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                        ACE PRACTICAL PORTFOLIO

1. Time Management : Time management is the strategy of planning out your available time and controlling the amount of time you spend on specific tasks in order to work more efficiently. Effective time management comes easier to some people than to others, but everyone can develop habits to improve their time management skills. Without strong time management, your work and wellbeing can suffer, and it can lead to:
· Producing poor quality work
· Missing deadlines
· Increasing your stress levels
· Ruining your work-life balance
· Harming your professional reputation

Time management is important because it helps you control your workday so you can build your business without compromising your work-life balance. 
Here are seven benefits of proper time management: 
Improve Your Performance
Produce Better Work
Deliver Work on Time
Reduce Your Stress
Improved Career Opportunities
Boost Your Confidence
Planning out your time in advance is the most important element of good time management. Understand when you’re most productive: maybe you’re most alert first thing in the morning, or perhaps you hit your stride at night. Save your most important and challenging tasks for when your productivity is highest. Schedule simpler or smaller tasks for times when you’re less alert. Get a good sense before you start each day of how much time you’ll spend working on everything on your task list.
Rewards can be a great motivator for good time management. Give yourself a small reward for every task you accomplish in the day. For instance, you could celebrate finishing up a report by taking a 15-minute walk outside. Rewards keep you motivated on the job and can help you achieve a better work-life balance.
Looking for more in-depth tips on how to improve your time management skills? This article can help you become an expert at time management.



2.Organising Study : Most of us know what it’s like to work with someone who is very organized. They are always on time for meetings, send deliverables before they’re due and keep their desk neat. While sometimes these people are laughed at for being OCD (obsessive compulsive disorder), they tend to be very focused on getting the job done on time and on budget.
At the other end of the spectrum are people who are typically disorganized. Their desk is probably messy and they always seem to be running around trying to find something which makes it hard to work with them when they’re part of a team. Most of us fall somewhere in between.
Whether being organized comes naturally to you or it’s a little more work to get into that frame of mind, it’s important to remember that anyone can be organized – it’s a skill that can be learned and used as a strategy for success in school and elsewhere in life.
Being organized is a transferable skill that can be used in most settings. For students, being organized is particularly important since it helps them learn how to prioritize activities, set and achieve goals and reduce stress. Having good organizational skills also makes it easier to collaborate with others and helps increase productivity and efficiency.
Set students up for success with organizational skills
Teaching students at a young age how to become organized is a skill that will help them for the rest of their lives. It’s easy for an elementary school student to get overwhelmed by homework, afterschool activities and spending time with friends, so parents often serve in that organizational role. While there isn’t a discipline in school for teaching students how to be organized (it’s not like math or science), there are ways that teachers can help students learn techniques that help them become more organized and efficient. The key is to create an environment at school and at home that teaches children to value being organized.
Helping students develop good organizational practices
Teaching children how to organize their schoolwork can be broken down into three areas:
• Outline the project: At the start of an assignment, students should outline what the project is, determine what items are needed to complete the assignment, create checklists to keep them on task and get a sense of the time involved for each step of the project.
• Stay focused: Once an outline and checklist have been created, students can continually refer back to the outline to make sure they remain focused on getting the job done. Breaking down a project into individual pieces helps keep students focused on the tasks that must be done in order to complete the assignment.
• Completing the task: By following the checklist, asking questions and keeping on a timeline, students learn important skills that will be needed when they graduate.
Keep in mind that these three areas might be asking a lot from someone in elementary school. The key is to help teach children the different aspects of being organized so that, over time, they will adopt these practices.


