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Time Management

I find time management extremely important as it allows me to organise my work and increase my time of relaxation by an outstanding amount. Furthermore, I believe it will help me both personally and academically as well as reducing my stress, then allowing me to make suitable plans which I consistently follow, which also gives me a greater feeling of responsibility as a mother and student. By prioritising my tasks over a period of time, it reduces feelings of stress and helps me take a step-by-step approach to academic work. I choose to identify my most important tasks and tackle them first then use my time appropriately to complete the rest of my tasks. For example, knowing that I have to write a 2000-word essay may seem time consuming and difficult, especially before the start of the writing process. To simplify my work,  I plan to write a certain amount of words per day. Such as setting a target of 100-200 words per day. Breaking down my work into pieces makes it so much easier to handle. 
When creating my schedule, I set suitable goals and deadlines for myself,  I do this according to the amount of work that I am required to put in. Then I can estimate the time needed to write an essay  or work on a presentation. I believe my goals are and should always be challenging but realistic. Going for a walk or a simple breather outside helps to relax my mind from all the distractions and worries around me. If possible, I get outside my flat where there are plenty of green areas to enjoy. This can contribute to maintaining good mental health. After some time out of my house, I am surprised by the fresh ideas and energy that I have.
Avoiding time waste and stress as well as introducing new skills/tools will let me get more work done in less time whereas bad time management is a straightforward path to stress and worry over getting things done. I feel that if I want to get somewhere in life I need to be able to answer these questions: Why am I doing this? What is my goal? What if I don’t succeed? What if I do succeed? What happens if I choose not to do this? What happens if I choose to do this? These questions are extremely vital as they are technically the answers to your life and the path you take. What I do to manage my time with my learning is taking my daughter to nursery on the times I go university and I save some extra time to pick her up and drop her off. This schedule wouldn’t affect my elder daughter as  it is currently the summer holiday and she can go to her Aunt’s house and when she starts school she can go to after school club on the days where I stay late. Being able to track down problems like these and being able to solve them is the most important thing about time management. Everything should be set without a struggle or rush and it will give pride for being able to manage your life in an expected way.


Organising Study

I believe that if the level of my organisational skills for studying is not high, then the information I am trying to require is going to be difficult to access. This is due to the fact that to be able to understand and gain success in my education I have to be able to develop good study habits and consistently practice what I have learnt to keep the information in my head. For example, after every lesson I go home to revise/ think about what I’ve learnt and talk to people around me to go over the work I have learnt, and by doing so I am able to retain information of which was taught. There are so many strategies which enable effective study and help me organise my study better. However, when I first began to study it was very difficult as it had no previous relevance to me but over time I have been able to develop a sort of system that suits my timetable best. Without this system, it would have been a bit hard for me to settle into a routine.
Before I get myself ready to study, I follow my routine which begins by organising my surroundings. This is by creating an environment which I know suits me best for my studying. Such as excess noise or music which can be very distracting shouldn’t be heard which is why I prefer studying at home on my own in the comfort of my home. I enjoy having my books, research and lecture notes around me or on my desk. The next step of my routine is by ensuring I have the correct equipment with me, such as having a working pen, notepad and laptop. This allows me to spend more time on studying instead of searching for the right equipment or repeatedly getting up to get something I forgot. By completing these two steps of my routine I not only save time for myself but produce a higher quality of work.
Furthermore, by having good organisational skills it gives me confidence in the work I am creating. It also helps me develop positive attitudes that make learning more interesting and easy. At university I will have to organise my work for myself which means I have to be self-disciplined and use my time effectively. Success is not just about intelligence but about how I use the time available to myself. My ability to use my time well will prove useful, not just for study but in my future career. Planning my work in detail may seem time consuming, however, taking the time to organise will make my studying more effective and save time in the future. The purpose of organising my time is not to look like I’m doing everything correctly but to make something suitable for myself by having a realistic schedule and being successful. The idea is to take control of the things I have to do; aiming to organise my time by making things happen rather than having things happen to you. If the only thing I see are past deadlines, nothing will ever be completed!

Reflection

Every day coming back from university lessons, I take a small amount of time to just relax and reflect. I think about what I’ve learnt during the day, what I’ve completed, what I should work on, what I can and can’t do. I think of ways to improve and I predict on my future when I graduate and have something to have great pride in but then again I believe that your past builds your future so I try my best to achieve as much as I can in the moment. I look back on things that have sparked my curiosity and would like to know more about and I always talk with someone about how my day was and what I’ve done. As an example, sometimes I a list of 2 categories: more and improve which is what I would like to know more about and what I would like to improve on.
So far, in my list of what I want to know more about, I have written confidence. This is because I want to learn how to have more confidence in myself for its benefits. The amount of self-confidence I have, the more I my value myself and what I can do and the more valuable I feel creates the effect of being able to take pride of being me and holding my head high. The more self-confident you are, the happier you are with yourself; as a result, the more you always enjoy life. In my list of what I need to improve on is my IT skills as well as my communication skills. I need to be able to have better IT skills for a better education therefore a better career and I would love to have better speaking skills while speaking the English language. 
Reflecting helps you to develop your skills and review their effectiveness, rather than just carry on doing things as you have always done them. It is about questioning, in a positive way, what you do and why you do it and then deciding whether there is a better, or more efficient way of doing it in the future. This is only by taking a small amount of time every day or maybe even every week just for thinking about what has happened within the time you have completed something. You can also look back on feedback from others on your work and you can reread any work you have done throughout the day.

Using the library and gathering information

Using the library could be many things. It is the process of gathering information from a     variety of sources for a variety of reasons. Learning to develop effective information       gathering strategies will help to study in a number of different ways. Places where you can find information is by going on the internet, opening up books or by asking other people. A library is a place where books and sources of information are stored. They make it easier for people to get access to them for various purposes. They include books, magazines,            newspapers, DVDs, manuscripts and more. In other words, they are sources of information on a large amount of things such as food, fashion, biology, animals and way more. A public library is open to anyone and everyone for fulfilling the need for information. They are run by the          government, schools, colleges, and universities. The members of the community can visit these libraries to enhance their knowledge and complete their research for academic reasons or just for fun. 
Libraries play an important role in providing people with trustworthy information. They             encourage and promote the process of learning and grasping knowledge. People who are      interested in reading can stock up on loads of books to read from and enhance their knowledge. To clarify, the variety is so wide-ranging that one mostly gets what they are looking for. Furthermore, they help the people to get their hands on great educational material which they might not find in shops. When we read more, our social skills and academic performance improves. Most importantly, libraries are a great platform for making progress. When we get homework in class, the libraries help us with the reference material. This, in turn, progresses our learning capabilities and knowledge. It is also helpful in our overall development.
Instead of using the library to gather information, we can use the internet, which sometimes may not be reliable but you might find more information on it that in books. The Internet has   become a sensation nowadays. It is something that humans cannot function without anymore. It has occupied a great part of our lives. We use the internet for almost every little and a big task now from entertainment to music to education and going on. One of its main uses is to find 
information. For example, we have Google, Bing, Ecosia and many more browsers to choose from to search up what we want to. Computers have programs called browsers, which are used to access the world wide web (www). The web is one of the most important uses of the internet. There are lots of websites on the internet. They are made up of webpages. A web page can have videos, pictures, words and games on it. We can look at different web pages to see different opinions or ways of putting out information. To conclude, there are many ways and places to gather information, many things to search up and many ways to store it. 
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