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TIME MANAGEMENT

Time management is a way of organizing your time to use it
efficiently to increase productivity. There is a lot of information

about time management and how it is useful in our day to day lives.

Most people have heard of time management, and there are many
articles and books that explain what it is and why it matters. These
sources describe how to manage time effectively, the benefits of
doing so, and the problems that can occur when time is not
managed well. [1]

Time management means using time wisely by setting goals,
deciding what tasks are most important, and planning daily
activities. When time is managed well, people can be more
productive and feel less stressed. It also helps them stay organized
and balance school, work, and personal responsibilities. [2]

Managing time proactively allows people to create more free time
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CRITICAL THINKING

Critical thinking is a complex process that involves reflection,
analysis, and the ability to think clearly and logically. It means
examining information carefully, asking meaningful questions,

solving problems, and making well-reasoned decisions rather than

simply accepting things at face value.

Cri

ical thinking provides the tools to use doubt and skepticism in a
constructive way. It allows individuals to analyze information and
decide whether something is true, useful, or effective. At the same

time, functioning in everyday life requires a certain level of trust, as

not everything can be questioned all the time. By developing critical
thinking skills, people can better understand when it is reasonable
to trust information and when it is necessary to question it. [2]

Critical thinking is becoming increasingly important in higher
education. Many educators and researchers recognize that some
students enter college without the critical thinking skills needed for
academic success. A< a result develonine these <kills has become a
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for things they enjoy. It gives them more opportunities to spend
time with family and friends, to relax, and to take care of others
when needed. Having control over time can improve both personal

happiness and overall well-being. [3]

One of the main benefits of time management is being able to make
better decisions about how time is spent. By paying attention to
daily activities, people can identify where time is being wasted or
where tasks could be done more efficiently. This may involve
improving email organization, delegating tasks, or reducing
unnecessary distractions. [4]

Time management is an important skill that will help me succeed
after graduation, no matter what career | choose. It will allow me to
complete tasks on time, which helps build trust and reliability with
employers and colleagues. Good time management also helps me

focus on priorities and achieve better results in less time. [5]

By planning my schedule and setting realistic goals, | can avoid last-
minute pressure and stress. Overall, effective time management
helps me stay punctual, organized, and prepared for future career

opportunities and professional growth.

REFERENCES
[1] Covey, . R. (2004). The 7 Habits of Highly Effective People.

[2] Tracy, B. (2014). Eat That Frog!. Berrett-Koehler Publishers.

success. As a result, developing these skills has become a
key focus in education.

One important skill that strong critical thinkers possess is the
ability to view problems from multiple perspectives. Looking at
situations from different angles helps individuals understand issues
more deeply and avoid narrow or biased thinking. [3]

Critical thinking is one of the most valuable skills for my future
career after graduation. It will support me in many ways and help
me adapt to different situations. This skill will allow me to make
logical decisions, evaluate different options, and carefully weigh

evidence.

Every career involves ongoing challenges. Critical thinking will help
me analyze problems, identify their root causes, and develop
creative and effective solutions. Overall, it is an essential skill that

will help me succeed both academically and professionally. [4]

[3] Facione, P. A. (2015). Critical Thinking: What It Is and Why It Counts. Insight Assessment.

[4] Paul, R., & Elder, L. (2019). Critical Thinking: Tools for Taking Charge of Your Leaming and Your Life. Rowman & Littlefield
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Introduction

I have submitted my essential skills e-portfolio on Tur . Furthermore, | will talk about my similarity score,

plagiarism and why it is significant when creating an e-portfolio.

Similarity score

StartDate Oue Date
1-danuary 2026 Term) - DRAFT E-Portiolo oun206-1131  oMarzes My similarity score is 0%
The similarity report highlights sections of text that match other
. Turnit Paper 1D Submitted Smitrity sources and shows where the matches come from. This helps
students and educators identify areas that may need proper
al 276260901 20326, 1235 o I

citation or rewriting. While a similarity score does not always mean
plagiarism has occurred, it can indicate that some parts of the text

are too similar to existing sources and should be reviewed.

