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Time Management

Tips to manage your time A prioritising

n . Time audit: how do you currently spend your time?

g / Set SMART ﬂoale

Eleenhower' Matrix: sor+t on importance and urgency -

ue;eqcul For time management and Pr'lor'lJrlslng

D Maoke use of plonners or dlglJraI calendars

Q Produc+ivi+y/ Proc:r'af—:»ﬁna’rion!
&) « Tackle the hardest task First +In|n@ you mlgh-f Find this @
- gives you momentum and inspiration to keep going -
7 =
. o ol
BeaJrlng_Pr‘ocr‘aGeraJrlon. m
@ o Breaok tasks into smadler chunks - blg tasks can be
Q overwhelming and reduce your motivation

:&& Find an acc.ounJrabilier partner - keeps you oh track ‘6§&

Positive reinforcement - reward youreeIP For complehng
A% Hat challengll’lg task. .@‘

< RN Set deadines & eliminate distractions B I OSC
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Pomodoro Techhigue - useful For +time management and “~
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Reading Academic m
papers @

'An academic poper is a written document that systematically

presents research Plnchn@s with the purpose ot con+rllou+|ng
to existing know|edge oh a subject

Structure ofF a Research paper
Title, Author(s) details
Abstract, Key words, Introduction, Methodology or Materials
% Methods, Results, Discussion Conclusion/Future
perspectives & Relerences

Types ot Academic papers:
Research Papers, Review Papers, Case Studies etc.

Why reod academic papers?
Stay updaJrecl with recent ?indinﬂs, build critical analysis skills,
inspire your own work and for dissertations

Tips to ePPec’rively read academic papers

° Begin with Purpose/Question: Khow why you're readinz_;] to stay
Focused
. Understand Paper Structure: Identiby where to ind the most
relevant information.
e Toake Notes Ef-l:ecﬁvelyz Use a structured template (e.g., IMRaD or
WWWWHSw) and paraphrase instead ot copying verbatim

Where to Find academic papers?
® PubMed, Groogle Scholar
e Alis a tool NOT a r"eplacemen'l' to Guppor“'l' research paper r‘eading

BioSci

TOOLKIT




., - L
*.T‘l. P'S:Tr‘y Digital Tools
: 1 | 1 1 | 1 _ - | N , ‘ :
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Writing reports and
essays

Eliminate personal pronouns
(e-g. ||||| or ||you|| )‘

Do not copy text straight
from the internet

Check the mark scheme!

Avoid using vague language.
Use Grammarly to help!

N N N N

If you have a word limit e.g 2000
words, Add a word count to
each section. For example:
e Methodology (500 - 700
words)
e Results (200-300 words)

Document everything you have done at
each stage, even ifitis in a bullet point
format.
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Writing reports and
essays

CLOI>|

Gonts: Arial or Times New Roman )

(Size: Morl2 >
Gine spacing:1or 1.5 )
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Referencing: MyBib, Endote, Mendeley ="
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Gapers: Google Scholar and Pubmed bmed

@ (Spellmg Grammarly )
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Make plain, clear; unfold and illustrate the
meaning of.

EXPLAIN

Liken one thing to another and discuss the

ofe] [ Wl I V-3 degree of likeness or

unlikeness/difference.

Set out the features, qualities or properties
DESCRIBE of what is asked, in detail.

Consider or examine by argument, O

Investigate for and against. .
Timed Essays

NP
-/\- ‘Outline First: Quickly jot down a basic outiine. Use m

suloheadinz_;]s!

\/_Wr'iJre Clear, Concise Sentences: KeeP sentences short and

. to the Poin+.
)

DISCUSS

a»
5 -
- . —— Focus on Main Ideas: Concentrate on developinﬁ ¢5+r'ong

main points. '‘PEEL. - Point, evidence, explain and link.

--Use Keywor‘dc;: integrate keywordc:» From the question into

your essay to ensure it remains relevant and Focused. I —
~ I rd

—/\— Proofread For grommar and punctuation. u
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Preparing and Delivering N

® ClariJFy Your Hypothesis or Research Question
Qf& * Set the objective of the slides ( what & why are you presenting)

o Introduction * Discussion/Analysis
¢ Methods e Conclusion
@ e Results 5 A
Q

@r“ecsen’r dota ond results accura’rely) E.
: O e Label Axes and units

e Cohsistent Por‘ma++inc_:] <M aintain s cienﬁl:i c lan 6“ o geD m

* Highlight specitic Findings

e Use accurate scientifFic |anﬂuaae

* Explain specialized terms the audience might

G’r'ac.’rice Fluency and Deliver*y) hot know

R ® Paoce your‘self-: Emphaeize key Poin+9

m without Fushing @r‘eaJre a vieually cohesive desigrD « &

X Bl i) BT i e Limit text & bullet point
® Hiﬂhliﬂh‘l‘ impor'+ar1-l' Poin-l's
e Be consistent with the theme

@_W/ws REFERENCE) B l O SC I

* Prepare For queeﬁons - Have a ﬂood
underg’randing of the content of your

Pregen’raﬁon
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< Additional resources/ Useful
' Organisations to connect with

. Usebul Writing Resources
® Purdue OW writing lob
University of Manchester phrase bank

R//www.phirasebank manchester.ac uk/ compar'e-ahd-

Uh

contrast/

hHPsz/ / paper Pal.c; om/ blog/ researcher-resources/what-is-an-academic -
Raper-ty Pes—and—eleme hts
h++P9:/ /WWW.scribbr.com/ caJregor‘y/ research-paper/

h PG'-/ / www.you+ube.com/ watch?v=Ggv5s kuDeoYGk. < COPY ad
https://w ww.you+ube.c om/wotch?v=40GXT7tilkcs
Rs//www.scribbr.couk/category/ acaclemic_:*c_;wLyI_e/

@ Helpful Organisations.
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( ’ ‘ Black British Profegsionals In STEM
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Contributing Authors and
Presentors

e Dr Chinedu A@Wu

e Mg Mercy Fr‘impon@
e Ms Janat Nalumansi
e Dr Ruchira Mann

e Mr Abdul Adenopo

e Ms Joanha Bako

e Ms Rachel Osei fOQ'
e Mr Caleb Eferakorho

e Mo Chari+y Aienobe-Asekharen @
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