getting that much tired as I used to be. Taking some breaks between all the things I had done is a life saver. Making improvement every time I use this method.
I had tried by improving with my shopping lists, workouts, cleaning, homework and work to make sure I will achieve my goals at the end of the day, which makes me so proud of myself. 

2 Experience 

[bookmark: _Int_DMacrbFj][bookmark: _Int_ZpZ5ZVip]I had experienced the Eisenhower matrix and the 4D strategy in the class, but I did not like that much as they were very similar strategies. I found them as a hard way to manage my work and I hated because I had to plan before and after all. Sometimes, I forgot to write all the stuff down, everything I was going to do in each day and I was missing some of the notes which some of them were very important for me. It is a hard work for me as I did not like to write that many notes of what I must do.
I had tried the 168 hours a week in the class. I can’t complain that I did not like it. I enjoyed calculated all the hours I was spending everyday tasks. This helped me to see how many hours I was spending doing my daily tasks. First, I had to make a table which I wrote all the activities I was planning to do in each day. After, I wrote all of them I added for how long I was going to do it and multiplied by 7 as there are 7 days in a week. I multiplied all of them and add the total number added all together and find the final total of all of them. Which it should add up to 168 hours. However, if the total number is not giving 168 and it is added less, I could use that time to make something relaxing for me or work on something that is important. Making sure is all added to the 168 hours and not more than that.
The Pomodoro techniques my favourite and the one I am using daily now. This technique started to be the best method for me. It was the first time I heard in class about it. I started to use it in my daily tasks.
For example, when I am studying, I am using this method starting with my work for 25 minutes and after that taking a break of 5 minutes and using this method until I finish all my work. However, this technique can be used in much more of my work.

3 Conclusion
   In my opinion these three techniques are not for everyone as they have a different method to be used. Some of them are harder than others or easier which can be different for everybody. This module had helped me so much with my daily tasks. Not wasting my time and days doing nothing.
Good time management allows us to set realistic goals and make it true, taking regular breaks which engage me to do more stuff, taking rest and do something that relax you the most and personal life doing what you love and makes you happy.
Planning before makes a huge difference in our busy lives.
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