When someone uses someone else's words, concepts, or creative
output and passes it off as their own without properly citing the
original source, it is known as plagiarism. This may occur when data
is directly copied or when the information's source is not properly
cited. In academic wri

g, avoiding plagiarism is crucial since it
demonstrates integrity and regard for the contributions of others.
m

Restating someone else's thoughts or facts using your own language
and sentence structure while maintaining the original meaning is
known as paraphrasing. Because it shows that the writer

comprehends the source material rather than just replicating it,

llustrative review Q.
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comprehends the source material rather than just replicating i, it is
a crucial academic talent. Citing the original author is still required
to give due credit even when paraphrasing. [2]

In academic, professional, and creative activity, originality and
ethical writing are crucial. Original writing demonstrates the
writer's engagement with the subject and development of their own
understanding. It also exhibits independent thought and originality.
In addition to increasing subject knowledge, creating original
content fosters the growth of analytical and problem-solving
abilities, which are beneficial in both schooling and future
employment. [3]

Evaluation

Overall, | estimate my work to be 72-80%. As | completed this task, it made me further understand about creating an e-portfolio and academic
writing skills.

One of the most meaningful ways | engage with literature is through analysis and critical thinking. For me, reading is not only about
understanding a story or information, but also about reflecting on ideas and exploring different perspectives. Literature can challenge the
way | think, support my personal development, and help me connect with wider experiences and viewpoints. Therefore, becomes a tool for
learning, analyzing information, and building knowledge that can benefit both my personal and professional life.

In my e-portfolio tasks on time management and critical thinking, | demonstrated my understanding of these key concepts. While completing
these tasks, | researched the topics and explained how these skills are important for academic study and future career development. This
process helped me recognise how effective time management and critical thinking can support success in different areas of life.

During this work, | also improved my cognitive and intellectual abilities. I learned how to analyse information in a more logical way and how
to search for reliable sources when conducting research. This allowed me to develop more interesting and relevant content for my e-portfolio.

Another achievement from this project was gaining practical experience using digital tools to create my e-portfolio website. Through this
process, | became more confident in using different tools and technologies required to design and manage an online portfolio.

In addition, | developed several transferable skills while completing this assignment. These include time management, critical thinking, self-
reflection, planning, and academic writing. Such skills are extremely valuable for both my studies and my future career, as they help me stay
organised, think independently, and communicate ideas more effectively.




image7.png
Subhans

Reflection

Evaluation

Overall, | estimate my work to be 72-80%. As | completed this task, it made me further understand about creating an e-portfolio and academic
writing skills.

One of the most meaningful ways | engage with literature is through analysis and critical thinking. For me, reading is not only about
understanding a story or information, but also about reflecting on ideas and exploring different perspectives. Literature can challenge the
way | think, support my personal development, and help me connect with wider experiences and viewpoints. Therefore, becomes a tool for
learning, analyzing information, and building knowledge that can benefit both my personal and professional life.

In my e-portfolio tasks on time management and critical thinking, | demonstrated my understanding of these key concepts. While completing
these tasks, | researched the topics and explained how these skills are important for academic study and future career development. This
process helped me recognise how effective time management and critical thinking can support success in different areas of life.

During this work, | also improved my cognitive and intellectual abilities. I learned how to analyse information in a more logical way and how
to search for reliable sources when conducting research. This allowed me to develop more interesting and relevant content for my e-portfolio.

Another achievement from this project was gaining practical experience using digital tools to create my e-portfolio website. Through this
process, | became more confident in using different tools and technologies required to design and manage an online portfolio.

In addition, | developed several transferable skills while completing this assignment. These include time management, critical thinking, self-
reflection, planning, and academic writing. Such skills are extremely valuable for both my studies and my future career, as they help me stay
organised, think independently, and communicate ideas more effectively.

