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Element 1: Blog – What is good time management?

The meaning and importance of good time management.
[image: Time management 272070 Vector Art at Vecteezy](Vecteezy, N.D)
 
“Time management is the co-ordination of tasks and activities to maximise the effectiveness of individuals efforts” (Lutkevich, 2023).
 
It is not uncommon for people to feel like there is not enough time for them to complete the tasks that they intend to for fill throughout the day, and it is in situations like these that emphasize the importance of proper time management. 
 
Time management can present itself in different ways depending on the work or setting that you encounter daily.  
 
So, what does good time management look like to you? 
Good time management is the ways you input different strategies into your daily routine that will help you get the things you need done in enough time, you can do this by planning and organising your day to ensure that you leave enough time for jobs or tasks that you need to complete and how much time you should spend on each individual task to ensure time is saved. This ensures that you are able to get more done in less time all thanks to good time management! (CPD, 2020)!

Anyone can implement these strategies into their planning. By making these changes and understanding how to manage your time more efficiently can change your outcomes produced. Everyone needs to make the change and become a good time management!

Good time management can be learnt by anyone, you today can help develop your time management skills which will benefit you in your daily life.
  
Strategies that you could develop on to ensure that you have the best time management to help you along the way could be for example, setting time goals, this is to ensure you understand the tasks needed to be completed by a certain time/date ready for you to move onto the next task.
You could write a daily plan that allows you to know what you are doing on that day to ensure these tasks are done. This allows you to see daily plans and ensure that you have the tasks needing to be completed sooner. Being completed on the soonest day possible.
Also prioritizing tasks depending on the timeframe you must complete it. If you have a book you need to write about within two weeks and one that needs to be done within 5 days ensure you prioritize the that needs to be written about sooner to ensure you have enough time to complete both. (Skills You Need, 2020).

[image: The Priority Matrix helps you categorise tasks depending on their urgency and importance.]
Good time management is a professional skill that nearly everyone needs to include in their daily routine. As you can see from the article written by Indeed, they say “Managing your time effectively is an important professional skill to develop” this makes us as the reader understand that having good time management can lead us to accomplishing our key goals in life. (Keiling, 2023).
In my opinion good time management helps me daily, as I work in a school setting, I have lots of tasks that need to be completed daily or within a certain timeframe. By implementing these strategies that I have previously spoken about I am able to get the tasks done within time and stress free, this ensures that my daily routine runs smoothly and that’s the best way to be, Isn’t it?
Lastly, to conclude I think we all need to take this information and use it to become at time management, as seen we could all benefit from this in our daily routines and would ensure a lot of aspects of our work and our home life runs a lot smoother. 
[image: List of reasons why time management is so important] (Team, N.D)
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[image: ]Element 3: Academic Poster – What is critical thinking and how can it be developed?

[image: A diagram of a circular diagram

Description automatically generated with medium confidence]“Critical thinking is the ability to effectively analyse information and form a judgment.” (Ryan, 2022)
This means that the person can look in depth at the information and understand how they feel about the information that has been provided. This is a much in-depth way of just reading information.
 (BBC Bitesize, N.D)





Why do we need to be able to critically think you ask? Well, the importance of critical thinking can help you ready for when you start to work this is because it allows you to gain a better judgement of the information that you were able to analyse. It also helps younger people who are doing exams as it helps them understand the information more as they can analyse the information in much more depth ready to sit exams. Overall, it is a great skill to have that can be used daily to help us all. (Holley, 2022)








Who can help you? Only YOU can help develop your critical thinking. If you want to improve the way you critically think, use this poster and the information to make a start. This will all help you change the way you think about these situations and how you use the information provided!
Ways that we can help develop our critical thinking are:
· Formulating your question, this is to approach the situation and outcome you want and decide if the information suits your needs.
· Gather information which will make sure you look at more than just the information provided.
· Think of the outcomes before you use the information you have gathered to ensure the situation will work.
· Explore different points of views to ensure you look at the information from how others would too, this ensures that all aspects have been thought about. (Agoos, 2016)






 (Literacy Pathway, 2020)
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