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Work in Brief, Consistent Intervals

Divide the Workflow into Time Blocks

Writing an essay in under three hours might seem impossible. 
However, with the right approach, it's not as daunting as it sounds. 

Here are effective tips and strategies to help you produce a quality 
essay within a limited timeframe

Limiting the duration of your work sessions is crucial for several reasons: it 
allows for more precise goal-setting, prevents burnout, and makes it easier 
to stay focused without succumbing to distractions.

Depending on the length of your project, divide it into manageable 
segments and set an achievable goal.

� Begin by understanding the scope and complexity of the project�
� Decide on the overall time frame available for completing the 

project�
� Break down the project into smaller, manageable tasks or 

milestones�
� Divide the available time into equal blocks based on the identified 

tasks�
� Set specific, achievable goals for each time block, corresponding to 

the tasks�
� Focus solely on the designated task during each time block, 

avoiding distractions�
� At the end of each block, assess progress made towards the goals 

and adjust future blocks as needed.

� Use the Pomodoro Technique, a time management approach that 
divides work into 25-minute intervals, each followed by a 5-minute 
break.�

� Although 25 minutes may seem short for making significant progress, 
resist the urge to skip breaks when in the zone.�

� Wrap up your current task, jot down a note about where to resume, and 
take your break.�

� Ignoring breaks will lead to burnout and hinder future productivity.�
� Instead, engage in something light, different, or enjoyable during your 

break to return feeling refreshed for your next Pomodoro session.
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Have a Writing Log and Access Your Effectiveness

Use Voice-to-Text Software

Evaluate your achievements within each time block and quantify them as 
comprehensively as possible. 

Your notes could resemble the following: produced 400 words of 
freewriting, edited 2 pages, or skimmed 15 pages of an academic article. 

Voice-to-text software can significantly expedite essay writing by allowing 
you to dictate thoughts and ideas, bypassing manual typing verbally.

Compare your accomplishments to your initial goals: 

Follow these steps to translate your voice into an essay text:

By analyzing this data, you can adjust your goals for each session 
accordingly, armed with valuable insights into your workflow. 

� Did you write two pages in 25 minutes but edit four pages in the 
same timeframe?�

� Are you frequently interrupting writing sessions for additional 
research?�

� Do you often set overly ambitious or conservative goals?

�� Choose a voice-to-text software that suits your needs and is 
compatible with your device, such as Google's Voice Typing or third-
party applications like Dragon Naturally Speaking�

�� Install the software on your device if necessary, and ensure that your 
microphone is properly connected and functioning�

�� Take some time to familiarize yourself with the software's interface 
and commands. Practice using voice commands to navigate and edit 
text�

�� Find a quiet environment free from background noise to minimize 
transcription errors�

�� Speak clearly and enunciate each word to improve accuracy in 
transcription�

�� Break down your essay into sections, such as the introduction, body 
paragraphs, and conclusion, to help organize your thoughts�

�� Speak your thoughts aloud as if you were explaining your essay to 
someone else. Avoid overthinking or trying to speak in a formal 
writing style�

�� Continuously review and edit the text as you dictate to catch any 
errors or inaccuracies in transcription.
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Sources:

A word of warning! Although it might sound tempting, don’t rush to use tools 
like ChatGPT to generate an essay in 5 minutes because it’s hazardous for 
academic integrity. 

If you’re awfully tired and physically can’t think or type, you better ask a 
professional human writer to help you. Use this promo code INST20 to 
get 20% OFF your order!


�� Once you've completed dictating your essay, thoroughly proofread 
the text to correct any mistakes or clarify any unclear passages�

��� Save your essay in your preferred file format and format it according 
to any guidelines or requirements, such as MLA or APA style.
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