I made a strong effort to apply the advice and guidance provided during my lessons while working on this assignment. Although | understand
that there is still more for me to learn and improve, | believe that this assessment demonstrates the progress | have made and the knowledge
I have gained throughout my studies.

References

[1] Pecorari, D. (2013). Teaching to Avoid Plagiarism. Maidenhead: Open University Press.
12] Bailey, S. (2018). Academic Writing: A Handbook for International Students (5t ed.). London: Routledge.

[3] Neville, C. (2016). The Complete Guide to Referencing and Avoiding Plagiarism (3rd ed.). Maidenhead: Open University Press.
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TOPIC 2: RIDING THE STORM

Conflict and friction in virtual teams

Virtual teams are becoming a crucial component of many businesses and organizations in the modern world. Thanks to technological advancements, employees
can collaborate from different nations and regions. Additionally, virtual teams offer flexibility and enable organizations to bring in global expertise or guest
speakers.

However, there are a number of difficulties associated with working remotely. Without in-person interactions, team members could find it challenging to work
together. Online communication makes it easier for misunderstandings to happen, which can cause stress, arguments, or conflict among team members [1].

Adisagreement between individuals or team members that arises when their objectives, passions, or viewpoints are irreconcilable is known as conflict.
Relationship conflict and task conflict are the two primary categories of conflicts in teams.

Emotional and interpersonal disputes among team members are referred to as relationship conflict. Tension, annoyance, personality conflicts, and negative
emotions like animosity or annoyance are some examples of it. These disputes frequently stem from personal problems rather than the actual task.

Contrarily, task conflict centers on divergent viewpoints regarding the work being done. Disagreements over how duties should be assigned, how resources
should be distributed among team members, or how tasks should be completed could be examples of this.

Virtual teams should set clear communication guidelines and promote frequent video conference meetings in order to minimize disagreements and enhance
teamwork. Additionally,it's critical to encourage cultural sensitivity and employ open project management systems that make everyone's duties and
responsibilities clear. Virtual teams can overcome obstacles and achieve strong collaboration and great performance when they are managed well [2].

The Dangers of Conflict Avoidance in ual Teams

In virtual teams, avoiding confrontation may seem like the simplest way to keep things peaceful, but it frequently leads to more significant issues. Opportunities
for invention and creativity may be restricted when differences are disregarded. Over time, unresolved problems can cause team members to become frustrated,
resentful, and less motivated. Team morale and productivity may deteriorate as a result.

In a team, good relationships are highly important. People are more inclined to encourage one another and contribute freely when they feel heard, seen, and
valued. Members of a supportive team can exchange ideas without worrying about being judged, which fosters cooperation and trust.

Members of a team may suffer from feelings of miscommunication or exclusion. According to research, social rejection, exclusion, or isolation can have a
significant emotional impact and occasionally trigger brain reactions that are comparable to those caused by physical pain [3]. It is crucial that team members
feel valued and included in team interactione becauce of ti

lustrative review  Q
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The sensation of being at ease and accepted in a group where people form wholesome relationships and are welcomed by others is referred to as belonging [4].

Stronger collaboration and enhanced team performance are fostered by fostering a sense of belonging.

Establishing clear communication norms and promoting frequent video conference meetings are crucial to reducing conflicts in virtual teams. To make sure that

everyone in the team is aware of their duties and responsibilities, it can also be helpful to use transparent project management tools and raise awareness of

cultural differences. Effective use of these tactics can help virtual teams collaborate more successfully and preserve productive working relationships.

What is an IEEE Citation Generator?

1.1 launched the Free IEEE Citation
Generator website in order to
establish areference. Users can
choose the kind of material they
wish to use on this page. Awebsite,
book, journal, movie, and other
kinds of sources are among the
alternatives. The program will
produce the citation in the proper
IEEE format once the user has
selected the right category and
entered the necessary data.

What s an IEEE Citation Generator?