3.Academic Writing : The four main types of academic writing are descriptive, analytical, persuasive and critical. Each of these types of writing has specific language features and purposes.
In many academic texts you will need to use more than one type. For example, in an empirical thesis:
· you will use critical writing in the literature review to show where there is a gap or opportunity in the existing research
· the methods section will be mostly descriptive to summarise the methods used to collect and analyse information
· the results section will be mostly descriptive and analytical as you report on the data you collected
· the discussion section is more analytical, as you relate your findings back to your research questions, and also persuasive, as you propose your interpretations of the findings.
Descriptive
The simplest type of academic writing is descriptive. Its purpose is to provide facts or information. An example would be a summary of an article or a report of the results of an experiment.
The kinds of instructions for a purely descriptive assignment include: 'identify', 'report', 'record', 'summarise' and 'define'.
Analytical
It’s rare for a university-level text to be purely descriptive. Most academic writing is also analytical. Analytical writing includes descriptive writing, but also requires you to re-organise the facts and information you describe into categories, groups, parts, types or relationships.
Sometimes, these categories or relationships are already part of the discipline, while in other cases you will create them specifically for your text. If you’re comparing two theories, you might break your comparison into several parts, for example: how each theory deals with social context, how each theory deals with language learning, and how each theory can be used in practice.
The kinds of instructions for an analytical assignment include: 'analyse', 'compare', 'contrast', 'relate', and 'examine'.
To make your writing more analytical:
· spend plenty of time planning. Brainstorm the facts and ideas, and try different ways of grouping them, according to patterns, parts, similarities and differences. You could use colour-coding, flow charts, tree diagrams or tables.
· create a name for the relationships and categories you find. For example, advantages and disadvantages.
· build each section and paragraph around one of the analytical categories.
· make the structure of your paper clear to your reader, by using topic sentences and a clear introduction.

Persuasive
In most academic writing, you are required to go at least one step further than analytical writing, to persuasive writing. Persuasive writing has all the features of analytical writing (that is, information plus re-organising the information), with the addition of your own point of view. Most essays are persuasive, and there is a persuasive element in at least the discussion and conclusion of a research article.
Points of view in academic writing can include an argument, recommendation, interpretation of findings or evaluation of the work of others. In persuasive writing, each claim you make needs to be supported by some evidence, for example a reference to research findings or published sources.
The kinds of instructions for a persuasive assignment include: 'argue', 'evaluate', 'discuss', and 'take a position'.
To help reach your own point of view on the facts or ideas:
· read some other researchers' points of view on the topic. Who do you feel is the most convincing?
· look for patterns in the data or references. Where is the evidence strongest?
· list several different interpretations. What are the real-life implications of each one? Which ones are likely to be most useful or beneficial? Which ones have some problems?
· discuss the facts and ideas with someone else. Do you agree with their point of view?
To develop your argument:
· list the different reasons for your point of view
· think about the different types and sources of evidence which you can use to support your point of view
· consider different ways that your point of view is similar to, and different from, the points of view of other researchers
· look for various ways to break your point of view into parts. For example, cost effectiveness, environmental sustainability, scope of real-world application.
To present your argument, make sure:
· your text develops a coherent argument where all the individual claims work together to support your overall point of view
· your reasoning for each claim is clear to the reader
· your assumptions are valid
· you have evidence for every claim you make
· you use evidence that is convincing and directly relevant.
Critical
Critical writing is common for research, postgraduate and advanced undergraduate writing. It has all the features of persuasive writing, with the added feature of at least one other point of view. While persuasive writing requires you to have your own point of view on an issue or topic, critical writing requires you to consider at least two points of view, including your own.
For example, you may explain a researcher's interpretation or argument and then evaluate the merits of the argument, or give your own alternative interpretation.
Examples of critical writing assignments include a critique of a journal article, or a literature review that identifies the strengths and weaknesses of existing research. The kinds of instructions for critical writing include: 'critique', 'debate', 'disagree' and 'evaluate'.
You need to:
· accurately summarise all or part of the work. This could include identifying the main interpretations, assumptions or methodology.
· have an opinion about the work. Appropriate types of opinion could include pointing out some problems with it, proposing an alternative approach that would be better, and/or defending the work against the critiques of others.
· provide evidence for your point of view. Depending on the specific assignment and the discipline, different types of evidence may be appropriate, such as logical reasoning, reference to authoritative sources and/or research data.
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