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Soft skill 
Development 



Types of Writing 
Narrative
Descriptive
Expository
Persuasive
Creative



Narrative (Personal information in the form of a story Ex: Short story, Novel)

Descriptive (Uses colorful images to describe a person, place or event so 
that the topic can be clearly “seen” in the reader’s mind. Ex: Poster)

Expository (Provides information that explains, clarifies or defines ex: 
essay, research paper)

Persuasive (Gives an opinion using facts that attempts to convince a reader 
to agree with a writer’s belief. Ex: Movie review).

Creative (Entertains the reader Ex: Short story, Novel, Poem, and Play)



Time Management

Time management (TM) is the act or practice of managing and 
supervising time. (Planning amount of time you spend on 
activities

It is very important to all people especially during work or 
study.

A proper time management strategies depends on how do you 
use your time, what methods do you want to apply and how long 
does it take.



Time Management skills



Why do we need time management?

To save time
To reduce stress
To function effectively
To increase our work output
To have more control on our lives. 





Time management tips:

Reduce distractions. 

Be focused at the task at hand 

Use a calendar

Use a checklist

Get organised 

Schedule rewards 

Get a good night's sleep
















	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16