2.1start by choosing the "Book”
option on the Free IEEE Citation
Generator website in order to
construct areference for abook. |
then enter the book's title into the
search bar. Next, | select the blue
“Search" button located on the
right. The book will be located by
the system, which will then
automatically provide the
appropriate citation style.

Free IEEE Citation Generator

e et s ety

3.Alist of books shows on the
screen after you click the "Search”
button. The user must select the
appropriate book from this list that
corresponds with the search term.
Once the right choice has been
found, it can be chosen to proceed

with the citation generation.

Free IEEE Citation Generator

ot Hore our Book n EEE e

[

4. The description of the chosen
book will be highlighted ona
yellow backdropif the information
is accurate. The reference has now
been created and is operational.
After that, the citation can be
copied and pasted into the
produced paper or presentation.
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[2] Hertel, G., Geister, S, and Konradt, U, Managing Virtual Teams. Géttingen: Hogrefe Publishing, 2005.
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Essentials skills

Introduction

Time management and critical thinking are very powerful skills. Time management allows you to
structure and use your time wisely, while critical thinking allows you to make the right choices and

decisions by thinking clearly.

POLICIES

VIPLIANCE

CRITICAL THINKING

TIME MANAGEMENT

Time managementis 2 way of organizing your time to use i Critical thinking s 2 complex process that involves reflection.

efficiently to increase productivity. There s a ot of information ‘analysi, and the ability to think clearly and logicaly. It means

‘sbout time management and how it is useful in our day to day lives. ‘examining information carefully. asking meaningful questions.
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‘bout time management and how it is useful in our day to day lives.

Most people have heard of time management, and there are many
articles and books that explain what it s and why it matcers. These.
Sources describe how to manage time effectively. the benefits of
doing 5o, and the problems that can occur when time s not

managed well. 1]

Time management means using time wisely by setting goals.
deciding what tasks are most important, and planning daily
activities. When time is managed well, people can be more
productive and feel ess stressed. I also helps them stay organized

‘and balance school work, and personal responsibiiies. (2]

Managing time proactively allows people to create more free time.
for things they enjoy. It gives them more opportunities to spend

ime with family and friends, o relax, and to take care of others

when nesded. Having control over time can improve both peronal
happiness and overall well-being. 3]

One of the main benefits of time management is being able to make.
better decisions about how time i spent. By paying attention o
daily activities, people can identify where time s being wasted or
where tasks could be don mor effciently. This may involve
improving email organization, delegating tasks, or reducing

unnecessary distractions. 4]

Time managementis an important skl that will help me succeed

after graduation, no matter what career | choose. It will i
complete tasks on time, which helps build trust and reliabilicy with
‘employers and colleagues. Good time management also helps me

focus on priorities and schieve better resultsin less time. (5]

By planning my schedule and setting realistc goals, | can avoid last-

minute pressure and stress. Overall effective time management
helps me stay punctual, organized, and prepared for future carser
‘opportunities and professional grovwth.

REFERENCES

11 Covey. . R (2004). The 7 HabtsofHighly Efective Feople

[21Tracy . (2014) Eat That Frogt. Barat Koshier Publshers.

‘examining information carefully. asking meaningful questions.
Solving problems, and making well reasoned decisions rather than

simply accepting things at face value.

Critical thinking provides the tools to use doubt and skepticism in 3
constructive way. It llows individusls to analyze information and
decide whether something i trus, useful, or effective. At the same

time. functioning in everyday lfe requires a certain level of trust, s

ot everything can be questioned ll the time. By developing critical
<hinking skills, people can better understand when it is reasonable

%o trust information and when it necessary to question it 2]

Critical thinking is becoming increasingly important in higher
‘education. Many educators and researchers recognize that some.

students enter college without the critcal thinking skill needed for
academic success. As a result,developing these skills has become a

key focus n education.

One important skl that strong criticalthinkers possess i the
ability to view problems from mutiple perspectives. Looking at
situstions from different angles helps individusls understand issues

more desply and avoid narrow or biased thinking. 3]

Critical thinking is one of the most valuable skills for my future
career after graduation. It il support me in many ways and help
me adape to different situations. This skil will llow me to make

ogical decisions, evaluste different options, and carefully weigh

evidence.

Every career involves ongoing challenges. Critical thinking will help
me analyze problems, identify their root causes, and develop

creative and effective solutions. Overal it i an essential skl that

will help me succeed both academically and professionally. (4]

3 Facions, P A 2015). Gl Tinking: What t s andl Why I Gounts. Insight Assessmant.

141 P, R. & Eider, L (2019). Gl Thinking: Tols for Taking Gharge of Your Learming and Your L. Rowman & Liefied.

51 Fisher,A. & Seriven, M. (2013). Crcal Thinking. Pearson Education
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Introduction

I have submitted my essential skills e-portfolio on Turnitin. Furthermore, I will talk about my similarity score,
plagiarism and why it is significant when creating an e-portfolic.

similarity score

1oy 2028 o) ORAFTE o bt owe My similarity scoreis 0%
The similaricy report highlights sections of text that match other
. R — Sources and shows where the matches come from. This helps
Students and educators identify areas that may need proper
- s s 23 BB citacion or rewriting. While a similarity score does not always mean

plagiarism has occurred, it can indicate that some parts of the text

are too similar to existing sources and should be reviewed.

When somsons uses someane slze's words, concepts, or crestive
output and passes it off a3 their own without properly ciing the
original source, it is known as plagiarism. This may occur when data
is directiy copied or when the information's source is not properly
cited. In academic writing, avoiding plagiarism is crucialsince it
demonstrates integrity and regard for the contributions of others.
m

Restating someone else’s thoughts or facts using your own language
‘and sentence structure while maintaining the original meaning is
Known a5 paraphrasing. Because it shows that the writer

comprehends the source materialrather than just replicating it it i
2 crucial academic talent. Citing the original author i stil equired

<o give due credit even when paraphrasing. (2]

In academic, professional. and creative actviy, originality and

etical writing are cruci

Original writing demonstrates the

witer's engagement with the subject and development of their own
‘understanding. I also exhibits independent thought and originalcy.
I addition to increasing subject knowledge, creating original
content fosters the growth of analytical and problem-solving
abiliies, which are beneficial in both schooling and future

employment. 3]

Evaluation

Overall, | estimate my work to be 7280%. As completed this task. it made me further understand about creating an &-portfolio and academic
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- Restating someone else's thoughts or facts using your own language

‘and sentence structure while maintaining the original meaning is
. Known a5 paraphrasing. Because it shows that the writer
comprehends the source materialrather than just replicating it it i
2 crucial academic talent. Citing the original author i stil equired

<o give due credit even when paraphrasing. (2]

In academic, professional. and creative actviy, originality and

ethical writing are crucial. Original writing demonstrates the
witer's engagement with the subject and development of their own
‘understanding. I also exhibits independent thought and originalcy.
I addition to increasing subject knowledge, creating original
content fosters the growth of analytical and problem-solving
abiliies, which are benefi

employment. 3]

in both school

g and future

Evaluation

Overall, | estimate my work to be 7280%. As completed this task. it made me further understand about creating an &-portfolio and academic

One of the most meaningful ways | engage with lterature is through analysis and critcal thinking. For me. reading is not only about
‘understanding a story or information, but also about reflecting on ideas and exploring different perspectives. Literature can challenge the
way | think, support my personal development. and help me connect with wider experiences and viewpoints. Therefore, becomes a tool for
learning. analyzing information. and building knowledge that can benefit both my personal and professional ife.

In my e-portfolio tasks on time managemen and critical thinking. | demonstrated my understanding o these key concepts. While completing
these tasks, I researched the topics and explained how these skill are important for academic study and future carcer development. Ths
process helped me recognise how effective time management and critical thinking can suppor success in different areas ofIfe.

During this work 1 o improved my cognitive and intellsctual abilties. | learned how to analyse information in @ more logical way and how
o search for reliable sources when conducting research, This allowed me to develop more interesting and relevant content for my &-portfl

Another achievement from this project was gaining practical experience using digical tools to create my e-portfolio website. Through this
process, | became more confident in using different tools and technologies required to design and manage an online portfolic.

i addition. | developed several transferable skills while completing this assignment. These includs time management,critical thinking,self-
reflection, planning, and academic writing. Such skils are extremely valuable for both my studies and my future career, 2 they help me stay.
organised. think independently, and communicate ideas more effectively.

1 made astrong effort to apply the advice and guidance provided during my lessons while working on this assignment. Although | understand
that there s still more for me to learn and improve,  believe that this assessment demonstrates the progress | have made and the knowledge
1 have gained throughout my studies.

References
1] Pecorari.D. (2013). Teaching to Avoid Plagiarism. Maidenhead: Open University Press.
121 Baitey. 5. (2016). Acodemic Wricing: A Hondbook for Internation Students (5th ed.). London: Routledge.

5 Neville, C. (2016). The Complete Guide to Referencing and Avoiding Plogiarism (3rd ed.). Maidenhead: Open University Press.

Reflection





image18.png
Subhans E-Portfolio

Home  EssenvasSls  Rateczn

TOPIC 2: RIDING THE STORM

Confict andfrictionin virtul teams.

Virtual teams are becoming a crcial component of many businesses and rgarizations i the modern world. Thanks totechnclogial advancements, employees.
can colsborate from iffrent ntions and egions. Adctional. virtul tesr offer feibilty nd ensbie o ganizatons o bring n globl expertiseor gusst
spealers.

However, there are a number o ificuties assocated with working remotely Without n-person interactions, feam members could find it chllenging to work
togather. Online communication makes it saserformisundarstandings £ happen, which can causestess, arguments, o confict among tesm members (1}

Adisagreement betweenindividual o team members tha aises when the objctives,passions,or viewpoints ae rreconcilableis known as confict.
Relationship confict and task conflc are the two primary categoriesof conficts inteams.

Emotionslsnd nterparsona disputas amon team marmbrs ae raferred o 2 reltionship conflct.Tension, snnoyance,personslity conflcts, and negative
motions ik animsity or annoyanceare some examples of t These dispotes frequentlystem from personal problems rather than the acualtask.

(Contrarty, task confict centerson dvergent viewpoints regarding the work being done. Disagreements over how dutiesshould be assgned, how resources
Should be distributed among team members,of how asks should b completed could be sxamples of this.

Virtual teams should et clear communication guidelines and promote frequent video conference meeings inorder o minimize disagreements and enhance
teamwork. Additonally.t crtical t encourage culturalsensitivity and employ open project management systems that make everyone's duties and
responsbiities clea. Virtual teams can overcome obstacls and achieve sirong collaboration and great peformance when they are managed well 21

‘The Dangers of Confiict Avoidance in Virtual Teams

Invituslteams, avoding confrontation may seer e the imples way to kesp things peaceful but it frequentlylads to more ignficant sues. Opportunities
forinvention and ceativity may be restrictad when differences are disregarded. Over ime, nresolved problers can cause eam members o become frustrated,
resenttul, andless motivated. Team morale and productivity may deteriorate as a result

' team, good reltionships sre ighly important Peoplesre mor incined to éncourage ons another snd contribut fresly when they fe hesrd,seen,and
Valusd. Membersof s upportive team can exchange idess without worrying about being judged, which foters cooparation and trust.

Members of a team may sffer from falings of miscommunicaton o exciusion. Accoring to resesrch socilreection, excluson, o solation can have s
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Essentials skills

Introduction

Time management and critical thinking are very powerful skills. Time management allows you to
structure and use your time wisely, while critical thinking allows you to make the right choices and
decisions by thinking clearly.





